



































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Command Shortcuts and Modifiers ‘ !\
L]

Format

Calculate
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Menus

® A program’ menus provide a snapshot of its commands
and features. Here are the menus for the desktop,
MacWrite, MacPaint, and Multiplan.
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I Deskiop Menus

File[:
About the Finder... Open Undo ®2
Duplicate 8D
Scrapbook Get Info 38l Cut #H
Alarm Clock Put Back Copy *®C
Note Pad Paste #U
Calculator Close Clear
Key Caps Close Al Select All %A
Control Panel Print Clean Up
Puzzle Show Clipboard Empty Trash
Eject %E Erase Disk
Set Startup

B ViacPaint Menus
K e S o

About MacPaint... New Undo 2 Grid
Open... FatBits
Scrapbook Close Cut 8H Show Page
Alarm Clock Save Copy ®C Edit Pattern
Note Pad Save As... Paste 3D Brush Shape
Calculator Revert Clear Brush Mirrors
Key Caps Print Draft Introduction
Control Panel Print Final Invert Short Cuts
Puzzle Print Catalog Fill
Quit Trace Edges 3E
Flip Horizontal
Flip Dertical
Rotate
 Font/ S | style |
Chicago 0 peimt vPlain ®P
vGeneva 2 Bold #B
New York 14 figlic |
Monaco 1@ Underline ®U
Uenice 24 Dlujtiliinle] ®0
London 36 Shadom S
Athens 48
12 vAlign Left ®L
Align Middle ¥M
Align Right ¥R
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Menus

B Muitiplan Menus

q__ | Edit 3
About Multiplan... Ne Can't Undo #2

Open... Cut #H
Scrapbook Close Copy #®8C
Alarm Clock Save Paste )
Note Pad Save fAs... Clear #B
Calculator Show Clipboard
Key Caps Page Setup... Paste and Link...
Control Panel Print... Unlink...
PUZZIB .........
Quit Paste Name...
Paste Function...
Absolute Reference T
Fill Right %R
Fill Down #D
Sort...
[ select | Format
All Cells A viGeneral Freeze Titles
Last Cell Dollar vUnfreeze Titles
Name... Percent
Link... No Decimal Set Page Break
Decimal Remove Page Break
Show Active Cell 2§ Scientific | |
Bar Graph Show Formulas
Define Name... #N vShow Ualues
Delete Name... Number 0f Decimals...
Protect Document...
Align Left 3#EF vUnprotect Document...
Align Center #0
Align Right &H Remove Cell Protection
vRestore Cell Protection

Commas

Column Width... Calculate Now ®=

vAutomatic Calculation
Manual Calculation

Iterate
vDon't Iterate

Set Completion Test
Select Completion Test
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B VacWrite Menus

KL
About Maclrite...

Chicago

vPlain Text

New Undo Typing &2

Open... ‘
Scrapbook Close Cut #H
Alarm Clock Save Copy C
Note Pad Save As... Paste L
Calculator T
Key Caps Print... Show Clipboard
Control Panel Quit
Puzzle

Insert Ruler *®P
Hide Rulers vGeneva Bold #B
Open Header New York fialic |
Open Footer Monaco Underline U
Display Headers Venice Ojultllliinfe} #0
Display Footers London Shadom %S
Set Page #... Athens Superscript $H
Insert Page Break Subscript L
Title Page

0 Peimt

10 Point

v12 Poimt

14} Poimd

18 Peint

24} Point
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Pointers

@ Have you forgotten what some pointer shape signifies?
Find out here.
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I Vac\Write Pointers

402
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Pointers

B MacPaint Pointers
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Chart
Of Fonts

@ These samples display twelve text fonts, indicate their
best-looking sizes, and illustrate how style variations

affect them.
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il nRetid Athens Athens

Hihens fftalic
Athens Bold
HBthens Fold ftalic

HithieniSEuutline
Ltinang Bold Dniling
Aithlenis s hialdeld!

Ailhang Held Hhadlgdd
ABCDEFGHIJKLITINOPORSTUVWXYZ
abcdefghijklmnopgrstuvixyz
1234567890 1@#*$% " 6*() ™~ —_+=[I\{}l;:"" .00 /7
Athens is available in an 18-point size

ARG Cairo
e fg K ¥ 3 ¥ 1 moan o s
.’/"6&3*-&19@&! rm.@ﬁl@bwmié @*'l"%
A B C D E F H | J K LM N 0O PQRS T U VY &Y 2

Jd@?’ilﬂnawm&# =t BB=md RS

1 2 34 8§ &8 7 890 = =

.?@ﬁé@?@*%‘v##

@ * $® KR E( ) - 4

«‘9 o Taf--% ol R i}
= 4 0SS I 0
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Chart of Fonts

B Chicago Chicago
Lhicage fiafic
Chicago Bold
Chicege Beld Figlic
Chicago Ountline
Chicogo Bold Ootline
Ehicago Shadad
Ehicago Bold Shadad
ABCDEFGHIJKLMNOPORSTUDIWIHY Zabecdefghi jkimnopgrstuvwryz
12345679890 !@#§% G+ () "~ ——+=[I\} 1", /7
Chicago is available in a 12-point size

B Geneva Geneva
Geneys fiefie
Geneva Bold
Geneys Bold fteific
Berneve Outline
Beneva Bold Outlins
Beneya Shaded
Beneva Bold Shadad
ABCDEFGHIJKLMNOPARST UV wWHY Zabcdefghi jkImnopgratuywyz
1234567890 1@*$8°&*() "~ —_+=[IN M}, <> /7
Geneva iz available in a 9-point size
Geneva iz available ina 10-point size
Geneva is available in a 12-point 512
Genevais avallable ina 14- pomt zZe

