




































































































































































































































































































































































tion of modules can fail to stimulate 
after a while. But the screen saver's 
MultiModule allows an amazing amount 
of customization without you having any 
programming knowledge whatsoever. 
One of my favorites is Stormy Skyline. 
To turn Stormy Skyline into one hell of 
an electrical storm, simply follow these 
instructions: 

1. Duplicate the Zot! module twice 
while you're at the desktop, renaming 
the copies Zot!2 and Zot!3. 

2. Open the MultiModule to Stormy 
Skyline (a predefined combination of 
Starry Skyline and Zot!), and click on the 
Edit button. Add Zot!2 and Zot!3 to this 
MultiModule, making them transparent 
instead of opaque. You should now have 
all three of the Zot! modules and the 
Starry Skyline module combined. 

3. Resize and reposition the Zot!s- it 
looks better to have them different sizes. 

4. Close the edited MultiModule, but first 
rename it something like Really Stormy 
Skyline. 

5. Open the individual Zot! modules, 
and edit the forkiness, kinkiness and 
delay of each. 

ALTWDEF 
Shrinking Finder Windows 
If you have window clutter- as in too 
many open or overlapping windows in the 
Finder, get a copy of AltWDEF, a share­
ware cdev that "iconizes" a window, 
shrinking it out of the way when you're 
not using it. AltWDEF is available on 
Zmac or from your local user group. 

CAPTURE 
Capture Your Thumbnails 
Whenever you need a thumbnail of some 
pages, don't bother using your page-layout 
program's Thumbnail print option, 
because it takes too long to print (especial­
ly if the pages consist of halftones and fonts 
that have to be downloaded and scaled). 

Instead, use a screen-capture utility such 
as Capture to take a picture of the pages 
one at a time. Paste them into the 
Scrapbook or directly into another docu­
ment, reducing the "thumbnails" so that 
several can fit on a page. 

Although the quality of thumbnails creat­
ed in this way won't be as good as that of 
those generated from within page-layout 
programs, it will be good enough for exam­
ining the general look of a page or docu­
ment. This method has several advantages: 

1. You can choose the exact thumbnail 
size you want- something you can't do 
with the Thumbnail print option in your 
layout program. 

2. You can add descriptive copy. 

3. Printing is much faster because you're 
only dealing with a single bitmap per page. 

DISKFIT 2.0 
Managing MultiFinder Memory 
For DiskFit 2.0 
SuperMac Technologies DiskFit 2.0 was 
designed to backup typical hard disks on 
typical Macs. If you try to back up more 
files than usual, however, DiskFit 2.0 can 
run out of memory under MultiFinder. 
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Here's the suggested MultiFinder memo­
ry settings for large numbers of files: 

No. files Memory Partition 
1,000 >625 Kbytes 
1,500 825 Kbytes 
2,000 925 Kbytes 
3,000 1,225 Kbytes 
5,000 1,877 Kbytes 

JUST CLICK 

Just Click Under System 7 To 
Switch Between Applications 
If you want to have the old MultiFinder­
style application switching (clicking in 
the upper right corner of the screen) in 
System 7, then Just Click (freeware) is a 
system extension for you. If you're tired 
of pulling down System 7 's Application 
menu and long for the good old days, Just 
Click will bring them back. You can find 
Just Click on Zmac and from local user 
groups. 

KIWIENVELOPES! 3 

Bar Coding With Dot Matrix 
Printers 

KiwiEnvelopes! 3, an envelope-address­
ing DA, doesn't currently support bar 
coding on non-laser printers. The feature 
is disabled. 

If you own SuperGlue, though, you can 
print the bar coding on your dot-matrix 
printer. Open the Chooser DA, and select 
Super Glue's SuperlmageSaver II instead 
of your dot-matrix printer. Print your 
envelope from KiwiEnvelopes 3, and save 
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the file in SuperGlue format. Reselect the 
printer from the Chooser DA. Open the 
SuperGlue file and print. 

Kiwi Software has stated that tests admin­
istered in close cooperation with the U.S. 
Postal Service indicate that dot-matrix 
printers cannot position a print job pre­
cisely enough to produce valid bar codes. 
Kiwi disabled the bar-code feature for 
dot-matrix printers deliberately, and this 
is documented in their manual. A bad bar 
code may move your mail more slowly 
through the postal system than no bar 
code at all. 

LAUNCHINIT 2.0 

Logging Mac Activity 
There is a program that automatically 
logs your activities on the Mac -
Launchinit 2.0. Launchinit will prompt 
users for a name each time a Mac is boot­
ed and then keep track of the programs 
or folders that are opened (logging the 
date, time, length of use and user name). 

To run it, launch the INIT by double­
clicking on it while holding down the 
Command and Option keys. When the 
Configuration dialog box appears, make 
sure to check the Enter at Startup option 
under User Name and then save. 
Because this is an INIT, you need to 
drop Launchinit into your System 
Folder and restart your Mac to activate it. 

If for some reason, it still doesn't work, 
consider Softview's commercial product 
MacinUse. It does everything mentioned 
above and sells for about $99. 



LAYOUT 
Lengthening The Document 
Name 
Layout (a freeware program by Michael C. 
O'Connor) is a convenient tool for chang­
ing the way the Finder displays its various 
views (bringing a System 7 feature to 
System 6 users). You can use it to stagger 
icons in the Finder's icon view, preventing 
the names from overlapping the icons. 
Unfortunately, Layout uses the rather 
short name "Document" for the samples 
that you drag on the screen to set the 
grid spacing and offset. The Finder 
allows names of up to 31 characters, so 
some trial and error is necessary to 
achieve the best spacing for the name 
lengths you typically use. 

The name Layout uses in adjusting spac­
ing is stored in the STR resource "DocT" 
(ID = 328). To eliminate the trial-and­
error approach, employ ResEdit to modi­
fy this resource, which originally con­
tains the string "Document". Replacing 
this string with "Document name with 
max 31 chars" lets you space the icons to 
accommodate the longest names Finder 
lets you use. 

Of course, you can enter any other string 
here to represent the maximum length of 
names you normally use. As always when 
modifying applications with ResEdit, be 
careful to make your changes on a copy of 
Layout, not on the original. 

Layout is available in the Download 
Library Forum on Zmac. 

Doesn't Work With System 7 
Mike O'Connor's freeware application, 
Layout, lets people control how Finder 6 

handles the desktop, including how icons 
are staggered, how many windows can be 
open at once, how text is displayed and 
much more. 

In Finder 7 .0, Layout no longer works 
because the new Finder lacks the LAYO 
resource O'Connor's software modified. 
System 7.0 offers a Views control panel 
instead, with a few of the same functions, 
but far less flexibility. 

LIFEGUARD 
Eye and Body Saver 

You may have seen many screen savers, 
but have you heard of an eye and body 
saver? The National Academy of Sciences 
reports that more than half of all video­
display and microcomputer users polled 
complained of eyestrain, headaches, and 
muscle pain, and Business Week reports 
that RSI (repetitive-strain injury) is the 
fastest-growing occupational disease of 
the 1990s. 

The best way to protect yourself is to take 
a break every so often and do something 
else. You can do this with a software prod­
uct called LifeGuard. 

LifeGuard is an INIT and DA from 
Visionary Software that interrupts your 
work at customizable intervals- with an 
audible or visual notification- and 
reminds you to do something else. It also 
keeps track of the number of keystrokes 
you've made in the past hour (according 
to the manual, experts recommend you 
keep your keystrokes to fewer than 
12,000 per hour). TheDA includes illus­
trated exercises for the eyes, neck, shoul­
ders, back, arms, wrists, hands, and legs, 
plus ergonomic reference diagrams to 
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help you create a workstation that won't 
cause you pain. 

MAPPING UTILITIES 

What's My Contour line? 
Looking for a program that can create 
topographical maps? If you have a spread­
sheet program with decent graphing 
capabilities, such as Wingz or Full 
Impact, you might not need a special pro­
gram. If you have all the elevation data for 
the area, all you need to do is plug the data 
into a spreadsheet as a 2-D table and have 
the program create a 3-D surface graph 
from the data. You'll be able to make all 
kinds of modifications -zoom in or out, 
rotate around the area, change the view­
ing angle- from the spreadsheet. 

If you haven't shelled out for a spreadsheet 
program that can handle 3-D graphs, 
there is a more sophisticated solution. 
Rock Ware, Inc., ofWheat Ridge, 
Colorado, has a $400 gridding, contour­
ing, and basemap-plotting program 
called MacGRIDZO that might be exact­
ly what you're looking for. Call Rock Ware 
at (303) 423-5645 for more information. 

PARTITIONING 
SORWARE 

Organizing Your Hard Disk 
Partitioning software (including 
AI..Soft's MultiDisk, FWB Software's 
Hard Disk Tool Kit, and the HD 
Partition program in Symantec Utilities 
for Macintosh) divides your disk into 
multiple volumes, each of which is its 
own "virtual" disk. You can use parti-
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tions to help organize your files. They're 
a great aid with most backup programs, 
which work volume-by-volume. If you 
create a small partition for your recent 
documents, you can back up that volume 
daily and the backups will go quickly. 
Keep older documents in a separate par­
tition. For security, partitions can be 
password-protected, and if you share 
your hard disk, partitions can give all 
users their own private work areas. 

You can keep older versions of software in a 
separate partition for when it's necessary to 
use an old version of a program. You don't 
want both the old and new version on the 
same volume, because when you double­
click on a document, you don't know 
which version of the application will open. 

The Finder also slows down when a disk 
has too many files and the System 
Desktop file gets too big- so partitioning 
your disk limits each volume to a size the 
Finder can manage. 

NORTON UTILITIES 

Using The Fast Find DA 
When you're using The Norton Utilities 
for the Mac's Fast Find DA, Command-T 
gives you access to a dialog box that 
allows you to search by type or creator- a 
useful feature for power users that's not 
mentioned in the manual. 

Fast Find Faster 
Although Norton Utilities' Fast Find 
command is extremely speedy, you can 
make it work even faster if you hold down 
the space bar while it's searching- this 
stops the animated sprinting-man icon. 



ON LOCATION 
Calling On Source-Code 
Collections 
Using On Location is a dandy way to keep 
track of what's on your hard disk, and it's 
even dandier for programmers. For exam­
ple, if you have megabytes of sample 
source code scattered throughout thou­
sands of files, you can use On Location to 
fully index these files. 

When you need an example of how to use 
any function, just call up On Location and 
search for all the references to the function 
from the source-code collection. This also 
lets you view the text in each sample 
source-code file and cut and paste the 
sample into your own program. It's fast 
and a great way to make your program­
ming more efficient. 

POWERMENUS 
Using PowerMenus And Coach 
Pro Together 
Coach Pro and PowerMenus can't be used at 
the same time when they're set to defaults. 
IfPowerMenus (an INIT) is loaded and you 
launch Coach Pro, the menu bar flickers. 

You can circumvent this by going to the 
Control Panel and telling PowerMenus 
not to put PowerGadgets into the menu 
bar. When you want to use PowerGadgets, 
pop them up by using the alternative acti­
vation event that you've selected in the 
Control Panel (for example, Command­
click and triple-dick). 

PUBLIC FOLDER 
Moving Files From One Mac To 
Another With Public Folder 
There's a solution for transferring files 
between workstations on a network, aptly 
named Public Folder. This handy network 
file-transfer utility is available from most 
on-line services and user groups. 

Public Folder is a Chooser document that 
allows you to designate a folder on your 
hard disk as public. You can't send a file 
anywhere, but any file you put into your 
public folder can be retrieved by anyone 
else on your network who is using Public 
Folder. 

When people are moving a file from your 
Mac to theirs, you will feel a performance 
hit: your mouse may become twitchy and 
reaction time may be slower than usual. 
However, Public Folder moves files rapid­
ly from one Mac to the other, the speed 
depending on network traffic. 

It is not a replacement for AppleShare or 
TOPS, but for occasional transfer of files 
Public Folder provides an elegant answer. 
There is no need for Public Folder under 
System 7, since it has File Sharing, which 
is built-in AppleShare for all users on the 
network. 

QUICKEYS 
Using QuicKeys To Print 
If you program QuicKeys to scan the 
menus looking for "Print ... " and find 
that it doesn't work in some applications. 
remember that some applications do the 
ellipsis after Print with three periods 
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and some do it with Option-semicolon. 
They may appear the same on the screen, 
but to QuicKeys they're quite different. 
Solution: Define an application-specific 
QuicKeys file for each of these 
applications. 

QUICKEYS 2 
Recovering After A Program 
Upgrade 

QuicKeys 2 lets you create program­
specific macros that are stored according 
to the name of the individual application. 
After you upgrade a program to a newer 
version, you may discover that all your 
QuicKeys macros for that program have 
disappeared. You can retrieve them by 
opening the QuicKeys resource and 
changing the program names and /or ver­
sion number to the new ones. Here's how: 

Open the Preferences folder in your 
System Folder. Inside the QuicKeys folder 
is a QuicKeys Preferences folder, which 
contains a KeySets folder where all your 
macro sets are arranged by program name. 
Simply change the version number on the 
filename, and you're set. 

READ MACWRITE 
Reading Mac Write Flles Without 
The Application 
Many software developers continue to use 
Mac Write format as their standard for on­
disk program documentation. This can be 
inconvenient if you don't have Mac Write. 
You have to open up Microsoft Word or 
some other word processor and import the 
file, even if all you want to do is take a 
peek at the documentation. 
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You can modify Word's Creator to 
MSWD using ResEdit. However, if 
you're not comfortable with ResEdit or if 
text files are what you're after, there's a 
nice shareware utility, Read Mac Write, 
that opens Mac Write files and scrolls 
through them on the screen while saving I 
the contents as a plain text file. Now if , 
you need to take a look at some documen­
tation on the fly, you can just open the file 
with aDA such as miniWRITER (which 
is also shareware). 

You can pause the scrolling, but Read 
Mac Write lacks a text buffer and elevator 
boxes for scrolling back over what you've 
reacl. Once the text has scrolled by, it's 
gone until you reopen the file and start at 
the beginning. 

Read Mac Write's quick production of text 
files from Mac Write-formatted docu­
ments would also come in handy if you 
had several Mac Write files that you need­
ed to get into plain-text format in a hurry. 

Read Mac Write is available in the 
Download Library Forum on Zmac. 

RES EDIT 
INITs Across Your Startup Screen 
If you dislike those INIT startup icons 
goosestepping across your startup screen 
and the programmers didn't see fit to give 
you the option of disabling the icons, 
there is a simple solution: You can change 
the icon ID number, using an icon editor 
such as Icon Designer or a resource editor 
such as ResEdit, thereby eliminating the 
startup icon without affecting the INIT 
itsel£ 

Use a consistent pattern when you change 
the numbers so that you can restore them 



later if you need to. For example, change 
ID number 128 to 12800 or change ID 
number-4023 to +4023. 

The patterns you use don't matter- just 
be consistent. After you've changed the 
ID numbers, your startup screen will be 
untrodden. 

Changing The Shutdown Screen 
If you want to change the Shut Down 
screen that says "You may now switch off 
your Macintosh safely", use a copy of 
ResEdit and follow the steps below: 

1. Make a copy of the System file, using 
the File menu's Duplicate command. 

2. Launch ResEdit, open the duplicate 
copy of the System file, and locate the 
DSAT resource. 

3. Double-dick on this resource, and then 
double-dick on the ID 2 file. 

4. Scroll down until you see the "You 
may now ... " message in the narrow right 
column. 

5. Starting with the letter Y, highlight 
the message through the last character, a 
period. 

6. Carefully type in your message, using 
exactly 45 characters, including spaces. 
Save your changes. 

7. Quit ResEdit, shut the Mac down, and 
restart from a floppy disk. 

8. Save a copy of your original System file 
on a floppy disk. Replace the hard disk's 
System file with the duplicate copy, and 
change the copy's name to System. 

