






















































































































































































































































































































































































































































































































































































































































































































































































































REFERENCE 

Multiplan 

File 

Action 

Dfft.t§,\I,L!..tM 

Command-Shift- I 

Command-Shift-2 

Command-Period 

Command-Shift-3 

Command-Shifr-4 

Caps Lock-Command­
Shifr-4 

Edit 

Action 

Backspace 

Cornmand-Z 

Cornmand-X 

Command-C 

Cornmand-V 

Cornmand-B 

Cornmand-T 

Cornrnand-R 

Command-D 

Result 

Closes acr.ive document and opens named 
document from Mini-Finder 

Closes desk accessory 

Ejecr.s from internal drive 

Ejects from external drive 

Stops printing Multiplan worksheet 

Captures screen image as MacPaint 
document 

Prints current screen image 

Prinr.s active window 

Result 

Removes text selection or clears (blanks) 
active cell 

Undoes last command 

Cur.s selection 

Copies selection 

:u selection 

Clears (blanks) cell selection 

Changes absolute/relative reference 

Fills cells right 

F ills cells down 
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Command Shortcuts and Modifiers 

Select 

Action 

~~ 

Shift-l.JI 

Command- ~ 

Command- l.JI 

Return 

Shift-Return 

Tab 

Shift-Tab 

Enter 

Command-A 

Command-S 

Command-N 

Format 

Action 

Command-F 

Command-G 

Command-H 

Calculate 

Action 

Command-= 

Result 

Selects v.'Ord or cell reference 

Extends text or cell selection 

Adds to cell selection 

Adds to cell selection 

Moves down one row 

Moves up one row 

Moves right one column 

Moves left one column 

Moves to next selected cell 

Selects all cells 

Shows active cell 

Defines name for cell selection 

Result 

Aligns left 

Aligns center 

Aligns right 

Result 

Calculates formulas now 
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---

Menus 
e A programs menus provide a snapshot of its commands 

and features. Here are the menus for the desktop, 
MacWrite, MacPaint, and Multiplan. 
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Desktop Menus 

About the Finder ... 

Scrapbook 
Alarm Clock 
Note Pad 
Calculator 
Key Caps 
Control Panel 
Puzzle 

MacPaint Menus 

About MacPaint ... 

Scrapbook 
Alarm Clock 
Note Pad 
Calculator 
Key Caps 
Control Panel 
Puzzle 

• : I 

Open 
Duplicate 3€D 
Get Info :1€ 1 
Put Back 

Close 
Close All 
Print 

Eject a€£ 

Close 
Saue 
Saue As ... 
Reuert 
Print Draft 
Print Final 
Print Catalog 
Quit 

Chicago ID [llCD0rn(l 
..I'Geneua ..I'U~ 

New York u~ ltolic 
Monaco um Underline 
Uenice ~~ (i)(!](l00[I)@ 

London 36 ~Ill Cll cil (j) [!JJ 
Athens 48 

72 ..~'Align Left 
Align Middle 
Ali ht 

Undo :1€2 

Cut 3€H 
Copy 3€C 
Paste 3€U 
Clear 
Se lect All :!€A 

Show Clipboard 

Cut 
Copy 
Paste 
Clear 

I nuert 
Fill 

:1€2 

3€H 
3€C 
3€U 

Trace Edges a€£ 
Flip Horizontal 
Flip Uertica l 
Rotate 

agp 

3€B 
:1€ 1 
3€U 
:1€0 
3€S 

3€L 
3€M 
3€R 

• . na. 

v'by Icon 
by Name 
by Date 
by Size 
by Kind 

Clean Up 
Empty Trash 
Erase Disk 
Set Start 

Grid 
FatBits 
Show Page 
Edit Pattern 
Brush Shape 
Brush Mirrors 
In troduction 
Short Cuts 
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Menus 

- Multiplan Menus 

About Multiplan ... 
·················································· 

Scrapbook 
Alarm Clock 
Note Pad 
Calculator 
Key Cap s 
Control Panel 
Puzzle 

aT:J r11n 

All cells ~A 

last Cell 
Name ... 
link ... 

... .. 