Geneva 15 avmldble n an 18 —poir t 5ize
Geneva in a 24-point size
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B London Mnaou
Bopdony Fralie
London Bold
Eopoon Held Figiie
Touden Gutlins
THOTOwm @ illine
Toaden ShHaved
ARLCDBEFEDHITRLMNOPARSTUVPIWXBZ
abedefghiikRImuopgrsiublovys 1234567890
1@#§%0&*() 00 -_+=[ N\O:,.00/?
Tondon s abailable in anl8-point sise

B Los Angeles Los Angeles
LR ANGESES AT
Los Angeles Bold
Loz .-4’:?;.-.?/.95‘ .-ﬁa.-’a’ SRzl e

ies 4 @@M
ABCOEFGH ITKLMNOPGRSTUVW XY Zabedefghi jkimnopgrstuvin xiyz
1234567890 1@# 3283 () ~ —+={ N}, /7
Los Angeles Is avaitable in a 12-point size

Los Angeles in a 24-point
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Chart of Fonts

B MVonaco Monaco

HMongee ftalie
Honaco Bold
Honocecoe Fald Ftegirie

fleneee Owtline
[loneee Beld Dotline

lonace Bhaded
lonaee Bold Shaded

RECOEFGHIJKLMNOPQRSTUUNRY Zabedefghi jk Imnopgrst uvwxyz
1234567690 !l@#$E R*() "~ —_+=[1N{}];:'", <> /7

Monaco is auailable in a 9-point size
Monaco is auailable in a 12-point size

B New York New York
New Fork 7figife
New York Bold
New Fork Bold Fialic

Tew Terk Ouiliae
Teww Tork Beld Cuiine
Heow Tork Shaded

Liew7 o S:hlad'ed
ABCDEFGHIJKLMNOPQRSTUV WXTZabcdefghijklmnopgrstuvwiyz
123456?690 l@#$%ﬁ&*() s —_+=[]'\\‘{}|;:"'J.<>.‘,"'?

MNew York iz available it a 9-point zize
New York iz available in a 10-point size

New York is available in a 12-point size
New York is available in a | 4-point size

New York is available in an 18-point size
New York in a 24-point size

New York 36-point
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B san Francisco Can Franﬂisl}ﬁ
Bing Frangisee Ifa/ip
San FraneiSeo Bold
Ean Franeitee Bold Ifajlig
Bam Franeiise gt line
Bam Francibsoe Dold 0ntline
Bamn Franaifoo @hadgd
Bam Franeiizo Doelld ahadea
AB[DEFGHIJKLMNIPOQRBIJVWXYZ
abedefghijk|mnopqrit prwxyz
1204567890 le=$z006*() O -_+=[1\[}];:",.<>/?
Gan Franeiieo id arailable in an 18-point dize

B scattle Seqttle
Seaglile Iigiic
Seattle Bold
Segllie Fold fiaglic
feattle Outline
Seattie Bold Ontline
8eattilc Shacad
Seattlc Bold Shadad
ABCOEFGHIJELMMNOPQRSTUYW Y Zabodefghijklmnopgrstuwwxys
1234567890 1@#3L &x( ) *™ —_+=[]N J3', . <047
Seattle is available in a 10-point size
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Chart of Fonts

B Toronto Toronto
Foronio 7lagiic
Toronto Bold
JToronio Bold Jtaiic
Terente Cutline
TEFrERE® Crualiie
Torente Bhadesd
TEOFrORE®
ABCDEFGHIJKLINMNOPQRITUVW XY Zabcdefghi jklrnnopgr
stuvwzyz 1234567890 1@FFE"E*() ™ —_+=[1N13:", /47

Toronto iz available in a 9-point aize
Torenio is available ina | O-point gize

Toronto is available in a 1Z2-point size
Toronto is available in a 14-point size
Toronto available in an 18-point size

Teronto in a Z4-point
B Venice Venice

Yepice Ttalic
Venice Bold
Yernice Bold 1talic
Penice Ouiline
Denice!
Penics Shackes
enice

ABCDEFGHTJKLMNOPQRSTUVIWXYZ
abcdefghijkRlmnopgrsturixyz

12345678090 10#$R & *() * —_+=[I\{};:'",.<>/?
Venice is available in a 14—-point size
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Multiplan
Functions

® Check this list of built-in Multiplan functions for
the values you must supply when you use a
function in a formula.

A function is a built-in mathematical or statistical
operation that Multiplan can perform using one or
more values you specify. There are functions for
mathematic and trigonometric calculation, logical
evaluation, text extraction and creation, and for
creating values in other ways. Some functions per-
form calculations that can’t be done with arithmetic
operators alone, and some convert one type of
value into another.
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Fach function starts with its name. After the name are the
values the function operates on, called arguments, enclosed in
parentheses and separated by commas. Some functions have one
argument, some have more. Even if a function doesn’t use argu-
ments, the parentheses must be included. A function can use
another function as an argument, that argument can use another
function as an argument, and so on. This nesting of functions
can go to as many as seven levels in one formula.

There are several different types of arguments. This directory
uses words in parentheses to represent arguments as follows:

Number:

A number, a formula that yields a number, or

a reference to a cell containing a number or a formula

that yields a number.

List:
rated by commas.

Text:

A list of numbers, formulas, or references sepa-

Text, a formula that yields text, or a reference to a

cell containing text or a formula that yields text.

Value:

Any type of value: a number, text string, error

value, logical value, or a reference to a cell containing

any of these.