9. Restart your Mac from the hard drive, 
and choose Shut Down from the Special 
menu. 

10. Your message should appear the way 
you typed it. If you did something wrong, 
the Shut Down screen will flash, but that 
shouldn't cause any major problems. 
Simply trace these steps, and make sure 
that you typed exactly 45 characters. 

Deleting Sound Resources To 
Save Space 
Digitized-sound resources are fun but 
are also often very large and expendable. 
If you're running short of disk space or 
if you're looking for ways to reduce 
telecommunications time, you might 
want to use ResEdit to locate the snd 
resources on a copy of the application or 
stack. Delete the resource, save the 
program, and make sure the program 
still works. The About box or startup 
screen might be less entertaining, but 
the program will be lots leaner. 

Reassigning The Shift-period Key 
Combo 
If you've ever tried to type P.O. Box 
quickly on a typical Mac keyboard, 
you've probably wished that the Mac key-
board functioned more like a traditional 
typewriter, with Shift-period producing a 
period (instead of>) and Shift-comma 
producing a comma(instead of<). Here's 
a way to reassign these keys, using 
ResEdit 2.1 or later: 

1. Make a copy of the System file in the 
System Folder by using the Duplicate 
command (Command-D) on the File 
menu. Remove the copy to a nonboot disk 
or partition (having two System files on 
your boot disk can cause problems). 

2. Open the copy with ResEdic, and f:;)l, fil 
open the KCHR resource, which controls UJ 
the mapping of ASCII characters to key-
board keys. 
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3. The keyboard display in the bottom 
third of the window changes as you press 
the modifier keys, in the same way as it 
does with the Key Caps DA. Hold down 
the Shift key to display the shifted key­
boardmap. 

4. Using the mouse, drag the desired char­
acter (in this case, the period) from the 
palette in the top two-thirds of the window 
onto the key you want to represent it. Do 
the same with the comma. (Because this 
operation replaces the > and < symbols 
with the period and comma, you might 
want to assign the < and > symbols to the 
Option-Shift positions on their respective 
keys so they're still accessible.) 

5. Close the KCHR resource, and save 
the changes to the System file. Restart 
the Mac from a floppy disk, store the old 
System file in some place other than the 
boot disk, and place the edited version of 
the System file in the System Folder. 
Restart the Mac. This will eject the 
floppy disk, and your Mac will reboot 
with the new System file in place. 

This change affects the keyboard map­
ping, not the font information, so it 
should be font-independent. 

Reducing The Amount Of Space 
Between Files 
When you have many documents in a 
folder, you can use the By Name option in 
the View menu to see more of my docu­
ments at one time, though they still have 
large spaces between them. To reduce the 
amount of space and make more files visi­
ble, modify the Finder using ResEdit. 

To do this, run ResEdit and open the 
Finder on the disk you want to change. 
Double-dick on the LAYO resource. 
Double-dick on LAYO = 128. Click 
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once on the gray part of the scroll bar. 
Change the number in Line Spacing 
from 16 to 11. Save the Finder and quit 
ResEdit. Now your documents will be 
listed in a tighter format. 

RESEDIT 2.0BX 

Turning An EPS Image Into A 
Startup Screen 
If you want to turn your favorite EPS 
image into a startup screen, for example, 
or want to otherwise process it on a pixel 
level, try ResEdit. Open the EPS file with 
ResEdit and you'll find a resource of type 
PICT. Open it and click on the image and 
copy it to the clipboard (with Command­
C). Open MacPaint (or any graphics pro­
gram that can save files as startup screens), 
and Paste (Command-V) the image into 
the Mac Paint window. You can do this 
even if the original PICT image was in 
color- although it will be converted to 
black-and-white. 

SCROLL LIMIT 

Controlling Scrolling 
If your scroll bars are working at warp 
speed, there's a little cdev called Scroll 
Limit that can help. Scroll Limit is a free­
ware program, available from Zmac and 
other shareware sources. 

SOUND CONVERTER 

Editing Sounds 
When you want to turn sounds into 
sound resource files, the sounds are often 
at the wrong sampling rate. A utility 
called Sound Converter converts 



SoundEdit, SoundWave, or Sound Cap 
files into sound resources and lets you 
choose the sampling rate when you con­
vert sounds (although it doesn't let you 
change the sampling rate of an existing 
sound resource). 

Sound Manager is a sound-manipulating 
shareware utility that can do any type of 
conversion, play sounds, and let you do 
some light editing. But you'll also need 
SoundEdit (one of the applications that is 
included with Farallon's MacRecorder 
sound digitizer) if you want to change the 
sampling rate of the resource. Sound 
Manager can convert sounds to SoundEdit 
format; SoundEdit can save the sounds 
with a different sampling rate (although 
it can convert only from faster rates to 
slower rates). 

STEPPING OUT II 
Disabling Stepping Out IT Upon 
Launching An Application 
Stepping Out II is a useful addition to the 
Mac, giving the effect of a larger screen. 
Many people keep it on all the time. But 
some programs, particularly games and 
telecommunications software, are better 
off without it. To save yourself a trip to the 
Control Panel DA, launch your program 
while holding down the Option key, and 
Stepping Out II will automatically shut 
off. You should use the Control Panel to 
turn it back on when you Quit, though. 
This is an undocumented and handy rever­
sal of Stepping Out's QuickStart feature. 

Stepping Out As A Screen 
Shrinker 
TheDA Stepping Out II is a screen exten­
der that allows the creation oflarge virtual 

screens on the Mac. Although most peo­
ple can readily see the benefit of this (par­
ticularly for the 9-inch screen of the Plus 
and SE), there is another benefit for those 
who would rather use a larger monitor 
while developing applications for the 
smaller, standard screens. 

Stepping Out II also functions quite effec­
tively as a screen shrinker. Creating a 
small screen size is simple. First, call up 
Stepping Out II from your Control Panel. 
Click New and enter the pixel count for 
the screen size you want (512 pixels wide 
by 342 high for the Mac SE). Then, enter 
a name for your screen definition (such as 
"Mac SE Screen") and click Save. Finally, 
highlight the name of your new screen 
setup and click Set. If you have enough 
memory reserved for the new screen (and 
assuming that Stepping Out II is active), 
the change takes place immediately, oth­
erwise, you will first need to reboot. 

Once all this is accomplished, you can eas­
ily switch from one screen size to the other 
by simply turning Stepping Out II on or 
off from the Control Panel. 

STUFFIT 
Automatically Unstuffing All 
Archived Files 
Stufflt, which has become the industry­
standard utility for archiving and com­
pressing Macintosh files, has a hidden 
(and very handy) feature. After selecting 
the archive you wish to open (or after 
clicking in the About box if you opened 
an archive and not the program itself), 
hold down the Shift key and Stufflt will 
automatically select all the files, decom­
press them, and save them to disk. 
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Halting Stufflt Operations 
Simply pressing Command-period- the 
usual method for halting operations on the 
Macintosh- doesn't stop the stuffing/ 
unstuffing operation in Scuffle 1. 5 .1. 
Instead, you need to hold down Command­
period continuously until the operation 
has stopped. 

Archiving Several Flles 
If you need to send more than 20 files via 
modem, you will need to send data in at 
least two sessions. Save yourself some 
time by enclosing all the files in one 
folder. Scuffle can archive entire folders of 
vanous stzes. 

STUFFIT 1.5.1 

Unstuffing Deluxe Flles Using 
Res Edit 
Users of the shareware file-compression 
utility Scuffle 1.5.1 by Raymond Lau 
may start coming across .SIT files that 
have been stuffed with Scuffle Deluxe, the 
new commercial version of this useful 
program. And they will quickly find that 
they can't use the shareware version to 
unstuff the files. Well, actually, in many 
cases they can, but they'll have to get 
their hands dirty with ResEdit. 

Launch ResEdit, and select the .SIT file 
created with Scuffle Deluxe. Press 
Command-I (Get Info), and change the 
file type from SITD (the Scuffle Deluxe 
format) to SIT! (the type format for the 
shareware version). 

Save the change, quit ResEdit, and 
unstuff the compressed file. 
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SUITCASE 

Getting Just The Applications 
Under The Menu While In 
MultiFinder 
If you use Suitcase and you don't want to 
scroll to the bottom of the Apple menu 
to see what applications have been 
launched, hold down the Option key 
while selecting the menu. The DAs are 
not listed, and you have easy access to 
the applications list. 

SUITCASE II 

Distinguishing Between 
Bitmapped And Postscript Fonts 
If you can no longer remember which of 
your fonts are bitmapped and which are 
PostScript, you can use Suitcase II to 
find out. 

Select Suitcase II from the Apple menu, 
and click on the Fonts radio button or 
type Command-F. Select any font name 
and click on Show, or double-dick on a 
fontname. 

Above the sample text, Suitcase will list 
the printer font filename if the font is 
PostScript. If the font chosen is a 
bitmapped font, the message "This is a 
bitmapped font" will appear. 

Suitcase ll Grows In Patches 
Suitcase II, like other popular utilities on 
the Mac, experiences growing pains. 
Version 1.2.6 had some problems with 
popular applications, such as 
QuarkXPress 3.0, and needed updating. 
Unfortunately, the road through subse­
quent updates has been rocky. As of this 



writing, the latest release is Version 
1.2.10, which fixes many known bugs and 
promises compatibility with System 7 .0. 
If you are having problems with an older 
version, you should check it out- care­
fully. The Suitcase II Updater application 
can be found in on-line services; it's avail­
able in Fifth Generation's support forum 
on CompuServe (GO CIS:APVENA). 

Suitcase Harmony In Finder 7 
Finder 7 normally opens font and desk 
accessory suitcases when you double-dick 
on them, giving you access to the individ­
ual items, but it stumbles on some files. 
Files created by the Suitcase II utilities, 
Font and Sound Valet and Font Harmony, 
may be reported as "damaged" by the 
System 7 Finder. 

The simplest solution to these problems is 
Font/DA Mover 4.1. This System 7 ver­
sion of the utility program is not included 
on the standard System 7.0 floppies, but it 
is available on-line from CompuServe. 

Open the suitcase with Font/DA Mover 
4.1 (using Option-Open to locate the file 
if necessary). Create a new file, select all 
the fonts or DAs from the old suitcase, 
copy them to a new one, and save it. This 
new file should work both with Suitcase II 
1.2.10 and with Finder 7. 

SWITCH-A·ROO 1.6 

Switching Among More Than 
Two Screen Depths 
Switch-a-Roo 1.6 is one of the most useful 
FKeys available for the Mac II. If you need 
to switch between more than two screen 
depths, however (because you have a 24-
bit monitor, for instance), the FKey will 
come up short. If you need to switch 

among 2, 16, 256, and 16 million colors 
often, you can modifY Switch-a-Roo to 
allow two copies of the program to run at 
the same time. Here's how: 

1. Make a copy of Switch-a-Roo 1.6. 

2. Using ResEdit, select the copy of the 
FKey. First, use the Get Info command to 
change the ID to a number other than 9 
that your system isn't using currently. 

3. Next, open the file and scroll down to 
byte 2417. In the ASCII translation of the 
hex code, you will see Roo File. Change 
this filename to something that uses the 
same number of letters (for example, 
Row File). 

4. Save the file, and install it into your 
system, using ResEdit, or load it with 
Suitcase II. 

This modification will make the two 
copies of a Switch-a-Roo run concurrent­
ly, with each assigned to a different 
keystroke. You may want to make one 
copy switch between 2 and 256 colors 
and have the other switch between 16 
and 16 millions colors. Even if you have 
to switch among only three screen 
depths, it's still easier to have two copies 
running concurrently than to go to the 
Monitors cdev or to call up the full 
screen to reconfigure Switch-a-Roo. In 
addi cion, you can assign these FKeys to 
the functions keys on the extended key­
board, so any screen depth is no more 
than one or two keystrokes away. 

SYSTEM ERROR 
TABLEDA 

Printing The Error Table 
Pyro! co-author Bill Steinberg produces a 
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concise list of system error and bomb-code 
definitions on the Macintosh in the form 
of aDA, called System Errors DA. 

You can't order it directly, but you can 
download it from Zmac or from 
CompuServe's MAUG forum (where 
Bill's a sysop). 

You can view any error opening the DA, 
but you have to have a working Mac 
before you can use it! A good idea is to 
keep a printed list of codes tacked up by 
your desk. 

Here's how to do just that, if you have a 
copy ofResEdit. First, make a copy of the 
system Errors DA. (Always work on a 
copy when you're using ResEdit.) 

Launch ResEdit, and double-dick on the 
System Errors DA. In the window that 
opens, double-dick on the TEXT item. 
Now double-dick on TEXT 
"SysErrorList 2.1c ID=-15392 (it may 
have a slightly different name if you have 
a different version of the DA). 

Next, select all the text by either drag­
ging from the beginning to the end or 
clicking just before the first character, 
scrolling to the end of the text, holding 
down the Shift key, and clicking after the 
very last character. Select Copy from the 
Edit menu. Now quit ResEdit, launch 
your favorite word processor, and paste. 
You now have a text version of the error 
codes. 

SYSTEM PICKER 

You Can Keep System 6 And 7 On 
Your Hard Disk 
Yes, you can, although it's a little clumsy. 
If you have a disk that can be partitioned, 
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one solution is to define separate parti­
tions for the two systems and switch parti­
tions to switch systems. 

If your disk can't be partitioned or you 
don't want to reformat it, the solution is a 
little more complex. You need to keep a 
separate System folder for each system and 
select which one you want to use with a 
little utility called System Picker (previ­
ously known as Blesser), available from 
Zmac, CompuServe and local user groups. 

First, install System 7.0 (To do this with­
out erasing System 6, select your current 
System folder and choose Duplicate from 
the File menu before installing.) You now 
can use System Picker to select which 
System folder will be used the next time 
you boot up. Note that you should always 
reboot the Mac immediately after using 
System Picker, otherwise your Mac can 
get confused. 

When you're running under System 6, 
you'll see extra folders on your disk called 
Desktop and Trash. Don't erase these; 
they're created and maintained by System 
7. When you switch back to System 7, 
you'll likely see it update the disk. This 
step is necessary to accommodate whatev­
erchanges you've made to the disk and file 
structure under System 6. 

TAnLETALE 1.2 

Great System Reporting Utility 
TattleTale is a desk accessory, from john 
Mancino, for examining Macintosh 
configuration details, and it's free. Mancino 
asks only that you do something positive 
for the environment in return for using 
the software (it's also Ecoware). 



TattleTale details all aspects of a Macintosh 
configuration, including NuBus cards, 
SCSI chain, memory, processors, ROM 
and operating system versions, Desktop 
Bus devices, fonts, system extensions, open 
files, and active processes. 

TattleTale is also System 7 compatible, 
and also provides a special feature list for 
programmers that lists the "traps" that are 
available and those that are missing from 
the system. 

TEMPO 
Using The Keypad For Macros 
When composing macros, avoid the use of 
the cursor keys. Use the keypad equiva­
lents instead. By doing so your macros 
will work both in Microsoft Word's out­
line mode and also in the regular text 
mode. Remember that Word assigns spe­
cial outlining functions to the cursor keys 
but the keypad equivalents function the 
same in either mode. For example, to con­
struct a type transposition macro, instead 
of Shift-Left cursor arrow, Command-X, 
Left cursor arrow, Command-V, Right 
cursor arrow- use the following: Shift-4, 
Command-X, 4, Command-V, 6. 

TEMP01.2 
Setting Up The Proper Path 
When writing macros using Tempo 1.2 
inside of an application, it can be tricky to 
save a file to a particular folder different 
than the one it was loaded from. Tempo 
starts at the main or root directory of the 
disk when doing a Save As in a macro. 
Although one can use mouse clicks to step 

down through the folders, if you later add 
to or otherwise change the list of folders on 
your disk, this approach can land you in 
the wrong folder when using the macro. 
However, it's possible to set up the proper 
path by using the Open command first, 
before the Save As. The Open command 
allows you to type the characters of the 
folder's name, and the inverse selection bar 
will automatically jump to the matching 
folder in the list. You can press Return 
and repeat this process until you've 
reached the folder that you wish to save 
the file in. At this point you cancel the 
Open and perform your Save As to the 
subfolder that has now been set up. Even 
if you add a lot of new folders, your macro 
will still function correctly. 