Show Actiue Cell ~s 
.. . .. 

Define Name ... ~N 

Delete Nam e ... 

Open ... 
Close 
Saue 
Saue As ... 

Page Setup ... 
Prin t... 

Quit 

Percent 
No Decimal 
Decimal 
Scientific 
Bar Graph 

Can' t Undo ~2 

Cut ~H 

Copy ~c 
Paste ~u 

Clear ~B 
Show Clipboard 
Paste and link ... 
Unlink ... 

Paste Name ... 
Paste Function ... 
Absolute Refe rence ~T 

Fill Right 
Fill Down 
Sort... 

~R 

~D 

../Unfreeze Titles 

Set Page Break 
Remoue Page Break 

Show Formulas 
../Show Ualues 

Number Of Decimals .. . 

Align left 
Align Center 
Align Right 

Commas 

Column Width ... 

~F 

~G 

~H 

Protect Document... 
../Unprotect Document... 

Remoue Cell Protection 
../Restore Cell Protection 

w ~= 

../Automatic Cal culation 
Manual Calculat ion 

Iterate 
../Don't Iterate 

Set Completion Test 
Select Com letion Test 
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MacWrite Menus 

About MocWrite ... 

Scrapbook 
Alarm Clocl< 
Note Pod 
Calculator 
Key Cops 
Control Panel 
Puzzle 

··~ Insert Ruler 
Hide Rulers 
Open Header 
Open Footer 
Display Headers 
Display Footers 
Set Page# ... 
Insert Page Breol< 
Title Page 

New 
Open ... 
Close 
Soue 
Soue As ... 
Page Setup 
Print ... 
Quit 

Chicago 
..IGeneuo 

New Yorl< 
Monaco 
Uenice 
London 
Athens 

Undo Typing ac z 
Change ... 

Cut a€H 
Copy ace 
Paste a€U 

Show Clipboard 

..IPioin TeHt agp 
Bold a€8 
/tlllir. a€1 
Underline acu 
mrn\lOOm@ aco 
~Ill fll t!1 (j) [!]) acs 
Superscript a€H 
Subscript a€ l 

0 [;lmOm\l 
u m [;)mOm\! 

..~u ~ [;lmOm\l 
U~ [;lmOm\l 
um [;lmOm\l 
~~ [;lmDm\l 
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Pointers 
e Have you forgotten what some pointer shape signifies? 

Find out here. 
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MacWrite Pointers 

Pointer Name Purpose 

Arrow General purpose 

I-beam Text entry and editing 

Wristwatch Mac is busy; wait 

Multiplan Pointers 

Pointer Name Purpose 

~ Arrow Menus, desk accessories 

I !-beam Text entry and editing 

0 Cross Cell selection 

+ (none) Dragging the worksheet window 
by its title bar 

~ Index Scrolling the worksheet and split-
ring the worksheet window 

(none) Changing the worksheet window 
dimensions 

ET (none) Inserting rows 

Ft+ . (none) Inserting columns 

+ (none) Changing column widths 

~ Wristwatch Mac is busy; wait 
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Pointers 

- MacPaint Pointers 

Poiuter 

p 
I -·-1 

• 

(l 

D 
+ 
~ 

Name 

Arrow 

Lasso 

Crosshairs 

Grabber 

!-beam 

Paint can 

Spray 

Brush•:-

Pencil 

Eraser 

Cross 

Wrist watch 

Tools 

Menus, tool rack, pattern palette, 
and line thickness 

Lasso 

Selection rectangle 

Grabber 

Text 

Paint can 

Spray can 

Brush 

Pencil 

Eraser 

Line- or shape-drawing 

Mac is busy; wait 

•:·The Brush Shape command enables you to select from among the 
32 pointer shapes shown below. 

. . / " 
• • / : .· 
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~AAR 
:: .. ·.· ·.-.. ·.···········:::).:.· ·······!:3 

Chart 
Of Fonts 

e These samples display twelve text fonts, indicate their 
best-looking sizes, and illustrate how style variations 
affect them. 
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Athens R then s 
Rthens Italic 
Rthens Bold 

Rtbeos Bold Italic 
ill@J~§ ~Uilr!ffi@l 

ffiQill(ill]0 rnmildl ®illUilBillm 
[i] Olli@lil§ ~§(!]@)(!] 