B Mathematic Functions

ABS(number)
AVERAGE(list)
COUNT(list)
EXP(number)
INT(number)
LN(number)
LOGI10(number)
MAX(list)
MIN(list)

MOD(number to divide,
number to divide by)

NPV(rate,list)

ROUND(number, number
of digits)

SIGN(number)

SQRT(number)

STDEV(list)

SUM(list)

Absolute value of a number

Average of the values in the list
Counts the number of items in the list
Exponentiation

Integer portion of a number
Logarithm, natural

Logarithm, base 10

Maximum value in list

Minimum value in list

Remainder after division

Net present value of list at rate
Rounds a number to number of digits

Sign of a number (1 positive, — 1 negative)
Square root
Standard deviation

Sum of numbers in hst
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Muitiplan Functions

B Trigonometric Functions

ATAN(number)
COS(number)
SIN(number)
TAN(number)

I Logical Functions

IF(logical expression, value it
true, value if false)

AND(list)

NOT(logical expression)
OR(list)

ISERROR (value)
ISNA(value)

FALSE()

TRUE()

B Text Functions

DOLLAR(number)

FIXED(number, decimals)

LEN(text)

MID(text, start-position,
number of characters)

REPT(text, number of
times)

VALUE(text)

B Other Functions

COLUMN()

ROW()

INDEX(area, subscripts)
LOOKUP(number, table)
DELTA()

ITERCNT()

NA()

PI()

Arctangent
Cosine
Sine
Tangent

Chooses which value to give depending on
the logical value of an expression

True if all values in list are true

True if false, False if true

True if any value in list is true

True if value is any error value

True if value is #N/A

False {logical value)

True (logical value)

Dollar represenrarion of a number
Fixed format of a number
Length of text

Extracts characters from a text value
Repeats text number of times

Changes text value to number

Column number

Row number

Gets a value from area located by subscripts
Looks up a value in a table

Maximum change between iterations
Iteration count

#N/A (error value)

The constant 3.141592653589
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Optimal
Use of
Disks

@ Use the Font Mover program to adjust the amount of
space available on a disk by adding or removing fonts
and font sizes.

Every disk starts out with 409,600 bytes of space
available, or 400K for short. Disk space is measured
in individual bytes or in K, where one K equals 1,024
bytes. One byte will store a single character, a few
dots on a drawing, or some similarly small piece of
information.
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B How Many K Does It Need?

The System Folder and the five or six documents it contains—
System, Finder, Imagewriter (Multiplan and MacWrite only),
Note Pad File, Clipboard File, and Scrapbook File—occupy at
least 140K. They can take up 250K or more, depending on the
number of clippings in the Scrapbook and the number of fonts
and font sizes in the System document.

The MacWrite application program accounts for 55K, the Mac-
Paint application program for 61K, and the Multiplan application
program for 92K. Using MacPaint requires between 40K and
100K for a scratchpad area, and MacWrite and Multiplan may
need more than 30K in order to print a document.

The size of a document varies greatly depending on what it
contains. A typical letter done with MacWrite takes about 5K,
an average MacPaint drawing occupies about 20K, and a one-
page Multiplan worksheet uses about 5K.

A single disk would need 600K for the System Folder, all three
application programs, and the workspace to use them; adding an
assortment of documents would require even more.

B What Should You Put Where?

Clearly, separate disks for each application are in order. To
minimize disk swapping, every disk that has an application on
it should also have the System and Finder documents from the
System Folder. Applications rely on the Finder to open and save
documents, so it must be present. The System document is just
as important, since it has all the information on how to display
characters. In addition, the Imagewriter document must be
present in order to print MacWrite and Muluplan documents.

Ideally, the application disk should contain the document you
are working on, though this is not always possible. Eventually,
you will create so many documents for an application that they
simply will not all fit on the application disk. You will have to
save the overflow documents on some other disk. Overflow
disks will hold many more documents if they do not contain
the application, Finder document, or System document.

418



Optimal Use of Disks

MacWrite, MacPaint, Multiplan, and most other applications
will let you work with a document from any disk, whether it is
another application disk or a documents-only disk. If the docu-
ment is on a disk not currently inserted, you are prompted to
swap disks to open the document and swap again to save your
changes to it.

One way to free up space on an application disk for your
documents is to remove some of the fonts that you rarely use
and store them on a different disk.

B Fonts and Font Mover

The System document, which is usually located in the System
Folder, contains the specifications for the various text fonts avail-
able to an application program. There may be different versions
of a font present for different font sizes. The tables in Figures 11,
12, and 13 list the optional fonts in the Fonts document on the
System disk, and all the fonts and font sizes available on stan-
dard Write/Paint, System, and Multiplan disks.

® Figure 11. Disk space require-
ments for Fonts document on the
System disk
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@ Figure 12. Disk space require-
ments for System-document
fonts on Write/Paint and
System disks

© Figure 13. Disk space require-
ments for System-document fonts
on Multiplan disk
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Optimal Use of Disks

The Font Mover application lets you selectively remove fonts

and font sizes from the System document and store them in a
document named Fonts. You can also use Font Mover to add
fonts to the System document from the Fonts document.

Larger font sizes take more disk space than smaller ones, but
don’t rush off and delete the larger sizes to gain disk space. Even
if you don’t use the larger sizes directly, you need them for best
results with high-quality printing of MacWrite and Multiplan
documents. The best-looking high-quality print is obtained by
condensing a font size that is double the size to be printed. For
example, the best-quality 12-point New York is obtained if
24-point New York is available for use in the System document.

MacWrite, MacPaint, and Multiplan all adjust automatically

for changes in font and font-size availability. The Font menu in
MacWrite and MacPaint lists each available font. The MacWrkite
Style and MacPaint FontSize menus use outlined text to identify
which font sizes are present. Multiplan uses a fixed set of fonts
and font sizes. It ignores any you add and substitutes for any
you remove.