USER GROUPS 

Obtaining Utilities Without 
A Modem 

If you want to obtain many of the utilities 
mentioned here or elsewhere but don't 
have a modem to download the stuff from 
on-line services, there are Macintosh user 
groups. 

If you don't have a local user group, you 
can try the BMUG (Berkeley Macintosh 
User Group) software library, one of the 
most complete in the country. It offers a 
catalog of programs (it cost $8 the last 
time I checked) and sells disks for $4 each, 
including postage and handling. You 
might consider joining BMUG just to get 
its newsletter- a semiannual 
300-to-400-page extravaganza. 

BMUG can be reached at 1442A Walnut 
St., #62, Berkeley, CA 94709-1496 
(415) 549-2684. 
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Another user group is the BCS-Mac 
(Boston Computer Society Macintosh) 
Group. BCS-Mac also has a nice fat PD 
catalog and a great monthly magazine. It's 
located at 48 Grove St., Somerville, MA 
02114; (617) 625-7080. 

Of course, you can call Apple at (800) 
5 38-9696 for the name of your local Mac 
user group. 

WORD PROCESSING 

MAC WRITE 
Opening Mac Write Flles Without 
The Application 
Many software developers continue to use 
Mac Write format as their standard for on­
disk program documentation. This can be 
inconvenient if you don't have Mac Write. 
You have to open up Microsoft Word or 
some other word processor and import the 
file, even if all you want to do is take a 
peek at the documentation. 

You could change Word's Creator to 
MACA, using ResEdit. However, if 
you're not comfortable with ResEdit or if 
text files are what you're after, there's a 
nice shareware utility, Read Mac Write, 
that opens Mac Write files and scrolls 
through them on the screen while saving 
the contents as a plain text file. 

Now if you need to take a look at some 
documentation on the fly, you can just 
open the file with aDA such as 
miniWRITER (which is also shareware). 

You can pause the scrolling, but Read 
Mac Write lacks a text buffer and elevator 
boxes for scrolling back over what you've 
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read. Once the text has scrolled by, it's 
gone until you reopen the file and start at 
the beginning. 

Read Mac Write's quick production of text 
files from Mac Write-formatted docu­
ments would also come in handy if you 
had several Mac Write files that you need­
ed to get into plain-text format in a hurry. 
(Read Mac Write is available in the 
Download Library Forum on Zmac.) 

MACWRITE 4.5 
Save As Text When You're 
Exporting Flles 
While there are a few word processors that 
can't recognize and open Mac Write files 
(most notably Microsoft Word), in gener­
al you'll find it easier to export data to 
other programs or via modems by saving 
it as a Text Only file. The Text format is 
easily transmissible over ASCII data lines, 
and works well when you're transferring 
data to other types of computers. 

Numbering Pages Using The Page 
Icon 
The page icon in the Header automatical­
ly begins numbering pages at 1. You can 
change this by selecting Set Page # ... from 
the Format menu. To eliminate the num­
ber on the first page, select Title Page 
from the Format menu. 

Decimal Tabs Override Regular 
Tabs 

When you drag a decimal tab on to a regu­
lar tab, it automatically overrides the tab 
stop and turns it into a decimal tab. The 
tab marker may look like a regular tab, but 
it will behave like a decimal tab. To get a 
good look at which kind of tab is placed on 



the ruler, click on the tab marker or move 
it around to reveal which tab it really is. 

Command-Backspace Restores 
Backspaced Text 
If you want to restore up to 50 characters 
of text that you backspaced over, press 
Command-Backspace. This is especially 
useful if you want to insert a word with­
out taking your hands off the keyboard. 

Hidden Spaces Can Affect 
Printouts 
If your text doesn't print correctly after 
you've set up tabs for columns, check 
problem lines or columns carefully to see 
if any spaces were mistakenly entered 
there. As soon as these inadvertent spaces 
have been erased, your printouts should 
come out looking the way you meant 
them to. 

Lack Of Disk Space Can Cause 
Printing Problems 
You can run into trouble trying to print 
documents if there isn't enough space 
on the disk to save the document to the 
buffer. If your disk is too full to print, 
either delete some files or else transfer 
the document to a less-overburdened 
disk. In a pinch, you can print a few 
pages at a time. 

Identifying Hookup Problems 
If you're getting the message that your 
document can't be printed, try again, 
watching the dialog box while the Mac 
tries to print. If the Mac displays the 
message "Looking for the Image Writer/ 
Laser Writer" for longer than usual and 
then tells you it can't print your docu­
ment, check all the connections to be 
sure the printer is hooked up correctly. 

When Mac Write Says It Can't 
Print A Document 
If you try to print a document from the 
desktop, only to be told that you can't, 
launch Mac Write by double-clicking 
it. Then, close the new file and open the 
one you want to print. 

MACWRITE 4.6 

New Keyboard Sequences 
When going from Mac Write 4.5 to 4.6, 
there are new keyboard sequences. 
The most noticeable is the use of the 
Cursor keys. 

To go to a point in a text passage, just use 
the Arrow keys. 

To go to the beginning of a line, press 
Command-Right Arrow or Command­
LeftArrow. 

To go to the bottom or top of a page, press 
Command-Up or Command-Down 
arrow .. 

To go left or right a word at a time, press 
Option-Right or Option-Left Arrow. 

Finally, to go up or down a paragraph at a 
time, press Option-Up or-Down Arrow. 
You can select a paragraph, letter, work 
or page by combining these key combina­
tions with the Shift key. 

Numeric Keypad Commands 
The asterisk (*) on the numeric keypad 
helps to highlight characters and words. If 
you select a few characters with the mouse 
and discover that you missed a letter or 
two, the asterisk key extends the selection 
by one character for each press. 
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Extend your selection rapidly by holding 
down the asterisk. 

Command-* (using the asterisk from the 
numeric keypad) selects the entire line 
from the position of the cursor to the end 
of the line. 

Option-* (using the asterisk from the 
keypad) selects one word at a time. 

The + key causes the selection to be made 
to the left of the cursor instead of to the 
right. 

The = and I keys highlight all of the line 
above or below, up to the point directly 
above or below the cursor. 

MACWRITE 5.0 

When The Spell-Checker Tells 
You The Clipboard Is Too Large 

If your Mac doesn't have a lot of extra 
RAM, sometimes running Mac Write 
5 .O's spelling checker might result in the 
message, "The clipboard is too large to 
transfer for use by desk accessories or other 
applications." You won't be able to use the 
spelling checker again until you quit 
Mac Write and then reopen the program 
or file you want spell-checked. 

Picking Up Where You Left Off 
You can zip off to the insertion point you 
last saved at by pressing Enter on the 
numeric keypad when you launch the file. 

MACWRITE II 

Creating Flash Cards 
Here is a simple way to use the Mac to 
make flash cards. All you need is a pro­
gram that prints two columns on a page 
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(or you can do it the hard way and use 
tabs). These instructions are for using 
Claris' Mac Write II, but sophisticated 
word processors such as Word, 
WordPerfect, or Nisus- work just as well. 

1. Create a format with two columns. 
Make sure that if the page were folded 
down the middle, the columns would ~ 
situated on either side of the crease. 

2. Type in the words or phrases in your 
target language -let's say Spanish - in 
the left-hand column. 

3. Do a column break. Directly across 
from each Spanish word or expression, 
type the equivalent in English. Make sure 
that the equivalents are directly opposite 
each other, on the same imaginary hori­
zontalline. 

4. Increase the space between the selec­
tions, either by double-spacing (pressing 
Return twice) or by increasing the line 
spacing. This step isn't essential, but the 
results look better. 

5. Print out the list. You'll have a column 
of foreign words and phrases on the left 
and their equivalents in English on the 
right. 

6. If your printer has a sheet feeder, turn 
the paper over and run it through the 
printer again, head first, printing the 
other side. If you have a continuous form 
printer, make sure the paper is rolled to 
exactly the same point before printing 
each side. 

7. Cut the paper vertically up the middle. 
This yields two strips, each with English 
expressions on one side and their equiva­
lents in the other language on the oppo­
site side. Put one strip away to use if you 
make mistakes in the next step or if you ' 



later lose some of the printed phrases and 
want to make a new set. 

8. Trim off all the excess white paper. 

9. Cut the printed words and phrases 
apart, and mix them up. 

10. Whenever you want to test yourself, 
review, or learn new expressions, just pull 
a slip of paper out and look at one side. 
Mter you've tried the translation, turn the 
paper over to see if you were correct. 

Nifty Smart Quote Feature 
The new Mac Write II has a nifty smart­
quote feature that automatically converts 
the typewriter-style single- and double­
quote marks (like"this") to the more-pro­
fessional-looking curly quotes. 

What do you do if you customarily use 
special foreign quote marks (such as 
guillemets in French, Italian, and 
German)? You can change Mac Write II 
to be smart in any language by changing 
the SMQT resource with ResEdit. Open 
the resource and substitute the 
guillemets (both single and double) for 
the curly quotes. The keystrokes for < < 
and > > are Option-backslash and Shift­
Option-backslash, respectively. The 
keystrokes for < and > are Shift-Option-3 
and Shift-Option-4, respectively. Close 
ResEdit and save the changes you've made. 
Now the program will smartly insert the 
new types of quote marks as you type. 

Simulating Side-By-Side Graphics 
Mac Write II handles graphics well, but 
because it treats a pasted graphic as if it 
were a single typed character, it does not 
support text on the same line as the graphic. 

One way around this problem involves 
Canvas 2.0 or 2.1. Canvas allows the 

creation of three kinds of objects: draw 
objects (MacDraw-like), bitmapped 
painting objects, and text objects. 

You can easily create a graphic in Canvas 
with several lines of text and then import 
it into Mac Write II, using either the 
Clipboard or the Scrapbook. The text in 
the Canvas graphic retains its text-styling 
attributes and, for printing purposes, is 
processed as text by Mac Write II (and 
Adobe Type Manager), including fraction­
al character widths. 

This recognition by both Mac Write II and 
ATM of the text attributes of text in a 
Canvas document even extends to popping 
up an alert box if the appropriate font is 
unavailable (text will print as a bit map if 
the required font is not present). 

The catch is that you can edit the text 
object only in Canvas. Thanks to the 
spelling checker built into the latest ver­
sion of Canvas, it is possible for you to 
check the spelling before the object is past­
ed into your Mac Write document. 

This same technique may also work with 
other combinations of word-processing 
and graphics applications. 

The Trick To Editing Footnotes 
If you place footnotes at the end of a 
Mac Write II document, you will discover 
that the footnote page cannot be fully 
edited. That means that you cannot easily 
add a title, such as "REFERENCES," to 
the top of a page. Claris' technical support 
says that the official solution is to save the 
document as a text file, reopen it, and edit 
the final footnote page as needed. 

A better solution is to create footnotes in 
the usual way- in this case, auto-num-
bered and placed on the last page. Before ' 
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you print, change your footnote prefer­
ences to disable the Auto Numbering 
option. Now place the insertion bar some­
where before the first footnote marker and 
insert a dummy footnote. 

When you are prompted for the footnote 
marker, use a space, which will be invisi­
ble in the body of the text. For the actual 
footnote, type the desired title. It will be 
unnumbered on the footnote page and 
will appear before footnote 1. You can edit 
this title/footnote to change its size, style, 
and ruler configuration so it matches 
other titles in the document. 

If you want to add other footnotes to the 
paper after you have created the tide/foot­
note, do not enable auto-numbering. 
Instead, when the prompt for the footnote 
appears, press Return, and the appropri­
ately numbered footnote marker will 
appear- without disturbing the 
tide/footnote. 

TEACH TEXT 
Placing Pictures In Teach Text 
Documents 
To place pictures in Teach Text docu­
ments, type Option-space where you want 
the picture to appear. The pictures must 
be stored as resources of type PICT in the 
document, copied there by ResEdit. The 
first Option-space is drawn as picture 
1000, the second as 1001, etc. Leave 
enough blank lines after the Option-space 
so the picture does not cover the following 
text. To make the document read-only, 
change the file type to "ttro." Teach Text 
will display additional lines of credits 
while holding down Command-option 
and selecting About Teach Text. 
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NISUS 3.05 
Nonbreaking Spaces 
Sometimes you don't want a sequence of 
characters that includes spaces to break 
between lines at the spaces (for example, 
in a mathematical equation). You can 
avoid this in Nisus 3.05 by using an 
Option-space (called a nonbreaking space 
in other programs). To create such a space, 
hold the Option key down while you press 
the space bar. 

If you want to globally change the spaces 
within a selection to Option-spaces, you 
can do so by creating the following one­
line macro: 

1. Choose New from the Macro submenu, 
on the Tools menu. 

2. Type the words "Find/Replace", fol­
lowed by a space. Type a pair of straight 
(dumb) quotation marks with a space 
between them. Type a second pair of 
quotes, this time with an Option-space 
between them. Type a final set of quotes 
containing an "s" (this tells the macro to 
replace the spaces in the current selection 
only). 

Your macro should look like this: 
Find/Replace 1111111111s" 

3. Save the new macro, and assign a key to 

it. Select the text that you want to change, 
and invoke the macro with this key. 

Doing Windows 
Here's a tip that's very useful if you have 
several windows open simultaneously. 

Press the Command key, and click on the 
title bar of any window (including the 
Catalog and Macro windows). The 



Windows submenu (which you ordinarily 
access on the Tools menu) will pop up and 
show you which windows are open. You 
can then access any window by double­
clicking on its name on the Windows 
submenu. 

Zooming The Unzoomable 
Sometimes you might position a window 
on the screen so that its zoom box in the 
right comer of the menu bar (for resizing) is 
off the screen. However, Nisus lets you use 
the zoom box- even if it's off-screen­
simply by double-clicking on the window's 
title bar. This is true for all of your 
windows, including the Macro, Glossary 
and Catalog windows. 

Making Smart Quotes Stupid 
If you use smart quotation marks a lot, 
you should probably set up your Editing 
Preferences with Smart Quotes checked. 
Then whenever you type an ordinary 
quote (double or single), the correct curly 
quote will be substituted automatically. 

Sometimes, however, you want to insert 
straight quotes (when using the symbols 
for feet or inches, for example). Rather 
than going to the Editing Preferences 
menu and changing the settings each 
time, all you have to do is hold the 
Command key down while you type the 
quotes. Holding down the Command-key 
modifier reverses the Smart Quotes set­
ting for that entry. 

TEXT FILES 
Mac, DOS And Unix Text Files 
Mac text files ("text with line breaks," or 
some such in most word processors) 
terminate each line with a carriage-return 

character, while DOS text files use a 
carriage return and a line feed. Unix, of 
course, is different: it uses just the line­
feed character. Programs that let you 
search for and replace non-printing charac­
ters can be used to convert text files from 
one of these formats to another. Two such 
shareware programs are Add/Strip and 
McSink, both available on Zmac or from 
your local user group. 

WORD 
Mail Merge With The Table 
Feature 
One of the worst aspects of Microsoft 
Word's mail-merge feature is all the 
stupid punctuation rules you have to fol­
low. Trying to make sure you have quotes 
and commas in all the right places often 
isn't worth the effort, and it can make 
inputting addresses sheer hell. If you use 
Word's Table feature to create the data 
documents for the merge, however, you 
can put the entire address- including 
commas and Return- into one cell. Not 
only do you avoid having to enclose fields 
containing punctuation with quotation 
marks but you also don't need to use as 
many fields, because all address informa­
tion (company name, street, city, state 
and ZIP code) is contained in one cell 
under one field name. Unfortunately, you 
can't use the Table format if you want to 
sort your data by its parts, such as by ZIP 
code or city. 