[ll GlliGE10 ffi0lldl ~[ldl0dl 
RBCDEFGHIJKLmnOPQRSTUVWXYZ 

a be: defghi jklmnop qrst u vwxyz 
123'1567890 !(G)#$%AG*() '""' -_+=(]\{}1;:· .. ,.<>/? 

R thens is available in an 18-poin t size 
Cairo 

abcdef9h i j k 1 mno p q rs tu vwxy z 

{/GO~~~ta¢l~.,, ,..~o<J~rrff> *ll·-vv\-J.:~~Q++§w 
AB CDE F G HI J K L MNOPQRSTU VWXYZ 

I~_;;; .¥1-ffih. 11 1111111 ~"""'~~~it. ••~.JI. l§l,Ql~rTilil~ Q ::: ~$t_~, • w ~ lQlJ~'3S"""® ~~ . . ~··· ~ ~ .WJ§!h.c~~ ~ · r ... ~ , 7 , 
1 234567890-= 

. ®f«>~ ~~~<l~~ .... 
-! @·$~ ·& *() _+ 

"Cz;"":··:Q.:: ~ l~ 'r ~ r <@? w (u)'t 

\ 1 [I l { "; " : /.,?>< 

.R~·1)"'.o®[::C tJ ¥~\r 9Q ~ 
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Chart of Fonts 

- Chicago Chicago 
Chir.·o.go I folic 
Chicago Bold 

Chicago Bold Italic 
~[b~~moom mrn~o~rn@ 

~OJ~mmQJm OJmDdJ mrnGD~mm 
~[iJD tltnWQl t1[iJtneilGl Cil 

~[:tl~~fil[JCil [l)(I)[]d] ~[:tlfi) dlGJdl 
ABCDE FG HI JKLMN 0 PORSTU LIW H Y Za be de fgh ijk: lmn opq rst u LJ LLJH yz 

123456 7890 ! @#$'Yo "Go*() ' ~ -_+=[]\{}I;:"' ,.<>/"? 

- Geneva 

Chicago is auailable in a 12-point size 

Geneva 

Geneva Bold 
6eneYo Bold It ol ic 

~®11i100~® @lYI1lTI~Ui1® 

~mmrn~m rnmTI c!l ®rnU TI ~ mrn 
(!J@J!D@Jil@ llll@~@J~ 

~m~m~~ ~QlUCil ~[iJ~Cilmeil 
ABCDEFGH IJf( Lt'1NOPQRSTUVV~)<VZatJCdefgrli _i kl rnnopqr-stuvoo,ov;<yz 

123456 7i:i90 !c§>#$%·'&, *0 ' ~ -_ +=[)\{}1.; :" 0 ,.o / 0? 
Geneva is .avail.abll? in a 9-point siz:l? 

Geneva is available in a 1 0- point size 
Geneva is available in a 12-point ::;ize 

Geneva i~:; available in a 14-point size 

Geneva i~:J avai1ab1e in an 1 E)-point ~3ize 
,..--. e r- '' \I a 1° r-·o .. -. o----·~ 4- r-, ,-.0 1° r-, t .~.. 1° ____. o·-·o .:J , I t:' , I c1 L " t) 1o.) I ._. .::) L t:' 
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London ·toubou 
.Z.CI n J'" n 1/iill/r 
lAn~on llol~ 

_X.(/ Ill (Ill .1/(1/~ Jiali.r. 
~~~~ 

f10lli&CWJ ~ cJlcrolJ~lOO 
~~ 

~~~~~t~mD1~~m~®~~~~~~~~x~z 
a:bcb~f gbt jltlmuopQt stut>tnxy ~ t 23 456 7 S 9 0 

! @ # .$'%0 ~ * () DO -_+ = [ ]\ { } l ;: t t t,. DO/? 
~ubou ts a:t>a:tla:blt tu a:u tS-·potut st~~ 