You can even remove a font size that you have already used in a
document. When you reopen the document and the Macintosh
finds out it needs to use a font size that’s no longer in the System
document, it shrinks or enlarges the closest available size. Some
coarseness results. If you use a font in a document and later re-
move that font altogether from the System document, the Mac-
intosh substitutes another font when you reopen the document.
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Starting Font Mover

Font Mover must be on the same disk as the System document
in which you want to change fonts or font sizes. If you plan to

add fonts or font sizes, the Fonts document that contains them

must also be on the same disk. To achieve this, you may have to

copy the Font Mover application and Fonts document by drag-
ging their icons from the System Disk or another disk.

Warning: Never use Font Mover on the original System or appli-
cation disk, only on copies. It is possible to accidentally and perma-
nently remove a font from a disk. If that happens, you may have
to copy the entire System document from another disk.

Font Mover

in System file in Fonts file

Geneva-10

*Geneva-12 San Francisco-18

Geneva-14 Toronto- 9

Geneva-18 | Quit | Toronto-12

Athens-18 Help_ ) ] [ Cairo-18

*Chicago-12 Los Angeles-12 | |

*Geneva- 9 Los Angeles-24

New York-36

Name:
Point size:
Disk Space:

* required for system

Font Mover application icon or
the Fonts document icon.

@ 7o start Font Mover, open the @ Font Mowver @

@ A, Fonts v

If the Font Mover application icon is dimmed, it means the
Font Mover program resides on a disk you inserted some time
ago but ejected. When you open the dimmed icon to start the
application, a dialog box appears telling you to switch disks.
Insert the disk it names so that the Finder can locate the Font
Mover program.
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Optimal Use of Disks

The Font Mover Desktop

Starting Font Mover clears the desktop. The directory window
vanishes along with the disk icon, the Trash icon, and any open
windows. The menu bar 1s erased and replaced briefly by the
name of the application, Font Mover. The pointer assumes a
wristwatch shape, letting you know you must wait while the
Finder transfers the Font Mover program from disk to memory.
About 25 seconds after opening the Font Mover application
icon, the desktop assumes the standard look for Font Mover.

The Font Mover desktop has no menu bar or conventional
windows. Instead, it has a single, large dialog box, which con-
tains two windows, four buttons, and a font-description area.

The window on the left lists the fonts and font sizes in the
System document, and the window on the right lists the fonts
and font sizes in the Fonts document. If there is no Fonts docu-
ment on the disk, the right window is empty. Each window

lists up to seven font sizes at a time. If there are more than seven
font sizes, a scroll bar lets you scroll more font sizes into view.

Removing Fonts from the System Document

Before removing fonts from the System document (left win-
dow), you should copy them to the Fonts document (right
window). That way you can change your mind later and move
fonts back from the Fonts document to the System document.
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—

in System file

Font Mover
in Fonts file

Geneva-18
Geneva-20
Geneva-24

Help Cairo-18
Los Angeles-12 | |

Los Angeles-24

London-18 New York-36
*Monaco- 9 San Francisco-18
Monaco-12 Toronto- 9

New York- 9 Quit Toronto-12
Name: London

Point size: 18 Sample

Disk Space: 3268 bytes

* required for system use

@ scroll the font size you wish to

remove into view and select it

by clicking it.

Select a group of fonts by pointing at the first one, pressing the
mouse button, and dragging the pointer down the list. Add to a
selection by holding down the Shift key while you click the
name of another font size.

As you select font sizes to be copied, their names are high-
lighted in the window. If you select a single font, some sample
text appears along with the amount of disk space the font occu-
pies. A multiple-font selection shows only the total disk space
that all the selected fonts use.

If the Fonts window is empty, a new Fonts document is created
to store the fonts that you copy from the System document.
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Optimal Use of Disks

Font Mover
in System file

in Fonts file

Geneva-18
Geneva-20
Geneva-24

Help

London-18
Los Angeles-12
Los Angeles-24 | |

London-18 New York-36
*Monaco- 9 San Francisco-18

Monaco-12 Toronto- 9

New York- 9 Quit Toronto-12

Name: London

Point size: 18 Sample

Disk Space: 3268 bytes

* required for system use

@ Afier selecting the font or
fonts to copy, first click the
Copy button and then click
the Remove button.

Clicking the Copy button copies the fonts you have selected
from the System document to the Fonts document. Be abso-
lutely sure the fonts that are highlighted in the System-document
window also appear in the Fonts-document window before

you click the Remove button. Font Mover has no Undo com-
mand to cancel a mistake.

Adding Fonts to the System Document

You add font sizes to the System document by selecting them
in the Fonts window and clicking the copy button. There is gen-
erally no need to remove them from the Fonts document.
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Font Mover

in System file in Fonts file
Geneva-18 Help | New York-36
Geneva-20 San Francisco-18
Geneva-24 m Toronto- 9
*Monaco- 9 Toronto-12
Monaco-12 Toronto-14
New York- 9 Toronto-18
New York-10 Ouit Toronto-24

Total space: 58190 bytes

|| * required for system use

@ 11 the Fonts window, select the
font sizes to be added to the Sys-
tem document. Then click the
Copy button.

After copying, the font-size names appear in both windows.