Fast Save Uses Disk Space 
Microsoft Word has a Fast Save feature, 
which lets you save files relatively quickly 
in exchange for greater disk-space con-
sumption. When the Fast Save option in ~ 
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the Save As dialog box is checked, 
Microsoft Word doesn't actually delete 
text or gmphics that you remove from a 
document; it just skips over them when 
you're displaying, editing, or printing the 
document. So, files don't get smaller when 
you delete things from them, and there is 
more overhead when you add new infor­
mation. When you choose Save As and un­
check the Fast Save check box, Microsoft 
Word actually erases all the deleted infor­
mation, so the file size should decrease. 

Spell-Checking Without Putting 
The Cursor At Document Top 
It's possible to run your spelling checker 
on a Word document without having to 
move all the way back to the beginning. 
First, select the entire document by mov­
ing the cursor to the left margin, where it 
changes into an arrow, and then click the 
mouse while pressing the Command key. 
When you run your spelling checker, the 
entire document will be checked in a sin­
gle pass, without the annoying "Continue 
Check from beginning" message. 

Re-spaclng Between Letters 
Word creates its own "normal" spacing 
between letters, based on the type and size 
of the font you're using. The problem is, 
sometimes the spacing created isn't exactly 
what you want. 

You can fix spacing between letters by 
selecting the text you want to change, 
choosing Character on the Format menu, 
and then selecting Expanded when the list 
of options appears. The program will sug­
gest an expansion amount in the By box. 
Override this suggested spacing by typing 
in any value from .25 to 14 points. As you 
experiment with different results, you'll 
find the re-spacing that works best for you. 
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Biding Outline Headings 
People who compose a lot of outlines will 
be vexed to find that most headings must 
be left out of the finished product. You 
can delete the outline headings manually, 
but in a long document this can be 
extremely time-consuming and can hin­
der your efforts to revise the file later. 

A solution is to use Define Styles to create 
a style sheet on which all outline styles are 
based. Its style would be the same as 
Normal Text. Using Define Styles again, 
you can define each of the subsequent out­
line styles as being based on this "normal" 
style by entering that name in the "based 
on" box. Now, any changes you make to 
the definition of the base style will auto­
matically be made to all outline styles. 

When you've finished composing and 
want to hide the outline, choose Define 
Styles and add Hidden Text to the style 
definition. All outline heads will vanish, 
unless you select Show Hidden Text. 
When you print documents created with 
this method, be sure Print Hidden Text 
isn't selected in the Print Dialog Box. 

"Auto-Date" Headers And Footers 
Can Be Copied Or Pasted 
Anywhere In A Document 
When you paste "auto date" headers and 
footers anywhere you want in your 
document, it continues to change 
automatically whenever you start a new 
document. This is especially useful if 
you work from templates. 

The "auto-date" can be distinguished from 
text by using the Show Paragmph com­
mand (press Command-Y), which displays 
a dotted outline around all "auto-dates." 



This also works for time and page number­
ing. As an extra shortcut, try pasting 
"auto-date" into your glossary and then 
add it to your Work menu. 

KeySttok~ForUneFonooattmg 

In Word, the Return key is used to end a 
paragraph, while Shift-Return is used to 
end a line without creating a new para­
graph. Shift-Return works fine as long as it 
isn't used in a justified paragraph. In the 
latter case, the line created with Shift­
Return is justified- something most peo­
ple will want to avoid. And you can avoid 
it by pressing Shift-Option-Return. 

This undocumented method of concluding 
a line is very useful for lines within a 
justified paragraph that, for example, are 
to contain only a mathematical equation 
located at a center tab. It's also the only way 
to create the appearance of multiple 
justified paragraphs within a single box. 
Simply apply the boxed format to the para­
graph and conclude each pseudo paragraph 
within the box with a Shift- Option­
Return. The concluding line of each " 
paragraph" will not be fully justified. 

Incidentally, the Shift-Option-Return 
symbol that appears when Show is active 
looks just like the Return symbol. 

Acc~sing The Image Writer's 
Bullt-In Fonts 
Word provides an easy way to access the 
Image Writer's built-in fonts. In the 
lower-left corner of the Word window is 
a rectangular box that usually contains a 
shadowed page number. Click in this box 
and the word Code appears. This invites 
you to type a decimal (not hex) character 
code. Press Return to place that character 
in the text. 

The decimal code for the escape character is 
27 (this appears as a small box in your 
Word document). To access the variety of 
special fonts and font sizes built into the 
Image Writer, simply add the escape codes 
at the beginning of your document and, if 
desired, at other points in your document. 
To do this, click in the Page box, type 27 in 
the place of Code, and press Return. Then 
in the main window, right after the small 
box that should now be showing, type the 
letter that will tell the Image Writer what 
to do. Here's a partial list: 

Esc n (Extended character set = 9 cpi) 

Esc N (Pica = 10 cpi) 

Esc E (Elite= 12 cpi) 

Esc p (Pica proportional) 

Esc P (Elite proportional) 

Esc e (Semicondensed = 13.4 cpi) 

Esc q (Condensed = 15 cpi) 

Esc Q (Ultracondensed = 17 cpi) 

Esc A ( 6 lines per inch) 

Esc B (8 lines per inch) 

When you're ready to print, make sure 
that you have Typewriter selected in the 
Chooser. Do not choose Image Writer. 

Condensing The Space Between 
Itallcized Characters 
Sometimes Word puts too much space 
between italicized words (especially if 
each word is capitalized, as in subheads or 
titles). Simply condensing italicized type 
usually results in squished type. But if 
you turn on Show from the Edit menu, 
you can select the space markers between 
the words and condense only them by 
using the Condense feature found in the 
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Character dialog box. You can condense 
by anything from 0 to 1. 7 5 points. After 
you've highlighted the first space mark 
and condensed it, go on to the next space 
mark, highlight it, and press Command­
A ("Again") so you don't have to reenter 
the values in the dialog box. 

Dialog Box Command Keys 
Word allows users to substitute command 
key combinations for mousing in all dia­
log boxes. Any dialog box can be canceled 
by using Command-period. 

In The Save As ... dialog box: 

Command-S saves the file; 
Command-C cancels; 

In the Open ... dialog box: 

Command-O opens the highlighted 
file; 
Command-C cancels; 

In the OK or Cancel dialog box: 

Command-O presses the OK button; 
Command-C cancels the box. 

In the Find ... dialog box: 

Command-F finds the next. 

In the Change ... dialog box: 

Command-C selects Change Selection 
or Change All. 

Creating Double And Triple Unes 
In Word 
Set Below and Double borders on the 
Paragraph selection under the Format 
menu to create a double line underneath a 
paragraph. For a really interesting effect, 
go to the paragraph directly below the 
double-underlined one and set the borders 
for Double and Above. The results will be 
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three horizontal lines. 

Changing Your Personalization 
Of The Master Disk 
Word lets you "personalize" your 
master disk by entering your name 
and/or organization into a dialog box. 
Unfortunately, once you do, all future 
backup copies will display this informa­
tion in an Info box as soon as you open 
the application. Even though Word's 
documentation states that your disk will 
be "permanently marked," you can 
change the personalized information 
display pretty easily using a file editor 
like FEdit or ResEdit. 

First, display Word's data fork with 
FEdit. Pull down the Options menu and 
select SET EOF or SET END OF FILE. 
Then select ZERO, which eliminates 
Word's data fork. 

The next time you run Word, it will 
prompt you to enter the "personal" infor­
mation again, as if you had a brand-new 
master copy. (This also works with the 
personalization screen ofExcel.) 

Making Your Own Dictionary 

To make your own dictionary for Word, 
all you need to do is open a new Word 
document and start typing your dictio­
nary (one word per line). Then do a Sort 
(not necessary, but a good idea to get 
things in some kind of order), and save 
the document as Text Only. Then, using 
Disk Top, ResEdit or a similar utility, 
change the file Type from TEXT to DICT. 

To have more than one dictionary open, 
select Spelling from the Utilities menu 
(or press Command-L), and get the Start 
Check dialog box; then choose Open : 
from the File menu (or press Command-



0). You can then open the new dictionary 
plus any other DICT file you desire. 

You can add new words to your new 
DICT by using the Add feature; or if you 
want to do a batch add, you can reverse 
the process- that is, change the file Type 
to TEXT, add/edit, and then change 
back to DICT. 

Finding 1he Next Occurrence Of 
A Format 

To find the next occurrence of a font or 
character format, put the insertion point 
within an example of whatever format 
you're searching for and type Command­
Option-Q. Word will then search for the 
next appearance of text with the same for­
matting as that around the insertion point 
and select it. 

To make using style sheets faster, you can 
add unique letters or numbers to your 
style-sheet names that let you call them 
up by these characters rather than the 
sheet's full name. 

Open the Define Styles dialog box, select a 
style sheet, type a comma after the sheet's 
name, then enter the character you want 
to use. The next time you want to apply 
this style, just type the abbreviation. 

Placing A Box Around Text 
Here are two ways to place a box around 
text while in Word. 

If the text isn't justified, select all but the 
last paragraph to be boxed and then use 
the Change command to replace all the 
paragraph markers ( Ap) with line returns 
(An). This tricks Word into thinking it's 
looking at one large paragraph, so you can 
now apply whatever formatting you like 
from the Paragraph Dialog box. You can 
do the same thing with justified text, but 

to prevent partial lines from spreading 
across the page, replace the normal spaces 
with non-breaking fixed spaces (Option­
spacebar or Command-spacebar). 

For paragraphs that have different mar­
gins or indents, you can use Side by Side 
formatting to create your boxes. Insert a 
graphics box in its own paragraph above 
the paragraphs to be boxed, making 
sure that its left margin lies to the left 
of the text you want to enclose. Size the 
box to the appropriate width and 
length, and then add whatever outline 
formats you wish. Select the box and the 
paragraphs and apply the Side by Side 
Paragraph format. You can check the 
results in Page Preview and resize the 
box as necessary. 

Memo Magic 

You can create a memo template, add it 
to the Work menu and have it ready to 
go every time you need to create a cus­
tomized memo. 

Word has a built-in mechanism for gen­
erating dialog boxes and collecting data 
from users. It's called the ASK command, 
and it's part ofWord's Print Merge fea­
ture. The command goes like this: 

<<ASK fieldname=? Message to be 
shown in dialog box>>. 

To do this, create a memo template the 
same way you'd create a mail-merge 
document, with field names ( < <RECIP­
IENT>>, <<REGARDING>>, and 
the like) representing the stuff that'll 
change from memo to memo. Then at 
the beginning of the document, just 
write an ASK statement for each field: 

<<ASK RECIPIENT=? So who's this 
going to, Doc?>> 
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To generate a memo, open the template, 
select Print Merge, and click on the 
New Document button in the Print 
Merge dialog box. Word then throws 
dialog boxes onto the screen, asking for 
the info for each field and merging it 
into the new memo document. Move 
the memo template into the Work 
menu, and you have a customized 
memo at your fingertips. 

If you really want to automate the custom 
memo, have a macro call Word. Just 
record a macro that selects the template 
from the Work menu and performs the 
merge commands. 

Placing A Background Screen 
Behind A Paragraph 
There are times when you may want to 
accent Word paragraphs with a back­
ground screen. The following PostScript 
command, placed before a paragraph, will 
do the job: 

para. 0 0 moveto 0 1 000 rlineto 1 000 0 
rlineto 0 -1 000 rlineto closepath gsave 
.97 setgray fill grestore 

This instruction must be in PostScript 
style, which is one ofWord's automatic 
styles and can be applied by entering 
PostScript in the Define Styles dialog box. 
The value 1000 will handle any paragraph 
up to 13 inches square, but if you want a 
smaller area, which will also print faster, 
you can pick a more realistic value by 
multiplying the number of inches by 72 
and using that result. You can adjust the 
intensity of the gray scale by changing the 
.97 next to setgray. The closer this value is 
to 1, the lighter the screen. Word consid­
ers the space above and below your para­
graph to be part of it, so some white space 
may get filled unless you use the Paragraph 
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command and set this space to zero. 

Printing Legal-Sized Documents 
On The Laserwriter 
You might find that trying to print legal­
sized Word documents on a Laser Writer 
results in the top two inches of text being 
cut off. The solution to the problem is to 
select a larger printing area. 

Just hold down the Shift key when you 
choose Page Setup. After selecting Legal 
Size, click the Option button. Choose 
Larger Print Area from the Option menu. 
Your documents should print without 
any problems. 

WORD3.0 
PostScript Code To Place 
A Border Around A Page 
Here's a PostScript sequence that places a 
border around an entire page: 

page. 
/wp$new [ newpath 36 36 moveto 
wp$x 72 sub 0 rlineto 0 wp$y 72 sub 
rlineto wp$x 72 sub neg 0 rlineto 
closepath ] def 4.0 setlinewidth 
wp$new stroke 

This sequence places a box with a 4-point­
wide border indented 36 points from 
every edge. The number 72 is simply 2 x 
36. Change 36 to 72 and 72 to 144 to 
achieve a 1-inch border and modify the 
number before the word setlinewidth to 
suit your needs. 

Marking A Document Draft 
If you want to mark a draft Word docu­
ment to print out on a Laser Writer as 
such, insert, in PostScript style, the text ; 
below in a header before the normal head­
er information. You can also insert this 



code just before the first paragraph on 
each page of a document, but putting this 
into the header saves you a lot of pasting 
and formatting. And in case you need 
reminding: to format this text in the 
PostScript style, select it, go to the Define 
Styles menu, and type PostScript. 

page. 
/TM {wp$y wp$top sub} def 
/LM [wp$1eft] def 
/RM {wp$x wp$right sub} def 
/printline TM 1 00 sub def 
/putcenter 
{dup 
RM LMsub 
exch stringwidth pop sub 
2divLMadd 
3 -1 roll moveto} def 
/AddToPath 
{ putcenter 
true charpath 
} def newpath 
mmes-Bold findfont 140 scalefont 
setfont 
printline (D) 
AddToPath 
printline 140 sub (R) 
AddToPath 
printline 280 sub (A) 
AddToPath 
printline 420 sub (F) 
AddToPath 
printline 560 sub (T) 
AddToPath 
gsave 
0.9 setgray fill 
grestore 

When you print your document, this 
code will place the letters "DRAFf" 
centered down the page in a light gray. 

Numeric Keypad Equivalents 
Here are some shortcuts for working with 
numeric keypads: 

I repeats the last thing you did. 

* scrolls down one line when pressed and 
released, or scrolls continuously when 
held down. 

+ scrolls up one line when pressed and 
released, or scrolls up continuously when 
held down. 

-extends the selection to the next occur­
rence of any item you enter, such as char­
acters, paragraphs, number signs, bullets, 
etc. 

= finds the next Search Item, even if 
you've cancelled the Find dialog box. 

0 returns the cursor to its last three loca­
tions, one location for each press of the 
button. 

5 returns to the regular screen from Page 
Preview. 

WORD3.0X 
Shortcuts When You "Save As ••• " 

There are a number of keyboard shortcuts 
you can take if you'd rather work through 
the keyboard than the mouse: 

Command-S saves the file. 
Command-E ejects the disk. 
Command-C cancels the dialog box. 

In the Delete dialog box, the same com­
mands work, except that Command-S 
activates the Delete command. 

Using MacDraw To Convert 
Typed-In Capitals To Lowercase 
Letters 

Word can't convert text that was typed in 
capitals into lowercase letters. Pressing 
Command-Shift-K toggles between text ~ 
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"as typed" and all uppercase, but it doesn't 
convert text initially typed as capitals into 
lowercase letters. Also, the capitalizing 
effect can't be used in a document saved as 
"Text Only." There's a work-around to 
this problem if you have a copy of 
MacDraw: 

Text copied from Word can be pasted into 
MacDraw. Then, select the pasted text 
while in MacDraw, and choose Lowercase 
from the Style menu. Then, copy the text 
and paste it back into your Word docu­
ment. The text will now be permanently 
saved as uppercase letters ... even if you 
save the document as Text Only. 

Using Uppercase Commands 
When You're Using Capitals In A 
Document 
If a large amount of your document is 
going to be typed in capital letters, use 
the All Caps character format (Command­
Shift-K) instead of the Caps Lock key. 
This lets you check your text for spelling 
errors without deselecting the default 
Ignore Words in All Caps setting, and 
also lets you change the text back to nor­
mal lowercase format (including proper 
nouns, as long as you remember to Shift 
when you type) by removing the All Caps 
selection. 

Creating Structured Footnotes 
The footnote command may be very use­
ful, but if you try to create scientific struc­
tures such as " ... can be found in several 
review articles 1-12" can be a trying expe­
rience. You can work around this limita­
tion by using Word's hidden text feature. 

While typing a manuscript, use the foot­
note command to enter all of the foot­
notes. Separate the first and second foot-
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note numbers with a hyphen or an em 
dash, and then separate the rest of the 
footnotes with commas. This creates a list 
of reference marks that display as " ... can 
be found in several review articles 1, 2, 3, 
4, 5, 6, 7, 8, 9,10, 11, 12." 

Next, select the second through the next­
to-the-last numbers, including the last 1 

comma (in this example, 2-11). Format 
the selection as Hidden text, using the 
Character command in the Format menu 
or by typing Command-Shift-x. The 
modified sentence displays and prints as· 
" ... can be found in several review articles 
1-12" when the Show Hidden option in 
the Edit Preferences dialog box is not 
selected. 

Creating A Solid Underline 
When using Word to create a form, you 
can't rely on using a series of typed under­
line characters to create a solid line. Some 
fonts show the line on-screen as being 
solid, but when you print them out the 
results will be far less even. To make a 
solid line that stays solid when you print 
it out, set Underline as your style and then 
type in blank characters with the space . 
bar. If you press the Command key whil~ 
typing, you'll create "hard" spaces, which 
the program will keep on the same line. 

How To Keep Outline Entries 
Intact. 

When an outline is renumbered, so are 
entries that start with numbers. A work­
around is to choose Styles from the 
Format menu to set the font for your 
various outline levels to some font that 
doesn't use the square symbol (the one you 
get when you press Option-H). Palencia is 
one such font. 



Every time you type a number which 
starts an entry in the outline mode, pre­
cede the number with the Option-H 
square. When you renumber and leave the 
outlining window, the square characters 
will disappear. 

This allows your outline to print, and you 
won't lose any of the data or text you 
entered. 

Copying Parts Of A Style Sheet 
It's possible to copy one or just a few styles 
from one Word document's style sheet to 
another, without bringing in the entire 
style sheet. First, open the document that 
contains the style(s) you want to copy. 
Select a paragraph that's formatted in that 
style (to copy several different styles, copy 
a series of paragraphs). 

Now, open the document to which you're 
going to copy the styles, and paste the para­
graphs into the style sheet. The new styles 
are now a part of the old style sheet. Now 
you can delete the text you pasted in, and 
the styles will remain in the document. 

Spell-Checking Around ligatures 
If you use a lot of fi and B ligatures in 
long documents, you'll save time run­
ning the spelling checker by replacing 
the character pairs "fi" and "fl" with the 
ligatures AFTER the spell-checking is 
completed. 

The spelling checker can't recognize 
ligatures as alphabetic characters, and 
you can't add words that contain them 
to your dictionary. So, if you put the 
ligatures in before running the spelling 
checker, the program regards any 
remainder of a ligature word to be mis­
spelled - unless the remainder happens 
to match a word in the Main dictionary. 

After the spelling checker has finished run­
ning, go to the start of the document 
(Command-Keypad 9), open the Change 
dialog box (Command-H), set the 
replacement parameters, select Match 
Upper/Lowercase, and click Change All. 

Avoiding Disk-Swapping Hassles 
A lot of people use several different docu­
ment disks during a single work session. 
If you do, and you work on a floppy disk­
based system, you can avoid a lot of disk­
swapping by double-clicking on the 
Word application, instead of a document, 
when you start working. 

Correcting Pagination Problems 
With Serial Printer Drivers 
When you use the serial printer driver 
with either a 12- or 15-pitch printer, you 
must first set the line spacing for all 
paragraphs, or the pagination will be 
incorrect. When you create a new 
document, first go to the Paragraph dia­
log box under the Format menu and set 
the line spacing to 12 points instead of 
the default spacing, "auto." 

If you are having problems printing 
an existing document, select the entire 
text and then go to the Paragraph dia­
log box and do the procedure described 
above. 

Twelve is the proper setting to emulate 
a single-spaced typewriter which 
produces 6lines per inch. To emulate 
other spacing, set a value of72 divided 
by the number of lines per inch. 

Pasting Some Graphics Can 
Cause Problems 
When pasting a graphic from an object­
oriented program (such as MacDraw), 
you might experience some problems if ~ 
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the graphic's rightmost element is aver­
tical line. To get the line to appear, place a 
non-printing character, like a space, just 
to the right of the line. The character 
won't show up when you print the docu­
ment, but Word will no longer think that 
the line is the rightmost object on the 
screen, so it will allow the entire drawing 
to be pasted in. 

Speeding Up The Graphic 
Redrawing Routine 
Word can take what seems like forever to 
redraw a complex graphic, especially one 
that has had smoothing activated for its 
curves. You can avoid this by creating a 
special Graphics style for each graphic, 
and including Hidden as one of its charac­
teristics. Make sure that your Preferences 
setting has Show Hidden Text set to Off. 
Now, you'll be able to quickly scroll 
through and edit text in the document, 
without having to wait forever for graph­
ics to redraw. 

Just remember to redefine your Graphics 
style by cancelling the Hidden character­
istic before you print or repaginate. 

Printing Long Documents With 
Page Numbers 
The Word manual describes a rather 
involved procedure for people who need to 
print long documents (meaning docu­
ments composed of several Word files) 
that have page numbers. One particularly 
annoying hoop you have to jump through 
is having to repaginate each part of your 
document, finding out what its last page 
number is, and then having to set up the 
next file so that it starts with the next 
page number. 
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There is a work-around to this situation. 
Choose Page Setup for each file, and type 
the file name of the next file, as the manual 
says. Then, WITH THE EXCEPTION 
OF THE FIRST FILE of the set of files 
composing the document, blank out the 
Start Page Numbers At box. That is, lea~e 
a 1 in the Start Page Numbers At box for 
the first file, and erase the 1 in that box for 
all the other files. Now, reopen the first file 
of the document and tell the Mac to print. 

The entire document will print out with 
the right pagination, without your hav­
ing had to repaginate each file. 

This only works if you begin printing with 
the first file of the series. If you print a file 
that appears in the middle or end of the set 
of document files, you'll have to follow the 
instructions in the Word manual. 

Cleaning Up Returns In Print­
Merge Documents 
When creating a list of names or address­
es, for example, for print-merging in 
Word, making sure you have appropriate­
ly "Commanded" and "Shift-Returned" 
each and every set of data can be unnerv­
ing. (Remember a Return is only entered! 
at the end of each record, while a Shift- , 
Return may be used for arranging the dam 
more logically.) To eliminate most of the 
problem, you can use the Document 
Renumber command to number each set 
of data which isolates the entries with just 
a Return instead of the desired Shift­
Return. Where you find the erroneous 
Return, put the cursor in front of the entry 
and press the Delete key, then press Shift­
Return. Using the Document Renumber 
command also lets you know just exactly 
how many names or addresses you have. 



Changing The Length Of Word's 
Menu Tides 
You can't change Word's menu titles to 
something less verbose with a utility 
such as ResEdit, because Microsoft 
doesn't use menu resources. So, use a file 
editor such as FEdit and perform an 
ASCII Search for the capitalized word 
"Document ... This reveals the program 
area where the names of menu titles are 
stored. Each title is preceded by the 
length of the tide. For example, change 
the 8 in front of"Document .. to 3, then 
issue the command WRITE SECTOR. 
That's it. Using this technique, you can 
completely rename or shorten Word's 
menu titles. If you rename tides, make 
sure your new titles are no longer than 
Word's old ones. 

When You Get The "Missing 
Comma In Data Record" Error 
Message 
Word's Print Merge capability requires 
that you separate field names with com­
mas or tabs. Unfortunately, when you 
accidentally omit one, the program sim­
ply puts up an error message, without 
telling you where your comma might be 
missing. Instead of going through each 
and every record you're working with, you 
can use this shortcut: 

Count the number of commas in 
the header record, and then use the 
Change command to systematically iso­
late the record that's missing a comma. 
You do this by entering a comma into 
both the Find What box and the Change 
To box. Then select sections of records 
and start searching. 

Word counts the number of changes that 
it makes, and puts that number into the 

lower left corner. If the number of changes 
is not evenly divisible by the number of 
commas in the header record, you know 
that the defective record is somewhere in 
the records you just selected. If the num­
ber is evenly divisible, you can move on 
and select another section. 

Continue this process until you narrow 
down the data records sufficiently to iso­
late the one or more records with missing 
commas. 

Finding The Missing Comma in 
A Data Record 
The easiest way to find a missing comma 
in a data record, while doing a Print 
Merge, is to select the New Document 
button in the Print Merge window. This 
creates a document on the screen. When 
you come across the "Missing Comma in 
Data Record .. dialog box, quit the 
Merge and scroll the document to the 
last record. The next record in your data 
file is the one with the problem. Once 
you have a successful Merge to the 
screen document, select Print and you 
are assured of printing the entire batch 
successfully. 

One Way To Count Words 
Here's one way to count words in Word 
3.0and 3.01. 

Make a copy of your document and use 
that, as this procedure will change the 
document. Select Change from the Search 
menu. Enter w (the white spaces) in the 
Find What box and n (end-of-line marks) 
in the Change To box, then choose 
Change All. When this operation is com­
plete, you'll find the number of changes 
(which is very nearly the number of 
words) in the lower left corner. 
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If, by mistake, you do this on your origi­
nal document, all the words will be 
arranged in a column. Save the situation 
by closing the document and clicking 
No when the dialog box asks if you want 
to save the changes. 

How To See The Size Of A Flle 
Without Returning To The Finder 
Here's a good way to see how big (in K) 
your Word 3.0x files are. This method 
works without having to return to the 
Finder. 

Start by saving the document. Then 
close its window and choose Delete from 
the File menu (if you don't see Delete, 
that means you're in Short menus and 
must change to Full or Normal menus). 
Select the document you wish to see the 
size of from the list. The size will be 
shown under the buttons. This size is 
rounded down to the nearest kilobyte. 
(That's different from the Finder, which 
displays the size to the nearest K rounded 
up; and Get Info, which shows the exact 
size in bytes. Here's an example: The file 
is actually 9728 bytes long. Get Info will 
show that number or 9.5K; the View 
option of the Finder will show 1 OK; and 
the Delete dialog will show 9K.) 
Remember to hit the Cancel button after 
you check the size. 

Accessing Help Fast 
You don't have to dig out your manual 
every time you need help, if you have 
Apple's Extended Keyboard. The key, 
labeled "Help," is right under the F13 
key. When you press it, you'll see a ques­
tion mark appear. This is your cursor. 
Move it to whatever you want explained, 
including menu choices, and then just 
click the mouse for the help you need. 
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If you don't have the Extended Keyboard, 
press the Command key and and the ? 
key to get the question cursor. 

WORD3.01 
Word Features Not Appearing lnl 
The Menus 
Word 3.01 has several features that are 
only accessible through the use of special 
key combinations. These features normally 
never appear in menus. Yet, working with 
the program would often be simpler if 
they did. 

Let's take the example of Insert 
PageBreak. The only way (normally) to 
access this feature is to type Shift-Enter. 
Here's how to make this feature a menu 
choice. Start with a blank document. Be 
sure you are in Full Menus mode. Type 
Shift-Enter to produce a forced page 
break. Select the dotted line that results 
by clicking in the Selection Bar (the col­
umn at the left of the screen where the 
cursor points northeast instead of north­
west). Then choose Glossary from the 
Edit menu. Type in a descriptive name, 
such as "PageBreak," and click on the 
Define button. Next, press Option­
Command-+ (plus sign) and click on the 
name Pagebreak in the glossary list. A 
Work menu will be created (or added to, 
if you already have one), in which the 
new glossary entry will be found. Now 
whenever you want to insert a page 
break, just go to the Work menu and 
select one. 

This method will work with the other 
key combinations Word forces you to 
memorize. These include: Section Mark 
(Command Enter), End-of-Line Mark 



(Shift-Return), Optional Hyphe 
(Command-hyphen), Non-breaking 
Hyphen (Command--). 

WORD3.02 
Repaginating Without Crashing 
Using Word 3.02 And The 
Laserwriter n sc 
Opening a document in Word 3.02 and 
then doing any procedure which repagi­
nates the text causes a Bomb message and 
a crash. 

To correct this, select the Laser Writer II 
SC driver using the Chooser every time 
you open Word. Do this even if the 
Laser Writer II SC driver is the only one in 
the System folder, and it's already been 
chosen while you were in the Finder or 
another application. Once you've chosen 
the Laser Writer II SC while in Word 3.02, 
you'll be able to switch applications and 
print with no further problems. 

Swapping Adjacent Paragraphs 
Want to swap the positions of two adja­
cent paragraphs quickly, without using 
multiple executions of Cut, Copy, and 
Paste? 

Highlight the paragraphs and check the 
alphanumeric position of the first word 
in each paragraph. Then use the Sort 
command (Word will sort in ascending 
order) or Shift-Sort (descending order) 
according to the alphanumerics. With a 
little forethought, you can figure out 
how to move two paragraphs around a 
third paragraph that separates them. 

You can also install markers at the heads 
of as many paragraphs as you wish to 
rearrange. Use Sort, and remove the 

markers when you're finished. The varia­
tions of Sort are endless once you get the 
hang of this useful and underused tool. 

Bonus Disk 
Word 3.02 and above come with a Bonus 
Disk, with aDA called Word-Finder (it 
may not work with System 7). The the­
saurus only works with Word or the 
Finder- it only functions if the informa­
tion in the About ... box of the active 
application says "About Microsoft 
Word ... ", "AboutMSWord ... ", "About 
Word ... ", "About Finder ... ", or "About 
DAs .. .': 

Using ResEdit, you can customize 
WordFinder to work with any application 
that has a MENU resource. First, open 
ResEdit and then open the desired appli­
cation. Open the application's MENU 
resource and open MENU ID= 1. Change 
the first menu item to "About Word ... , 
(with three periods!) and save your 
changes. WordFinder can now provide 
you its riches in the modified program. 

Using The ASCH Code Search­
And-Replace Capability 
Microsoft Word 3.02 and above have an 
ASCII code search-and-replace capability 
that can come in handy when using 
Word to edit and reformat text files cre­
ated on an IBM PC or PC clone. To find a 
particular ASCII code within a Word 
document, type a caret (Shift-6) followed 
by the decimal value of the ASCII code 
in the Find What dialog box. Here's how 
to use this feature to fix a typical PC text 
file imported into the Mac environment 
(always work on a backup copy of the file 
you wish to convert): 

1. Select Change from the Search Menu 
(Command-H). ~ 
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2. Replace the double carriage-Return I 
line-feed (CRILF) pairs at the end of each 
PC text paragraph with a special Mac 
character as follows: click the I-beam to 
the left of the first character in the file. In 
the Find What box, type A13A1 ()A 

13A1 ()A (13 is the decimal value of the 
ASCII carriage-return code; 10 is the 
decimal value of an ASCII line feed). 

3. In the Change To box, type Option-S 
for a bullet ( •) or another special Mac 
character not used in the file. Click Start 
Search or Change All to make the 
changes. 

4. Now, replace the CRILF codes at the 
end of each line within paragraphs with a 
space: with your insertion point at the top 
of the document enter A 13 A 10 in the 
Find What box; in the Change To box, 
type one space; and then click Start Search 
or Change All. 

5. Finally, go back and replace the special 
Mac characters (used to mark the end of 
PC text file paragraphs) with a Return. 
First click the !-beam at the top of the file. 
In the Find What box, type a bullet (or 
whatever special character you used). In 
the Change To box, type Ap (a caret fol­
lowed by a lowercase p represents a Word 
Return character). Click Start Search or 
Change All as before. 