Quitting Font Mover

To quit and return to the directory window, click the Quit
button. A message appears advising you that it may take a min-
ute or so to rearrange the System and Fonts documents. When
you are returned to the directory window, drag the Fonts docu-
ment to another disk for safekeeping.
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Index

A

About the Finder. . ., 18
Absolute reference, 228
convertng to, 237-39
Absolute Reference command, 239
Accents, typing, 334
Active cell, 214
Active window, 12
Adjusted Net Worth formula, 247
Ahead of/Behind Inflation formula, 249-50
Alarm Clock, 20-21
Alert boxes, 17, 62
Align Right command, 173
Apple menu, 17-26, 82. See also Desk accessories
About the Finder. . ., 18
flashing apple, 21
Applications, 27. See also MacPaint; MacWrite;
Multiplan
duplicate names, 47
locking, 50
removing, 62
start-up, 64
transferring information between, 29
Arranging Furniture project, 330-33
Arrow pointer, 34, 35, 402, 403
Automatic Caleulation command, 267

Backspace key
in MacPaint, 174, 217
shortcut for Clear, 42
Backup disks, 65
Bar Graph format, 222, 223, 304
Bernini’s Wine Shop Circular project, 298-300
Bob and Ray’s Flier project, 284-85
Brush, 157
Budget worksheet, 322-25
Bullets, typing, 95

C

Calculate menu, 211

Automatic Calculation, 267

Calculate Now, 267, 350

Iterate, 360

Manual Calculation, 267

Set Completion Test, 349, 360
Calculate Now command, 267, 350
Calculator, 22-23, 31-34

copying information from, 29-34

cutting information from, 32
Calendar, Alarm Clock, 20
Cancel button, Multiplan, 215, 219, 256, 276
Caps Lock key, 23, 52

Cells, 213
absolute reference, 228
active, 214
entering contents of, 214, 215
highlighted, 214
naming, 229, 240-43
protecting, 252-54
relative reference, 228
removing protection, 252
selecting, 213-14
selecting groups of, 221-22
sewting format for, 222
specifying range of, 231-34
Change All button, 103
Change. . . command, 102-03
Change formula, 244-45
Change, Then Find button, 103
Clean Up command, 47
Clear command, 42
Clicking, 7
on icon, 7, 47
Clipboard, 30, 33
cutting information to, 32
Multiplan, 236
replacing information in, 33
with different applications, 193-197
Clock
Alarm, 20-21
Control Panel, 24
Close All command, 29
Close box, 16, 83, 155, 211
Close command, 13, 127
shortcut for, 16
Colon in Multiplan formula, 232
Columns, worksheet, 212
changing width of, 219-20, 226
Column Width. . . command, 226
selecting entire, 224
Column Width. . . command, 226
Command key, 10
shorteuts, 385-95
Commands. See also individual command names
canceling with Undo, 32
choosing from menu, 9
Command-E, shorteut, 10
highlighted, 10
menus, 8
Commas option, 222, 224
Comments box, 49
Completion test formula, 349-50, 359-60
Constants, 228
Control Panel, 24-25
Copy-and-paste, 29-34
Copy command, 31, 43
MacPaint, 182, 184
Copying, 65-70
applications, 65-68
berween disks, 65-70
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Copying (continued)
disks, 68-70
documents, 65-68
folders, 65-68

Copy protection, 70

Cross-hairs pointer, 163

Cross-shaped pointer, 213

Current cell, 214

Current Net Worth formula, 240-44

Cut-and-paste, 29-34

Cut command, 32, 42, 43
MacWrite, 90
shortcut for, 42

D

Date, setung, 20, 21
in MacWrite header/footer window, 133
in Multiplan header/footer, 273
Decimal formar, 222, 223-24
Decimal tab, 84, 106
Define Name. . . command, 241-42, 335
Desk accessories, 17-26
Alarm Clock, 20-21
Calcularor, 22-23, 29-34
Control Panel, 24-25
Key Caps, 23, 95
Note Pad, 22, 29-34
Puzzle, 25-26
Serapbook, 19
Desktop, 5
background pattern, 25
MacPaint, 154-58
MacWrite, 81-83
Multiplan, 211-12
putting icons on, 59
removing icons from, 61-62
Diacritical marks, typing, 334
Dialog boxes, 17, 97
Dimmed commands, 9
Dinah’s Diner project, 320-21
Directory window; 11
alternate views of, 50-51
copying information to, 67-68
printing, 51-52
printing from, 144-45, 275-76
returning to, 126, 194, 257
Disk Copy program, 69-70
Disk drive, external, 59, 128, 260
Disks
alternate views of contents, 50
backup, 63
copying between, 63-70
copying entire, 68-70
duplicate names, 47
ejecting, 10, 26
erasing, 63
initializing (or formatting), 62-63
locking, 50

Disks (continned)
moving information berween, 63-70
naming, 46, 47, 63
nonstart-up disk, 64
opening icon, 10-11
optimal use of, 417-26
start-up, 6l, 64
using multiple, 59-61
Display Footers command, 135-36
Display Headers command, 135-36
Documents, 28
duplicate names, 47
locking, 50
naming, 97
opening existing, 126-28
opening new, 145
printing, 141-45
printing from directory window, 144-45
removing, 62
saving existing, 103-04
saving new, 96-98
Document window,
MacPain, 155, 177, 184
MacWrite, 83-84
Multiplan, 211-12
Dollar formar, 222, 223-25
Double-clicking, 11
to select cell reference, 238
to select word, 40
setting interval, 25
Dr. Ruth Lessing Advertisement project, 318-19
Draft-quality printing, 143, 274-75
effect on MacPaint pictures, 201
Dragging, 6, 7
Drawing window, MacPaint, 155
moving, 177, 184
Drive button, 97, 128, 172
Duplicate command, 53-54
Duplicating objects in MacPaint, 164-65, 284, 290

Early-Payoff Analysis worksheet, 348-53
Easy Deal Dave Advertisement project, 300-02
E-Command

shorteut, 10
Editing, text, 34-43
Edit menu, desktop

Clear, 42

Copy, 31, 43

Cu, 32, 42, 43

Paste, 31, 43

Show Clipboard, 30

Undo, 32
Edit menu, MacPaint, 155

Fill, 290

Invert, 320, 344

Trace Edges, 318, 344

Undo, 167
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Edit menu, MacWrite, 82
Cur, 90

Edit menu, Multiplan, 211
Absolute Reference, 239
Copy, 236
Fill Down, 310-11, 322
Fill Right, 322