You can also use this ASCII code search 
feature to fix PC word-processing docu­
ments within Word. For example, some 
PC documents contain normal text with 
only occasional ASCII control codes (such 
as decimal value 12 for form feeds or 9 for 
tabs). Use FEdit Plus or another Mac file­
editing utility program to examine the 
codes in the PC document, and then use 
this technique to search for and delete 
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these codes within Word. For a complete 
list of the decimal values for all ASCII 
codes, see the Appendix in the Microsoft 
Word manual. 

By the way, the reverse of this process 
works as well. You can replace return 1 

characters in a Word text file with ASCij 
CRILF codes. This allows you to create 
readable text files for your PC friends and 
customers without leaving your Mac. 

WORD4.0 
Slow Save In Word 
Other applications, such as Correct 
Grammar and PageMaker, seem to hate 
documents saved with Word's Fast Save 
feature. If you want to eliminate the Fast 
Save feature in Microsoft Word, add the 
Fast Save Enabled option to the File menu 
using Word's Commands feature and then 
un-check it. 

To accomplish this, choose Commands 
from the Edit menu. Scroll until you see 
Fast Save Enabled, and place this item in 
the File menu. Then select the Fast Save 
Enabled item under the menu you place1 
it in so that it does not have a checkmar~ 
next to it. 

Fitting Long Entries In Mall 
Merge Fields 
As you're creating the data file, you might 
well find that some of your entries are too 
long or that they just don't fit the pattern 
you've established in the header informa­
tion. You can get around this problem by 
breaking the field entry into two or more 
lines with a soft Return (Shift-Return). 

If you enter a soft Return, the mail-merge 
will bring that onto the next line withou~ 
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disrupting the field order. Be sure to save 
the data file as a normal Word document­
soft Returns are stripped out of ASCII 
documents. To see the difference in a 
Word data file, just be sure that Show 
Paragraphs is on. 

Spacing Paragraphs In Styles 
One useful aspect ofWord's style-sheet 
feature is its ability to assign a space 
before and/or after a paragraph to a style. 
A space before and after in a style defin­
ition lets you maintain consistent spacing 
between elements such as body text and 
section titles throughout a document. 

If you assign Space Before to a style, how­
ever, and a paragraph with that style 
begins at the top of a page, Word adds 
the extra space at the top of the page, 
leaving a gap. As a result, the top margin 
for that page appears to be shifted down, 
making it inconsistent with the other 
pages. Unfortunately, the only way to 
avoid this unwanted result requires 
manual labor: 

1. Place the cursor in the paragraph with 
the unwanted space. 

2. With the Paragraph command, change 
Space Before to 0 points. 

Word removes the extra space at the top of 
the page. 

Note: Because page breaks can change 
while you're editing a document, it's wise 
to wait to make this correction until 
you're ready to print a final draft. 

Boxing In Text 
Just about any currently available word 
processor offers a variety of ways to for­
mat words to make them stand out from 
the main body of the document. But 

what do you do when underlining or 
boldface or even something as exotic as a 
shadow doesn't fit the bill? Try a box! 
Here's how: 

1. Select and format the text to be boxed. 
(Note: After it's been boxed, the text itself 
can't be reformatted.) 

2. Use Command-Option-D to copy the 
selection to the Clipboard as a graphic. 

3. While the text is still highlighted, use 
Command-V to replace it with the graph­
ic image of the copied selection. 

4. Click on the graphic to select it, and box 
it in by choosing the Outline style from 
the Format menu (Command-Shift-D). 

You can also add shadow or boldface for­
mat to the outline style for extra empha­
sis. The secret here is that the style com­
mands don't work just with text- which 
is what most people assume- they also 
work with graphics. 

If the boxed text is on a line with other 
text, it will sit higher, because the bot­
tom of the box sits even with the baseline 
of the text on that line. To correct this, 
select the graphic, choose the Character 
command from the Format menu 
(Command-D), select subscript, and off­
set the text as needed (the larger the font 
size, the greater the offset required). 

Using PostScript Code To Shade 
A Cell 
You can use PostScript code to shade a cell 
in a Word 4.0 table by typing: 
cell. . 75 setgray wp$box fill and 
pressing Enter. Then select the text, and 
format it with the PostScript style by 
pressing the Shift key and selecting 
Define All Styles from the Format menu. ~ 
You can replace the number . 7 5 with 
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whatever number you choose. Make sure 
that you have deselected Print Hidden 
Text in the Print dialog box. 

Adding Words To A Dictionary 
Here's a relatively easy way to add large 
groups of words to Word's dictionary. 
Create a file containing the words you 
want to enter. Then select Spelling from 
the Utilities menu in Full Menus. Select 
the dictionary to which you want to add 
the words. When the first word is 
queried, create a macro (with your macro 
program of choice) that clicks on the + 
button and then on the Continue button. 
Assign a keystroke for the macro, and 
press it as necessary as you continue to 
check spelling in the document. 

You'll find that this also makes your regu­
lar spell-checking go faster, because you 
don't need to reach for the mouse when 
you add words to the dictionary. 

Viewing Landscape Tables 
Here's a tip for creating full-page land­
scape-oriented (horizontal, not vertical) 
tables in Microsoft Word when using a 
small-screen Mac. This tip avoids the 
constant (and painfully slow!) screen 
redrawing that occurs when the cursor 
moves past the edge of the currently 
visible portion of the table. 

1. Create your table. After you've created 
the column headings and table layout, use 
the Insert Row command to specify the 
number of rows. 

2. Resize the window you're working 
in so that it fills the entire screen hori­
zontally but only half of the screen 
vertically. Place the window at the top 
of the screen. 
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3. Now open a second window for the 
table; don't split the window you're work­
ing in- open a new one. Resize the new 
window so that it fits just underneath the 
original one. 

4. Use the horizontal scroll bar to shift the, 
view in the new window so that you can see 
the right edge of the table. 

Now you can see your whole table- the 
top window shows the left edge of the 
table and several of the columns toward 
the middle; the bottom window shows 
the right edge of the table and some of the 
same middle columns. 

Enter the table information. When you've 
finished with the last fully visible column 
in the top window, use the mouse to move 
to the column following it in the bottom 
window. When you get to the right edge 
of the table, use the mouse to move back 
up to the next row in the top window. 

This is a much quicker and more accurat~ 
method of creating a table -you never 
have to wait for the screen to redraw while 
you're typing, and you never lose your 
place because you can't see the row head­
ers at the left edge of the table. 

Sorting A Mail Merge 

Do you want to sort a mail merge data file 
by zip code when the first field is LAST­
NAME and ZIPCODE is somewhere in 
the middle of the record? You can try 
using Option-drag to select just the ZIP­
CODE column. You need to set your tabs 
so that all the zip codes are left-aligned in 
a column. Hold down the Option key as 
you drag the mouse to highlight the 
desired column of text. 

Once you've selected a column of text, 
using the Sort command sorts the records 



based on the first word of each line in the 
selected column rather than on the first 
word of each paragraph in the data docu­
ment. And remember not to select the 
field name at the top of the document. 

Using Outlining To Navigate 
Word 4.0's outline feature is frequently 
underused, probably because most people 
don't make outlines. But this feature can 
be helpful for more than outlining. 

Here is a way to jump quickly to a 
specified place in a long document: 

1. Select Outlining mode (Command-D) 
from the Document menu. 

2. Click on the line of paragraph you 
want to go to (collapsing or expanding as 
needed). In effect, you're creating a kind 
of bookmark by entering an insertion 
point. 

3. Choose Outlining again to go back to 
normal editing mode. Now your cursor is 
at the right spot, but it's probably off­
screen. 

4. Press the right- or left-arrow key to scroll 
the document to the cursor's location. 

Printing Screens In Word 
Here's a tip for printing screened areas in 
Microsoft Word with a Laser Writer IISC 
or other non-PostScript printer for use as 
table headers, highlighted table rows, and 
soon. 

Use Word's Insert Table command to 
set up the text or table in which you 
wish the shaded area to appear. Once 
you have the text formatted as you 
desire, add a column at the left of the 
existing table. If this column has any 
borders, remove them. Use the ruler to 
determine the approximate width of 

the screen area you want (you can figure 
out the row height with the Cells com­
mand). 

Use SuperPaint (shipped with 
Microsoft Word) to create a box of the 
size and screen density you desire. Then 
choose one of the 36 predefined gray­
scale patterns included with 
SuperPaint. Paste the box into the 
appropriate cell in the column at the 
left of your table, and set the left mar­
gin of the screen paragraph to corre­
spond with the desired screen position. 
Make sure the right margin of the para­
graph is far enough to the right that 
the entire screen box fits within the 
paragraph, or Word will add space 
under the paragraph that will expand 
the vertical space of the table row. 

You won't be able to see the effect in 
Page View, but when you use Print 
Preview, you will see the screen over 
the text. 

When you print, your text will overlay 
the screen. You may need to adjust the 
screen placement or size slightly to 
achieve the desired effect. 

Managing Data With The Table 
Feature 
An easy and straightforward solution to 
manage data in Word is to keep data in 
Word 4.0 tables. 

From scratch, simply type your merge 
field names on a single line, separating 
them with tabs. Select the line by point­
ing in the left area of the window and 
clicking once. Now, from the Document 
menu, select Insert Table, and accept the 
defaults presented to you. Your data are 
now in an easy-to-manage grid, one that ~ 
changes height as you enter data. 
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To enter data, click on the last cell in the 
row and press Return- a new row is start­
ed, and you can start entering your merge 
data. · 

If you don't like the column widths, you 
can change them: click on the Ruler icon 
in the ruler, and T markers appear; shift 
these markers around until the table suits 
you. You can also change the page setup to 
landscape instead of portrait, because only 
the characters in your table- not their for­
mat- will be merged. 

If you're merging from a database such as 
one produced in FileMaker, the process is 
even easier: Select the entire document 
you've exported from your database 
(Command-dick in the selection bar or 
press Command-Option-M), and choose 
Insert Table from the Document menu. 
FileMaker can output data in the exact 
format Word needs to produce a merge 
document, and the Table feature organizes 
the information so that you can see what 
you have without having to wade around 
in all those defaulted tabs. 

Using The NEC Daisywheel 
Printer 
If you use Word 4.0 and a NEC daisy­
wheel printer, you may find that the 12th 
line of text on a page often prints over the 
11th line. This didn't occur with versions 
1.5 or 3.1. 

You can count down lllines and then 
insert a blank line to overcome the prob­
lem, but there is a better solution. The 
NEC printer uses a pitch of 12, so if you 
choose the Paragraph command from the 
Format menu (Command-M) and replace 
Auto in the Line Spacing box with-12, 
the overlapping stops. 
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Time-saving Indexing 
To use Word's indexing feature, you must 
mark each word that you want to index 
with i. in front of the word and ; after it. 
This is extremely time-consuming, espe­
cially if you want to index a word every 
time it appears in a document. Here's an 
easy way to add hidden i. and ; characters 
around all occurrences of a given word in 
an open document: 

1. Index the first instance of the word as 
you normally would. Choose Save As from 
the File menu. 

2. In the Save As dialog box, click on File 
Format and choose Interchange Format 
(RTF). Click on OK. 

3. Give the RTF document a name, and 
save it. You'll see a new version of the file 
with all kinds of strange control codes 
embedded in it. 

4. Find the first instance of the word 
that you indexed normally. It will be sur­
rounded by codes that might look some­
thing like this: {\v {\Jce\pard\plain\5240 
Indexwork}}. 

5. Select the word and all of this index i 

code- which always starts with {\v and : 
ends with } } - and copy the selection to 
the Clipboard. Next place your insertion 
point after this word and all the code 
that surrounds it. 

6. Choose Change (Command-H) from 
the Utilities menu. Type the word you 
want to index into the Find What: box, 
and then paste the contents of the 
Clipboard into the Change To: box. 

7. Click on Start Search (choose No when 
Word asks you if you want to continue the 
search from the beginning of the docu­
ment). This will add the correct index 



codes at the beginning and end of each 
occurrence of the word you want to index. 
Repeat this process for all words you want 
to index. 

When you've finished, save and close the 
RTF document. When you reopen the 
document, Word will ask, "Interpret RTF 
text?": click on Yes. The document will 
then appear in normal format with all the 
relevant entries properly indexed. You can 
verify that all the words have been cor­
rectly labeled by choosing Preferences 
from the Edit menu and toggling the 
Show Hidden Text button on. You can 
then create an index for the document as 
normal, using the Index command, on 
the Utilities menu. 

The Word Screen Saver 
Ordinary screen savers may dim your 
screen or offer fireworks and clock dis­
plays, but in Word 4.0, there's an animat­
ed display that is quite beautiful in color. 
Select Commands from the Edit menu 
and choose Screen Test from the list of 
commands in the dialog box. Click on the 
Do button. If you click once while the 
images are dancing across the screen, a 
dialog box will let you customize the dis­
play or cancel it. 

Smoothing The Transition From 
Word 3.0 To Word 4.0 
1. Word 3 and Word 4 can coexist on the 
same hard disk, each with its individual 
preferences file in the System folder, but 
we recommend against keeping the old 
version on-line. Documents have the 
same creator and type IDs in Word 4 
and Word 3, so keeping track of docu­
ment versions can get very confusing. 

(If your Word 4 is sensitive to errors in 
its preferences files), however, it might 
be a good idea to erase the "Word 
Settings (4)" file in the System folder and 
redefine your preferences (if the applica­
tion is bombing). 

2. It's easy to move your personal style 
definitions from Word 3 to Word 4. 
Simply go into Word 4 and select Define 
Styles. Then use the Open menu item to 
open a Word 3 file, which makes all its 
styles available. Any styles you want to 
keep in Word 4 can be saved with the 
Set Default button. 

3. Word 4 retains the ability to deal with 
any ASCII characters, invisible or other­
wise, by specifying their numeric equiva­
lents. In the older version, you could find 
the value for a selected character by click­
ing on the page number at the lower left 
corner of the screen. In the new version, 
Command-Option-Q is the only way to 
show the numeric equivalent. 

4. Word documents that are "fast-saved" 
cause problems for Working Software's 
Spellswell spelling checker and may be 
troublesome for other applications that 
try to convert them. There is a clever 
work-around, however, that allows you to 
change Word's default format from Fast 
Save to normal. Use Word 4's Commands 
menu to add Fast Save Enabled to a menu 
such as the Edit menu. Once it is on a 
menu, you can select it to un-check it, 
and it will remain off until you 
specifically turn it on again. 

5. Finally, for a little fun, select About 
Microsoft Word ... , then click on the 
Word icon while holding down the 
Command key. 
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Formatting Fields From A 
Database Using The Mail Merge 
Function 
Most database programs can export to 
PageMaker (and other desktop publish­
ing programs), but formatting text with 
anything but paragraph-based styles is 
difficult. (For example, you might want 
one field to come out in bold, one in ital­
ic, and one in a different font than the 
rest). The answer is to use Word's mail­
merge function. Format the main docu­
ment as desired, using the field names 
from your database; for example, you 
could boldface the name field and itali­
cize the phone field, as shown here: 
<<DATA Data document>> 
<<Name>> tab <<Address>> tab 
<<Phone no>> 

Export your database to a tab-delimited 
ASCII file, and set this exported file up in 
Word as a data document. Then you can 
enter the field names in the data docu­
ment. Make sure that no commas appear 
within the fields (you can search for com­
mas to be certain). 

Go to the main document, choose Print 
Merge from the File menu, produce a new 
document, and use the Change command 
to get rid of the page breaks between 
entries. You can now import the format­
ted Word document into PageMaker or 
any other page-layout application. 

Creating Tables With Varying 
Column Widths 
The Insert Table command in Word 4.0 
only lets you create tables with columns of 
equal width. Ordinarily, you have to 
struggle with the column markers across 
the ruler to vary the column widths, but 
there is a shortcut that makes it easy: 
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1. Say you're creating a three-column 
table with one narrow column on the left 
for labels and two wide columns to the 
right for entries. As you create the table, 
enter 5 in the Number of Columns box. 

2. Select all the cells in the second and 
third columns by holding down the 
Option key while dragging the mouse 
over these columns. 

3. Choose Table from the Edit menu and 
select the option for merging the two 
columns. Repeat this procedure with 
columns 4 and 5. 

You now have a three-column table. To 
get a narrower first column and wider 
entry columns, just increase the number 
of columns in the table by a factor of 2. 

Creating An On-line Hints Menu 
Word users have been inundated with 
documentation, help files, and third-party 
books discussing all the program's intri­
cate features. Trying to keep track of all 
this information in its present state is 
mind-boggling but worth the effort. 

To have this information literally at your 
fingertips, create a file named Hints in I 
which you store a personalized set of com• 
mands, shortcuts, and tricks that you · 
want to keep at your fingertips. Give this 
Hints file menu-bar status by adding it to 
the Work menu. Press Command­
Option-+ (plus symbol). When the cursor 
turns into the plus symbol, click on your 
Hints document, either in the Open dia­
log box or in its title bar (if it is the active 
document). 

Word will create a Work menu on the 
right-hand side of your menu bar or add 
your Hints document to an existing Work 
menu. 



Launching Mac Write Documents 
With Word 
Whenever you double-dick on a plain­
text Mac Write document (such as the 
documentation files you download fre­
quently from bulletin boards), it won't 
open unless you have Mac Write on your 
disk. As a lot more people use Word 4.0 
than Mac Write, here's a way to make 
Word 4.0 automatically open those 
Mac Write documents in its own format 
when you double-dick on them. 

First, make a backup copy ofMacWrite (if 
you have it installed) on a floppy and then 
delete it from you hard drive. 

Next, make a duplicate copy of Word 4.0 
on the hard drive and rename itMacWord. 

By using ResEdit, you can change the 
Creator of Mac Word from MSWD to 
MACA (highlight Mac Word and choose 
Get Info from the File menu). Make the 
changes in the Creator box. 

Now, when you double-click on a 
Mac Write document, Mac Word will 
launch and the document will be convert­
ed automatically. 

Quickly Adding Fonts To Word's 
Font Menu 
If you need to add font names to Word 
4.0's Font menu, pressing Command­
Option-+ each time can get tedious in a 
hurry. Here's a fast, undocumented way 
to add all the currently installed fonts to 
your menu. 

Choose Commands from Word's Edit 
menu, and choose List All Fonts from the 
list of commands. Then click on the Do 
button. 

The menu bar will flash as Word adds suit­
case fonts one at a time to the Font menu. 

A Patch For Fractional Font 
Widths On Image Writers 
If you do not own Adobe Type Manager, 
and you are using Microsoft Word, there 
is a patch -a set of modifications to 
Word- that allows for fractional font 
widths on Image Writers. It's called 
WORD4MOD.SIT. It should be avail­
able from the usual shareware outlets 
such as user-group libraries, BBSs, and so 
on. On CompuServe its's called WORD­
MO.BIN in the Macintosh Productivity 
Forum's word-processing library. 

Installing the patch requires familiarity 
with ResEdit (available from the same 
outlets). Obligatory ResEdit warning: 
Never use ResEdit on an original or 
master of anything. Always work on a 
copy. And don't forget to lock your 
master disks. That way, if you happen 
to make a mistake and damage some­
thing, you can always make a fresh copy 
from the master disk. 

Recovering Word Temp Flles 
Before you save a Word document, Word 
sets up a temporary file and places it in the 
System Folder. If your system has crashed 
and you want to try recovering a Word 
Temp file, you can try opening it by hold­
ing down the Shift key and choosing 
Open Any File from Word's File menu. 
That should enable you to open the Temp 
file (try the one with the highest number). 
If you want to, you can add the Open Any 
File command to your menu permanently 
by using Word's command option, which 
you'll find on the Edit menu. 
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Kerning With The Displace 
Command 

Microsoft doesn't mention kerning any­
where in the Word manuals, but you can 
do rudimentary kerning with two char­
acters: 

1. Choose Show from the Edit menu. 

2. Place the cursor between the two char­
acters you want to kern. 

3. Press Option-Command-backslash 
and then type the letter D (the formula 
code for Displace). 

4. Press Option-Command-backslash 
again, and then type the letters BA (the 
formula code for Backward). 

5. Enter the number of points to kern (in 
whole points). 

6. Follow this with both open and close 
parentheses to end the formula. The code 
you see on-screen should look like this: 
\d\ba3 ()(using 3 points as an example). 

7. Choose Show again or print your text, 
to see the difference in spacing. If you 
save this formula as a Glossary item, you'll 
have to enter it only once. 

Inserting The Date Into 
Documents 

Word lets you insert the date into docu­
ments through its Commands dialog 
box, but you're stuck with its date for­
mats, which include the day of the week 
(except for the short format- for exam­
ple, 3/31189). If you want a date such as 
March 31, 1989, you'll have to suppress 
the weekday in the System file with 
ResEdit 1.2. (Try this on a copy of your 
System file before you change your 
working System file.) 
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1. Open the System file and scroll down to 

it11. 

2. Open itll. Select it 11 US" ID=O and 
open it. 

3. Next, click on the Suppress Day box 
(see Figure 2). 

4. Close ResEdit and save the changes. 
Open a Word document. To get the date~ 
make sure you're using Full Menus and 
select Glossary from the Edit menu. 
You'll see the following date entries: date 
-now- abbreviated, date- now -long, 
and date- now- short. 

Select either the long or the abbreviated 
format and click on Insert. The date will 
appear either as March 31, 1989, or as 
Mar. 31, 1989, respectively. 

Using Insert Graphic To Speed 
Printing Time 
Inserting a graphic in a word-processing 
document can significantly increase print­
ing time. Here's a trick for trimming your 
printing time on working drafts and 
proofs. 

Measure the illustration's height (many 
object-oriented draw programs have a Sho\'f 
Size option). Insert the graphic into a Word 
document. With the graphic selected, 
choose Paragraph from the Format menu. 
Type a minus sign in the Line Spacing box 
and then enter the graphic's measurement. 
The minus sign adjusts the paragraph's 
height to match the size of the graphic. 

Select the graphic again, choose Character 
from the Format menu, and format the 
graphic as hidden text. When you print 
draft documents, be sure Print Hidden 
Text in the Print dialog box is not select­
ed. The illustrations will be replaced by 



an appropriate amount of white space, and 
you'll know where your page breaks are. 
When you're ready for the final version, 
recheck Print Hidden Text, and the 
graphics will print properly. 

Inserting PostScript Code In 
A Word Document 
Placing bits of PostScript code (or even 
lengthy routines) into a Word document 
is simple. But Word requires that you first 
clearly define what part of the page will be 
affected by the PostScript code. Is it going 
to affect the entire page (for example, a 
box enclosing the page) or just a para­
graph or inserted graphic? 

You define the boundaries by inserting a 
group command immediately before the 
page element it will affect. In Word 
3.02, you could use three such com­
mands: .page., .para., or .pic. (referring 
to the entire page, the next paragraph, or 
the next graphic insertion). Version 4.0 
has added .cell. and .row. to facilitate 
PostScript manipulation of tabular 
material. 

1. Group Commands- Group commands 
create a drawing rectangle that specifies 
the overall size of a PostScript graphic. 
The actual dimensions of the graphic 
never have to be entered, because the com­
mand gathers this information from Word 
itself. The drawing rectangle created by 
.page., for example, is determined by the 
page size you've specified with the Page 
Setup command. If your page is 5 x 7 inch­
es, the drawing rectangle mirrors those 
measurements exactly. Most other group 
commands, such as .para. and .pic., let you 
focus on increasingly smaller or more 
precise areas of the page- a paragraph, or a 
graphic frame within a paragraph. 

After the group command is entered, you 
can enter a PostScript code you've written 
or copied from another source. Here's a 
simple example that places a 5x7 -inch 
box on a page. At the top of the page, type 
the following: 

page. 
newpath 
.25 setlinewidth 
126 144 moveto 
360 0 rlineto 
0 504 rlineto 
-360 0 rlineto 
close path 
stroke 

Anyone with PostScript savvy will notice 
some peculiarities here. The primary one 
is that the PostScript inclusion hasn't 
been bracketed by a save /restore or 
gsave/ grestore pair, which prevents cer­
tain PostScript operators (Rotate, for 
example) from changing the graphics 
environment of the entire page. Why this 
apparent breach of PostScript etiquette? 
Because the group commands automati­
cally bracket each grouping of PostScript 
code with a save/restore couplet. 

You might also notice that the origin 
point (0 0) in Word's version of the 
PostScript coordinate system corresponds 
exactly to that found in PostScript itself. 
This means that the origin point (0 0) is 
found at the lower left comer of the cur­
rent drawing rectangle, whether it is a 
page, paragraph, or graphic frame. 

2. Creating Global Commands-When 
PostScript requires specific measures or 
positions that can't be referred to through 
the built-in variables, the dimensions are 
expressed in points. If you feel more com­
fortable working in inches, simply place 
the following code after a group com-
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mand such as .para. or .page. (and, of 
course, format it in Word's PostScript 
Style): 

/inch (72 mul) def 

Then you can use code such as 1 inch 1 
inch moveto instead of72 72 moveto. The 
routine you've inserted automatically 
multiplies the inch units by 72, convert­
ing them into PostScript's point system. 

Ordinarily, such a routine applies only to 
the drawing rectangle indicated by the 
group command. So if you had a .page. 
and several .para. PostScript groups on the 
same page, you would have to insert /inch 
172 mull def in each group. When Word 
scans the page for PostScript, it does each 
group in turn and discards the variables or 
routines of that group as soon as it has 
been processed. Even routines or variables 
placed after the .page. command can't be 
used by other groups on the same page. 

3. Executing The Postscript Code-If you 
print the document now, you won't magi­
cally have a PostScript-generated box on 
the page. The code prints as ordinary text. 
To have it executed, you must do several 
things. 

First, select the PostScript code (includ­
ing any group command). Then hold 
down the Shift key and pull down the 
Format menu. You'll see that Styles has 
been replaced by the All Styles command. 
All Styles has several predefined styles, 
including one called PostScript. Select it 
and click on OK. The PostScript code has 
now been changed into a form that will be 
interpreted rather than printed. To see the 
code after this point, make sure that Show 
Hidden Text is selected in the Preferences 
dialog box (Edit menu). You can't see the 
results of your tinkering by using the 
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Print Preview command; you must print 
the document on a Laser Writer. 

When you print, make sure that Print 
Hidden Text isn't selected in the Print 
dialog box and check the Chooser to 
make certain that Background Printing 
is turned off. If Background Printing is , 
left on, the PostScript effects will be . 
shifted down and to the right from where 
you want them on the first page of the 
document. Subsequent pages will print 
correctly. 

4. Modifying Word's PostScript Code 
Style-The on-screen appearance ofWord's 
native PostScript style leaves something 
to be desired. 

Fortunately, you can easily modify most of 
the attributes. While holding down the • 
Shift key, select Define All Styles from the 
Format menu. Select PostScript. The 
description box defines the style as 
"Normal+ Font: 10 point, Bold Hidden.'' 
The main culprit here is Bold, which 
makes the type hard to read. So just pull 
down the Format menu while the dialog 
box is showing and turn off Bold. You can 
safely change anything in the Postscript 
style other than the Hidden attribute. 

ZapfDingbat Check Mark With 
Drop Shadow 
Here's how to put a ZapfDingbat check 
mark into a box with a drop shadow: 

1. Press Command-Y to see the symbols 
for paragraphs, spaces, and tabs. 

2. Press Command-Option-Backslash, 
and then type 0(o,4). 

3. Select the text (including the back­
slash), and choose ZapfDingbats from the 
Font menu. Press Command-Y again to 
hide the paragraph and space symbols, 



You now see a box containing a check 
mark. You can experiment with the various 
boxes and check marks in ZapfDingbats 
until you have a combination you like. 

Printing Grey Text 

Microsoft Word 4 lets you assign one of 
eight basic colors to text. Most users don't 
have access to color output devices, and if 
they do they probably don't want to print 
those overripe colors anyway. 

But there's a clever application of this fea­
ture that almost everyone can use. If you 
color text and then print to a laser printer 
with Version 6.0 or later of the 
Laser Writer driver, the text is halftoned. 
The order of grey-scales, increasing in 
darkness, is Yellow, Cyan, Green, 
Magenta, Red, Blue. 

Using PostScript To Place Screen 
And Crop Marks 
1. Screen Marks-If you want to place, say, 
a gray screen behind a single paragraph, 
you do not need to know the precise loca­
tion and size of the paragraph. 

First, remember that the group command 
.para. creates a drawing rectangle that cor­
responds to the size and position of the 
paragraph it precedes. And Word has 
another card up its sleeve- built-in 
PostScript variables. There are 22 vari­
ables, which will aid you as you develop 
code. For a list of the variables and their 
descriptions, see pages 285 and 286 of the 
User's Guide. 

To make a screened paragraph, we need 
the variable called wp$box. Here's what 
you need to type in front of the paragraph 
and then format in Word's PostScript 
style by holding down the Shift key and 
selecting All Styles: 

.para . 

. 9 setgray wp$box fill 

By the way, you don't have to use carriage 
returns, although they make the code 
more legible. You could simply type: 

para .. 9 setg ray wp$box fill 

In any case, the variable wp$box is equiv­
alent to defining a drawing rectangle the 
same size as the paragraph. Without it, 
you'd have to determine the coordinates of 
the paragraph (with a ruler on a printout) 
and type something like 

12 6144 moveto 
360 0 rlineto 
0 504 rlineto 
-360 0 rlineto 
close path 
fi11 

These are hypothetical coordinates, but 
you can see the advantages of having the 
variables. You save a lot of typing, and you 
don't need to figure out specific positions 
or dimensions. 

2. Crop Marks-An even clearer example 
is crop marks, one of six routines includ­
ed in the PostScript Glossary that 
accompanies Word 4.0. Mter the actual 
crop marks are defined, the routine 
places them at the corners of the page. 
Ordinarily, you would have to know or 
calculate exact positions for the marks, a 
painstakingly bothersome task. But with 
judicious use of some ofWord's vari­
ables, you can avoid the hassle: 

wp$1eft markl sub whitel sub wp$y 
wp$top sub moveto markl 0 rlineto 
stroke 

The variables wp$left, wp$y and wp$top 
refer to the left margin, the drawing rect-
angle's height ~nd the top margin.respec ~ 
tively. You don t need to get the dimen-
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sions from the Page Setup dialog box. 
Word fills in the appropriate numbers 
when the file is interpreted and sent to the 
printer. And if you change the page size, 
you don't have to go back to the code and 
insert new dimensions. 

Customizing Word To Open The 
Ruler Automatically 
You can make your documents open with 
the ruler automatically displayed by using 
Commands from the Edit menu. Here is 
howtodoit: 

1. Open any Word 4.0 document. Make 
sure Full Menus is selected. 

2. Choose Commands from the Edit 
menu. 

3. Make sure the dialog box says 
"Configuration: Word Settings (4)" in 
the lower left corner. This tells you the 
name of the file you are customizing. 

4. Scroll down the command list until 
Open Documents With Ruler shows up. 
(Shortcut: Press the 0 key to jump to the 
beginning of the 0 listings.) Click on the 
command name to select it. 

5. Click on the Add button. 

6. Click on Cancel. 

The Open Documents With Ruler com­
mand will now be listed on the Format 
menu. It will not be checked, though, so 
you will have to activate it. Highlight 
the new menu command to select it. 
Every document you open from now on 
will automatically show the ruler. 

It's worth looking through the entire list 
of commands in the Commands dialog 
box, since many useful items are tucked 
away in there, and some of them are not 
documented in the Word 4 manual. 
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Accessing The Macron Character 
In most Adobe laser fonts, you can access 
a plain macron character by pressing 
Shift-Option-comma (although the 
macron may not show on-screen if you do 
not have the appropriate screen font). 