Paste, 237

Paste Funcuon. . ., 231
Paste Name. .., 243
Sort, 305

Undo Sort, 293

Edit Pattern command, 179

Eject button, 97

Eject command, 10, 26
dimmed, 26
Empty Folder icon, 53
Empty Trash command, 9, 62
Enlarging objects in MacPaint, 185-86
Enter key, 218, 234-35
Entire Document button, 97, 98
Equal sign in Multiplan formula, 227, 243
Erase Disk command, 63
Eraser, 157, 190
External disk drive, 59, 128, 260

F

FatBits, 167-70, 290
entering, 168-69
quitting, 169

Fee Analysis worksheet, 286-89

File menu, desktop
Close, 13
Close All, 29
Duplicate, 53-54
Get Info, 48-49
Open, 10-11

File menu, MacPaint, 155
Open..., 192
Save, 172, 192
Save As. .., 172,192

File menu, MacWrite, 82
Close, 127
New, 145
Open. . ., 104, 126-28
Page Setup, 142-43
Print. . ., 14345
Quir, 126
Save, 97, 104
Save As..., 97, 104

File menu, Multiplan, 211
Get Info, 257
New, 276-77
Open. ..., 259
Page Setup. . ., 271
Print. . ., 274-75
Quit, 257
Save, 256
Save As. .., 218, 260-61

Files, 67
Fill command, 290
Fill Down command, 310-11
Filled shapes, MacPaint, 157
Fill Right command, 322
Find. . . command, 99-101, 316
Finder, 18, 45, 51, 64, 418
duplicate name rules, 47, 97
Mini-, 127-28
Flashing Apple logo, 21
Flashing vertical line, 36
Flip Vertical command, 344
Folders, 5, 6, 52-56
closing, 56
copying, 65
creating new, 53
duplicate names, 47
locking, 50
opening, 55
putting icons in, 55-56
removing, 62
Font menu
MacPaint, 155, 160, 162, 173
MacWrite, 83, 111-12
Font Mover program, 330, 417, 419-26
Fonts
chart of, 405-11
disk space used by, 419-20
document, 421-26
moving to another disk, 419-26
FontSize menu, 155, 160-62, 173
shorteuts, 162
Footers, MacWrite, 128-36
contents of, 130-32
formatting rulers in, 129-30
hiding, 134-36
icons, 132-33
suppressing in title page, 139-40
viewing in document, 133-34
Footers, Multiplan, 272-73
Footnotes, 121-24
Format menu, MacWrite, 82
Display Footers, 135-36
Display Headers, 135-36
Hide Rulers, 125-26
Insert Page Break, 137, 139
Insert Ruler, 92-93, 105, 139
Open Footer, 129
Open Header, 129
Remove Footers, 135
Remove Headers, 135
Set Page #..., 133
Show Rulers, 125
Title Page, 140
Format menu, Multiplan, 211, 221-23
Align Center, 221
Bar Graph, 222, 223
Column Width, 226
Commas, 222, 224
Decimal, 222, 223
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Format menu, Multiplan (continued)
Dollar, 222, 223-25
formatting multiple cells, 221-22
formarting numeric values, 222-25
General, 222, 223
No Decimal, 222, 223
Percent, 222, 223, 225
Scientific, 222, 223
Formatting disks, 62-63
Formatting ruler, 83-84, 335
default setting, 91
in header and footer windows, 129-30
hiding, 124-25
inserting, 92-93
inserting in tables, 105
Formula bar, 214-15
location of selected cell, 215
Formulas, Multiplan, 227-29
Adjusted Net Worth, 247
Ahead of/Behind Inflation, 249-50
Change, 244
colon in, 232
completion test, 350, 359
constants, 228
copying, 236-37
correcting and changing, 250
Current Net Worth, 240-44
editing, 250
entering, 234-35
equal sign in, 227, 243
functions, 228
order of operations, 227
pasting, 237
Rate of Change, 245-47
recalculating, 264
Total Assets, 229-35
Total Liabilities, 235-40
Free-form shapes, MacPaint, 157
Functions, 228. See also individual function names
pasting, 230-31
summary, 413-15

G

General formar, 222, 223
Geneva font, 111
Get Info command, 48-49
comments box, 49
Locked box, 257
Get-Well Card project, 342-43
Goodies menu, 155
Edit Pattern, 179
FatBits, 167-70
Grid, 186-89
Introduction, 156
Show Page, 175-76
Grabber, 157

Gray commands, 9

Gnid, 178-79
MacPaint, 186-89
Multiplan, 254, 271

H

Headers, MacWrite, 128-36
contents of, 130-32
formatting rulers in, 129-30
hiding, 134-36
icons, 132-33
suppressing in title page, 139-40
viewing in document, 133-34
Headers, Multiplan, 134-36
Headings, inserting, 138
Hide Rulers command, 125-26, 130
Highlighting, 7, 40
High-quality printing, 144, 201, 275
Hollow shapes, MacPaint, 157

I-beam pointer, 34-36, 159, 217
Icons, 5-6

dimmed, 10, 60

disk, 6

dragging, 6, 7, 56

file folders, 6

gray, 10, 60

highlighted, 7

hollow, 10, 60

information about, 48

locking, 48, 50

MacPaint tools, 157

in MacWrite footer window, 132-33

in MacWrite header window, 132-33

naming, 46-47

opening, 10-11

opening dimmed, 60

putting in folders, 55-56

putting on desktop, 59

removing from desktop, 59, 61

selecting, 7, 47

selecting group of, 57-58
Imagewriter Select lamp, 142, 268
Indentation, setting, 83, 91-96

hanging indentation, 92, 93
I[nformation window, 18, 49
[nitalizing disks, 62-63
Insertion point, text, 36, 37

movement restrictions, 37
Insert Page Break command, 137, 139
Insert Ruler command, 92-93, 105, 139
INT function, 287
Introduction option, Goodies menu, 156
Invert command, 320, 344
Investment Analysis worksheet, 356-64
Irregular shapes, MacPaint, 157, 179-80, 191
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ISNA( ) function, 359