Microsoft Word's formula language 
allows you to over-strike one character 
with another, placing a macron over 
long vowels. 

To put a macron over the desired vowel, 
type the Formula character, Command­
Option-\ (it may not be visible if the 
paragraph markers are hidden). If you get 
a beep instead of the Formula character, 
select Full Menus from the Edit menu. 

Next type an 0, for Overstrike, and then 
type ( and the character you want to have 
the macron. Finally type a comma, the 
macron and ). 

A Macro For Changing Italics To 
Underline Using AutoMac ill 
There is an alternative to using Word's 
search-and-replace operations for type 
styles. 

Here is an AutoMac III macro for chang­
ing italics to underline. (AutoMac III 
comes bundled with Word 4.0. If you 
have not installed it, place the file 
AutoMac III in your System Folder and 
restart your machine. The AutoMac III 
icon appears to the left of the Apple 
menu.) 

First, use Command-9 (9 on the numeric 
keypad) to get to the very beginning of 
the document. Now type a word in the 
type style you wish to change from- for 
example, type italic in italic- and select 
that word. Then type or perform the fol­
lowing steps: 



1. Click on the AutoMac III icon and 
assign a keystroke to run the macro, such 
as Command-Option-U for underline. 
Click on record. 

2. Type Command-Option-R, which 
finds the next occurring instance of the 
selected type style. 

3. Click on the AutoMac III icon, and add 
a time delay of five seconds. 

4. Type Command-Shift-1. This toggles 
the italic style, in this case to off. 

5. TypeCommand-Shift-U. This toggles 
the underline style, in this case to on. 

6. Type Command-9 (numeric-keypad 9), 
which returns you to the beginning of the 
document. 

7. Type Command-Shift-6 (numeric-key­
pad 6), which selects the word italic again. 

8. Click on the AutoMac II icon. Click on 
Misc. Click on J (Jump to a Macro). Jump 
the macro back to itself by typing its 
name (Command-Option-U, which caus­
es the macro to repeat until all italicized 
words are converted to underline. 

9. Click on OK. Click on Stop. 

To run the macro, make sure you have put 
a word at the very beginning of the docu­
ment in the style you want to change from 
and select that word. Then type Command­
Option-U (or whatever keystroke you have 
assigned to the macro). 

Your macro will repeat until all italics are 
converted to underlines. When a dialog 
box asks, "Continue checking from begin­
ning of document?" type Option-period 
to stop the macro, then click on Cancel. 
Otherwise your macro will change your 
underlines back to italics and back to 
underlines in an endless loop. 

This macro can be adapted to inter­
change any fonts or character formats. 
For example, to change random occur­
rences of Venice to Zapf Chancery, put a 
word in the Venice font at the very 
beginning of your document. Then, 
instead of using the two toggle com­
mands described, record into your macro 
the selection ofZapf Chancery from the 
Font menu. 

A Macro For Transposed 
Characters 
You can design a macro for Microsoft 
Word that transposes two letters acciden­
tally typed in the wrong order, a common 
typing error. There may be a drawback 
to this method if the macro uses the stan­
dard Cut and Paste commands, because 
it empties the Clipboard. Here's a macro 
that does the job without using the 
Clipboard. 

First be sure that Num Lock (toggled by 
the Clear key) is off- the status box in the 
lower left corner of the active window 
should not read Num. Lock. Now begin 
recording your macro. (The macro assumes 
that you've placed the insertion point just 
after the second mistyped letter.) Press 
Shift-keypad-4, which highlights the sec­
ond letter. Next press Command-Option­
X (the status box will now read Move To), 
and then press the keypad 4 twice, which 
moves a flashing gray vertical line to the 
spot just before the first letter. Now press 
Return, and then move the insertion point 
back to its original spot by pressing the 
keypad 6 once. Stop recording and assign a 
keystroke. 

Globally Replacing Formats 
There are two indirect ways to globally 
find and replace fonts or formats in Word, ~ 
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for example if you want to be able to 
change underlined text in a file to itali­
cized text. 

The first is to convert the document into 
RTF (Rich Text Format). To do this, 
choose Save As from the File menu, click 
on the File Format button, and choose 
Interchange format (RTF). When you 
save the document, it appears on- screen 
complete with the formatting code. 
Because the code for underlined text is \ul 
and the code for italicized text is \i, you 
can globally change the formatting by 
using the Change command (Command­
H). In the Find What box, type \ul; in the 
Change To box, type \i; and then close the 
document and save your changes. When 
you reopen the document and Word asks 
if you want to interpret RTF text, click 
on OK. All underlined text is now itali­
cized in the new (untitled) document. 

The other way to do this is to use the 
obscure Find Format command, 
described in the Word manual. It lets you 
search for underlined text, but you have to 
change it to italic manually. 

Here's how it works: To find each occur­
rence of underlined text, first select an 
underlined character. Invoke Find 
Formats by pressing Command-Option­
R, and the program finds and selects the 
next occurrence of underlined text. 
Change it to italic by choosing Italic from 
the Format menu (or type Command­
Shift-1). To find the next occurrence of 
underlined text, choose Find Again from 
the Utilities menu (or type Command­
Option-A). 

This procedure isn't global; however, it 
does what you want fairly easily. If global­
format changing is important to you, you 
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should know that other word processors 
do it faster and more easily. Mac Write II, 
for example, does it with a few simple 
selections in its Find/ Change dialog box, 
and Nisus and Full Write Professional 
work similarly. 

Ask yourself how much pain Word's lack 
of a Change By Style feature causes you; if 
it's really affecting your quality of life, 
think about changing word-processing 
programs. 

Speeding Table Scroll 
When you're working with a table-laden 
document in Word, it can take forever to 
scroll through the table sections. If you 
frequently use tables in your work, here's a 
trick that can eliminate scroll crawl: 

1. Select the entire table, and choose 
Copy as Picture from Commands in the 
Edit menu (and while you're at it, place 
this command on your Edit menu). Click 
on Do. 

2. With the table still selected, perform a 
Paste (Command-V). The text table will 
be replaced by a graphic version of the 
same table. Now that the table has been 
changed to a graphic, you can scroll it 
much faster. 

3. Go back to the Commands menu and· 
choose Use Picture Placeholders (you can 
add this to the Edit menu as well). Click 
on Do. 

Caution: If you ever expect to revise the 
table, you should first save a copy of the 
text version in a separate file. Once you 
have replaced a table with its graphic 
image, you can no longer edit it, with one 
exception: you can cut rows from the bot­
tom up and columns from right to left if 
Show Paragraph (Command-Y) and Use. 



Picture Placeholders are off. Just grab one 
of the handles on the graphic and drag to 
crop it. 

Add The Fast Save Enabled 
Command To The Flle Menu 
The Fast Save command increases the 
speed of the Save command, thereby mak­
ing it less painful to save your files fre­
quently. When you use the Fast Save 
Enabled command, Word saves files in a 
special file format that's fine for saving 
work in progress. Fast Save isn't suitable 
for final versions, though. If files saved in 
this format are damaged, it's much harder, 
if not impossible, to recover them. 

Placing Fast Save Enabled on the File 
menu makes it easy for you to select or 
deselect the command before you save. 
Word's default option is to add this com­
mand to the Edit menu, but it makes 
more sense to add it here. 

To add the Fast Save command, choose 
Commands under the Edit menu and look 
for the Fast Save Enabled option in the 
scrolling field on the left. Highlight it, 
and choose the File menu and click the 
Add button. (You may have to remove the 
command from another menu before 
adding it to the File menu.) 

Add The Make Backup Flles 
Command To The Flle Menu 
Normally, each time you save your work, 
the new version of your file overwrites the 
previous version. When you select the 
Make Backup Files command, however, 
Word makes a copy of the previous ver­
sion of your file and names it Backup of 
Filename before executing the save. As a 
result, you always have the last two saved 
versions of your file on-disk. This means 
that you can go back to the previous ver-

sion of your file, and you also have a back­
up in case something happens to the cur­
rent version of your file. 

To add the Make Backup Files command, 
choose Commands under the Edit menu 
and look for the Make Backup Files 
option in the scrolling field on the left. 
Highlight it, and choose the File menu 
and click the Add button. 

Add The Load Flle Into Memory 
Command To The Utilities Menu 
This command, which is normally in 
the Preferences dialog box, causes 
Word to keep the current document in 
RAM rather than keep only the cur­
rently displayed portion of the file in 
RAM and read the rest from disk as you 
scroll the file. If you're going to be 
scrolling up and down within your file 
frequently or executing commands that 
require Word to access the whole docu­
ment (such as Spelling, Hyphenate, 
Repaginate Now or Print), keeping the 
file in RAM can speed up Word's perfor­
mance. 

If you always work on files for long peri­
ods, you may be better off checking the 
Always Load File into Memory option in 
the Preferences dialog box rather than 
adding this command to your menu. 
However, if you sometimes open and 
close files without performing extensive 
editing, using this option as a command 
is more efficient. 

Exporting Tables 
Microsoft Word is a great tool for making 
tables to export into page-layout and 
drawing programs. To capture the table's 
border and cell relationships, you must 
use Word's Copy as Picture command ~ 
(Command-Option-D), but this com-
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mand doesn't work properly when you 
want to include text that is not part of the 
table with the table (as a title or caption, 
for instance). Here's a work-around: 

First, move the table away from the head­
er or caption to another part of the docu­
ment. Select the table, choose Copy as 
Picture, and paste the picture where the 
table was before you moved it. Select the 
picture you just pasted, along with the 
accompanying title or caption, and 
choose Copy as Picture again. The whole 
thing can now be pasted into the DTP or 
drawing program, and you still have a 
copy that's suitable for editing in your 
Word document. 

At first glance, it may seem easier just to 
make the caption or header part of the 
table by putting the text into a table cell, 
but because this involves deleting 
columns, repositioning cell boundaries, 
removing cell borders and applying 
styles, it's generally quicker and easier to 
use the two-step Copy as Picture solution. 

Add The Load Program Into 
Memory Command To The 
Utilities Menu 
Like the Load File into Memory com­
mand, this command can also be set in the 
Preferences dialog box, but executing it as 
a preference means you have to wait for 
Word to be read into memory each time 
you launch it. 

If you ever use Word only to browse 
through a file or two, or to perform minor 
editing, the time needed to load it into 
memory doesn't justify the speed increase, 
so you wouldn't want this as a default 
preference. Keeping the command in the 
Utilities menu, though, lets you load 
Word into memory only when it pays off 
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in performance. A good rule of thumb is 
to load Word into memory if you intend 
to use it for more than 15 minutes. 

Add The Move To Commands To 
The Utilities Menu 
Word provides an exhaustive array of cur­
sor-movement commands that most users 
never discover. If you use the arrow keys to 
scroll across your files, learning to use 
these commands can give you a whole 
new perspective on word processing. 

Once you are familiar with the commands, 
learn the keyboard command equivalents 
for real efficiency. You can also use these 
commands to select text; just add the Shift 
key to any of the keyboard command 
equivalents, and text is selected as you 
move the cursor. 

To add any of the Move To command, 
choose Commands under the Edit menu 
and look in the scrolling field on the left. 

Add The Select Whole Document 
Command To The Edit Menu 
People often want to select an entire 
Word document, but it's hard to remem­
ber the keyboard command equivalent 
(Command-Option-M) or inconvenient : 
to use the mouse-click method 
(Command-dick with the arrow tool at 
the far left edge of the window). With 
the Select Whole Document command 
in the Edit menu, selecting an entire 
document is no longer a brain-teaser. 
Interface purists will also want to assign 
it the Option-A keyboard equivalent. 

UnderllmdngEquatlons 
Underlining equations with subscripts 
or superscripts can be hard in Word 4.q. 
The underline style (Command-Shift-lJ) 
places separate underlines under the sur-
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scripted or superscripted numbers. 
Here's how to get a solid underline under 
equations, whether the format is dis­
placed or in-line: 

1. Choose the Show Paragraph command 
from the Edit menu (or type Command-Y). 

2. Press Command-Option-/. This is the 
preparatory command for doing mathe­
matical typesetting. 

3. Enter the letter-typesetting code- in 
this case, X (for the Box command). 

4. Press Command-Option-/ again, 
followed by BO for the bottom border 
of the box. 

5. Type in the arguments, and enclose 
them in parentheses. Apply superscript 
and subscript formatting where necessary. 

6. To view the formula, select Hide 
Paragraphs. Word's typesetting code 
draws a solid line under the equation 
and won't interfere with the rest of the 
paragraph's formatting. 

WRITE NOW 
Setting Up Informal Style Sheets 
You can set up informal style sheets, using 
the dummy formats that you frequently 
use, in a document template that is kept 
open whenever you're working in 
WriteNow. 

When you need a style, just switch win­
dows, click on the paragraph containing 
the format you need, and copy the ruler 
(Command-1). Then switch back to the 
document window and paste the ruler in 
(Command-2). Although this method 
only copies ruler settings (not font or style 

changes, for instance), it can still be a real 
time-saver. It also helps ensure that your 
documents all have a uniform style. 

Later, if you want to change a particular 
format, you can use WriteNow's identical 
ruler feature. Just select the text from the 
first occurrence of the format to the end of 
the document and then hold down the 
Shift key while making the change in its 
ruler. 

WRITENOW 2.0 
Opening RTF Formatted Flles 
You might have problems when trying to 
open files with WriteNow 2.0 that were 
originally saved in the RTF (Rich Text 
Format) format by Word 4.0. Specifically, 
WriteNow displays the error message 
"Bad RTF number" and then refuses to 
translate the file. 

WriteNow 2.0 has "filters" that are sup­
posed to translate a RTF file to the 
WriteNow format. All RTF files start with 
the symbols {/rtf followed by a number. 

For earlier versions ofWord (Word 3.01, 
for example) the number was 0, so you see 
{/rtfO. However, Word 4.0 RTF files 
begin with {rtfl. Apparently, the 
WriteNow 2.0 translator checks this 
number, and if it is not what it expects, it 
refuses to translate the file. 

The fix is easy: Open the RTF file in Word 
(you must make sure that you click on the 
Do Not Interpret button), and change the 
1 to a 0; follow this procedure with a Save 
command. WriteNow 2.0 can then trans­
late the file without difficulty. 
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WRITENOW 2.2 

Generating Endnotes 
WriteNow 2.2 does not automatically 
generate endnotes, but you can use the 
footnote feature and some editing to gen­
eratethem. 

Create the document as you normally 
would, inserting footnotes into the text as 
needed (they'll appear at the bottom of 
the page). When the document is 
finished, create endnotes as follows: 

1. Choose Show Markers (Command-Y) 
from the View menu. 

2. Choose Footnote View (Command-K) 
from the View menu. 

3. Choose Select All (Command-A) from 
the Edit menu, and then choose Copy 
(Command-C). 

4. Choose Page View (Command-D) from 
the View menu. Go to the end of the doc­
ument, and click to place the insertion 
point. 

5. Choose the Insert Page Break com­
mand (Command-Shift-B) from the 
Format menu, Type the word Endnotes 
(or whatever you want), and press Return. 
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6. Use the Paste command (Command-V) 
to place the footnotes at the end of the 
document. The footnotes are unnum­
bered, but there's a footnote marker at the 
beginning of each note. 

7. Now go to the beginning of the docu­
ment, and click to place the insertion 
point. 

8. Choose Footnote View, or press 
Command-K. 

9. Choose Page View (Command-D). The 
insertion point will now be after the first 
footnote marker. 

10. Press the Delete key to delete the 
marker. 

11. Type Command-H (Superscript style) 
and then the endnote number. 

Repeat steps 8 through 11 until you've 
finished numbering all the notes in the 
text. 

12. Number all the actual endnotes at the 
end of the document. 

You can create a macro to do much of this 
for you. Just have the macro stop after step 
11. Then simply run the macro and type 
the note numbers. I 
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