[terate command, 349, 360
Iteration, 349, 359-60
ITERCNTY( ) function, 350, 359

J

Justified text, selecting, 84

K

Key Caps, 23, 95, 300
Keystroke repeat feature, 24, 118

L

Landscaping project, 328-30
Lasso, 157, 182

using when copying to Clipboard, 192
Leuterhead, 149-50, 152-53
Line spacing, MacWiite, 83, 84
Line-thickness control panel, 158, 179
Line tool, MacPaint, 157
Locked disks, 50
Locked icons, 48, 50
LOOKUP function, 292-93, 305

MacPaint, 28
background, 174, 179-80, 190
copying drawings to Clipboard, 182, 184
copying drawings to MacWkrite, 193, 195-99
creating separate disk for, 70-71
desktop, 154-58
dimmed icon, 154
drawing size, 155
drawing window, 155
duplicating objects, 164-65, 195-99
enlarging abjects, 185-86
letterhead 149-50, 152-53
letterhead logo, 159-67
menu bar, 155
pattern palette, 158
pointer shapes, 158
quitting, 194
starting, 151
tools, 156-57
typing text in, 159-62
MacWrite, 28
creating regular paragraphs, 87
creating separate disk for, 70-71
desktop, 81-83
dimmed icon, §1-82
document window, 83-84
formatting ruler, 83-84, 91-93, 105, 124-25

MacWrite (continued )
indented lists, 84, 93-95
menu bar, 82-83
moving MacPaint picture in, 197-98
pasting MacPaint picture into, 195-99
printing document, 141-45
quitting, 125-26
sample report, 77-80
scrolling a document, 83
starting, 81-82, 195
Manual Calculation command, 267
Maps, sample, 290-91, 344-45
Margins, MacWrite
adjusting, 117
bottom, 128-36
default, 91
justified, 84, 91
ragged right, 95
setting, 83, 93-94
top, 128-36
Margins, Multiplan, 273-74
Menu bar, 9
MacPaint, 82-83
MacWrite, 155
Multiplan, 211
Menus, 8. See also individual menu names
choosing commands from, 9
dimmed commands in, 9
menu bar, 9
summary, 397-400
viewing, 8-9
Mini-Finder, 127-28, 258-60
Mouse, 6
button, 6
clicking, 7
double-clicking, 11
dragging icons with, 6
Mr. Earl’s Club Announcement project, 302-03
Multiplan, 28. See also Worksheet, Multiplan
copy-protected, 70
desktop, 211-12
dimmed icon, 210
formulas, 227-29
Master disk, 70, 210
menu bar, 211
operators, 227
pointer shapes, 212, 402
security check, 210
starting, 207, 210
worksheet window, 211-12
Multiple windows, 12

Names, duplicate, 47, 97, 219
Net worth, 206
New command
MacWrite, 145
Multplan, 276-77
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No Decimal format, 222, 223
Normal format, Multiplan, 218-19
Note Pad, 22, 31-34, 36
pasting information into, 29-34
turning pages in, 34, 37

Numeric values, formatting in Multiplan, 222-25

(0

Open command, 10-11

MacPaint, 192

MacWrite, 104, 126-28

Multiplan, 259

shortcut for, 11
Open Footer command, 129
Open Header command, 129
Opening documents, 126-28
Operators, Multiplan, 227
Option key, 23, 95

use in MacPaint, 164-65, 170, 186
Options menu, 211

Protect Document. . ., 252

Remove Cell Protection, 252, 254

Restore Cell Protection, 254

Set Page Break, 251-52

Unprotect Document. . ., 255, 261
Orientation, printing, 143, 272

effect on MacPaint pictures, 201
Ovals, MacPaint, 157

P

Page breaks
in MacWrite, 123-24, 136-38
in Multiplan, 251-52
Page number
in MacWrite, 132-33
in Mulitplan, 273
Page Setup command, 142--3
Multiplan, 271
Paint can, 157, 166-67
Paper size, 142, 271-72
Paragraphs
combining adjacent, 90
length of, 88
re-forming, 88-89
regular, 87
setting indentation, 83
Password, 252, 255
Paste command, 31, 43
MacPaint, 185
multiple pastes, 33
shorteur, 217
Paste Function. .. command, 231
Paste Name. .. command, 243
Patterns, MacPaint

creating custom, 158, 178-79, 290, 330

filling areas with, 165-67, 284

Patterns, MacPaint (continued)
pattern palette, 158
selecting, 158
Pencil, 157
in FatBits, 170
Percent format, 222, 223, 225
Phone Directory project, 316-17
Phyllis Tien Map project, 290-91
Pointers, 6, 401-03
Text, 34
Pointer shapes, 158
Point size, 111, 160, 173
Print. .. command
MacWrite, 143-5
Multiplan, 274-75
Printing
directory window, 51-52
draft quality, 143, 201, 274
entire screen, 52
from directory window, 144-5
high quality, 144, 201, 275
interrupting, 144
options, 143-4, 274-75
orientation, 143, 272
paper size, 142, 271-72
standard quality, 144, 201, 275
worksheets, 268-76, 306, 322

Protect Document. . . command, 252, 292

Prototype worksheet, copying, 260-61
Puzzle, 25-26

Q

Quit command, 126, 194, 256-57

R

Range of cells, specifying, 231-34

Rate of Change formula, 245-47

Rectangles, MacPaint, 157
erasing with, 190-91

Relative reference, 228

Remove Cell Protection command, 252, 254, 349

Remove Footers command, 135-36
Remove Headers command, 135-36
Report

formatting, 75-104

printing, 141-45
Restore Cell Protection command, 254
Return key, 115

effect of in Multiplan worksheet, 213-14,

215, 218
Return character, 87-90
when to press in MacWrite, 38
Rounded-corner rectangle, 157
ROUND function, 287
Rounding, 222, 287
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Rows, worksheet, 212
inserting, 261-63
removing, 263-64
Ruler. See Formatting ruler
Rules, drawing in MacWrite, 117-18
Running heads, 272-73. Se¢ also Footers and
Headers

S

Sales-Commission Schedule worksheet, 292-97
Save As. .. command
MacPaint, 172, 192
MacWrite, 97-98, 104
Multiplan, 218-19, 260-61
Save command
MacPaint, 172,192
MacWnite, 97-98, 104
Multplan, 256
Scientific format, 222, 223
Serapbook, 19
pasting MacPaint documents into, 196
Scroll bar, 14-16, 83
Scroll box, 16
Search menu, 82, 99-103
Change. . ., 102-03
Find..., 99-101, 316
Selecting, 7
cells, 213-14, 221-22
objects in MacPaint, 162-63
text, 38-42
Selection rectangle, 157, 162-63
canceling, 163
duplicating objects with, 164-65
Select lamp, Imagewriter, 142, 268
Select menu, 211
Define Name. . ., 241-42
Set Completion Test command, 349, 360
Set Page Break command, 251-52
Set Page #. .. command, 133
Set Startup command, 64
Shift key, 23
changing size of text selection, 42
constraining movement in MacPaint, 164
selecting group of icons, 58
Shoe-Store Budget worksheet, 322-25
Shortcuts, 10, 385-95
Show Clipboard command, 30
Show Page command, 175-77
Show Rulers command, 125, 130
Size box, 14
Special menu
Clean Up, 47
Empty Trash, 62
Erase Disk, 63
Set Startup, 64
Split box, 212
Splitting worksheet window, 212, 264-65
Spray can, 157

Spreadsheet. See Worksheet, Multiplan
Sort command, 305-06
Standard-quality printing, 144, 201, 275
Start-up application, 64
Start-up disk, 61, 64
creating, 65
Stock-Performance Analysis worksheet, 304-10
Style menu, MacPaint, 155, 160-62
Align Right, 173
Style menu, MacWrite, 83, 111-13
Plain Text, 113
Superseript, 122
Superscript command, 122
SYLK format, 218-19
System Disk, 5, 64
System document, 64, 418
System Folder, 418

-

Tab key, 108, 109, 115-16
effect of in Multiplan worksheet, 213-14
Tab character, 115
Tab wells, 84, 106
Tables, creating, 105-25
column headings, 106
footnotes, 121-24
harizental rules, 117-18
tabs, 106-10
title, 119-21
Tabs
adjusting, 117
decimal, 84, 106
preset, 109
removing, 109-10
setting, 83, 84, 106-09
Tall orientation, 143, 272
effect on MacPaint pictures, 201
Tall Adjusted orientation, 143, 272
effect on MacPaint pictures, 201
Text
canceling selection, 41
changing attributes, 111-13, 160-62
copying, 43
correcting, 98
deleting, 42
editing, 34-43
in MacPaint, 157, 159-62
in Multiplan, 217-18
entry pointer, 34-36
finding selections, 98-99
formarting in Multiplan, 221-22
highlighted, 40
inserting, 36-39
moving, 43
removing, 42
replacing, 43
reviewing, 98
searching through, 98-99
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Text (continued)
selecting, 38-42
setting attributes, 111-13, 160-62
Text, MacPaint, 157, 159-62
differences from MacWrrite text editing, 160
setting attributes, 160-62
Text Only button, 97, 98
Text pointer, 34-36
Time
in header/footer, 133, 273
setung, 20, 21, 24
Time icon, header/footer window, 132-33
Title page, inserting, 139-41
Tool rack, MacPaint, 156-57
Total Assets formula, 229-35
Total Liabilities formula, 235-40
Trace Edges command, 318, 344
Transparent paint, 284
Trash can icon
alert box, 62
emptying trash, 62
placing disk icons in, 61-62
viewing contents of, 62
Travel and Entertainment Account
worksheet, 310-15
Triangles, formatting ruler, 83
Typeface, changing, 111-12, 160-62

U

Undo command, 32, 167, 189
exceptions, 32
shortcut, 167, 217
Undo Sort command, 293
Unprotect Document. . . command, 255, 261

Vv

Vertical line pointer, 36
View menu, 51

W

Wide orientation, 143, 201, 272
Windows, 10
active, 12
bringing to front, 12
closing, 13-14, 16
directory, 11
dragging, 13

MacPaint drawing, 155, 177, 184

MacWrite document, 83-84
Multiplan worksheet, 211-12
multiple, 12

opening, 10-11

overlapping, 12

resizing, 14, 15

scrolling, 14-16

Wine-Cellar Inventory project, 333-41

Word, selecting, 40

Word processors, 76

Word wrap, 38

Worksheet, Multiplan
Cancel button, 215
cells, 213, 221-22
centering column headings, 221
columns, 212
entering amounts, 266-67
entering descriptions, 216
formatting, 221-26
formula bar, 214-15
naming, 219
opening existing, 258
pasting names into, 243
printing, 268-76
protecting, 252-54
prototype, 215-68
quitting, 256
rows, 212, 261-64
saving, 218-19, 256
scrolling, 212
splitting window, 212, 264-65
unprotecting, 255
window, 211-12

Wristwatch pointer, 81

Write-protecting
disks, 50
icons, 48, 50
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B Net Worth Statement using Microsoft Multiplan

With these skills easily mastered, a collection of
over 20 original ideas— integrating the 3 powerful
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