Los Angeles Los Angeles 
l ~7 ~_,. ,.t"/IJ§lt?./ t? ~~.... ,1;-r ~'?//(:· 
Los Angeles Bold 

t os #.nJJe/es /.Jo/d' /'To/fe 
Q4;§ ~ @fKftJO/kKci 

tl£MJ ~ /lx!ik!J @([f()Om 
~~~ 

atiJiiJ ~ fJXii}(f) ~ 
A /3C DE. F GH I J K L.M NOPQR.S 7 U \f\\1 XYZabcde f gh ijk.lrnno pqrs1 avw xyz 

) 234567890 t@#$%A&~() ~ --+=[)\(}/,·:"''" 0/? 
Los Angeles is ava ilable in a I 2-poin1 size 

Los ,4tlgf~les ifl C< :?·4-po ltl1 
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Chart of Fonts 

- Monaco Monaco 
;~tonaco I t a I I c 

Monaco Bold 
Honoco Bold lto/lc 

11il®lill00@® ®llllQ.~Hiill® 

ffimmm~m ffimD~ ffimUD~mffi 

lil®lilWCI® @J!ilw@Jra@J 
~~ID~~~ m~o~ ~~~~~~ 

ABCDEFGHIJKLMNOPQRSTUUWXYZabcdefghijklmnopqratuvwxyz 
1 2 3 4 56 7 8 9 0 ! @ # $% "& * () ' - --+ = [ ] \ {} I ; : I II J ' < >I? 

Monaco is available in a 9-point size 
f1onaco is ava i I ab I e in a 12-po i nt size 

- NewYork Nevl York 
.N-t? w Y{?f"J: lt~-=rlit-:-

New York Bold 
New Yor.k Bold Italic 

m~ w~ ©mi.W!.m@ 
m~11~~®m~ 

~~~ 
~~~~ 

ABCDEFG HI JK LMNOPQR STUV WXYZa bcdef ghi j lc.lrnnopq rstu v>Nxyz 
12 34567 ago !@ ... $%~ &*O ,_ -_+=[l\ {}1;:'",.<> /? 

New York is svailable ifi a 9 -poifit sir.:e 
Ne"Yr Yot·k is available in a 10-point size 

Ne"" York is available in a 12 -point size 
New York is available in a 1 4-point size 

N e.\V York is available in an 18-point size 

New York i11 a 2 4-~1oit1t size 

New York 36-point 
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San Francisco san llranuiSuo 
Ban t~ranclfctl ItaJ~Ic 
san WraouiSuo Bold 

Blln P'llncilco Dolt/ 1/D/ic 
~tfilrn !ffl[pt[lrn[Bfi~rn® rnm ~ illfirn® 

OOfflrn (B!C?fflrnrnll0rnm ID mil d1 illmlt llllrnoo 
~film lfilr:Ptumrnfi~rnoo ~Thltu dl® dl 

OOtnrn [BILJltnrnrnfi~rnm ill mil ill OOllif!l dlrn dl 
ABCUEIJGHIJfKLMN0P1QRBIUvWXYZ 

abo de fghijk ll·nt nop qrS t u -.:-~wx}Jz 
1234367890 l@#$%0&·*() D -_+=[l\.{}1;:'",.<>//? 

san llranuiSuo iS availlablle in an 18-poin t Size 
Seattle Seattle 

Seattle i talic 
Seottl e Bold 

Seattle Bold /folic 
~@@QQ~@ @MQ~ ~!ii1@ 

~CBmQQTI CB ffimTI c!l ®mQTI ~mCB 
@3~w<JQU ~ fSJiilwt!J~t!J 

~ (:)QJ\1\IU (:) [D(!)U c!1 ~[l]Q:Jc!J(:J c!1 
.A.BCOEFGH I ._IKLMNOPQRSTUI/Voi ~<YZabcdefghijk 1 rnnopqrstUV'Ii \ yz 

1234567Ci90 !@o#$"/. "" 1~*() '~ -_+=[]\{}1;:"', . <> /? 
Seattle is available in a 1 O-point size 
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Chart of Fonts 

-Toronto Toronto 
Toronto Italic 
Toronto Bold 

Toronto Bold Italic 
~~@@M~ 

'IT®r®ffi~ ~ ®Qnrn:l~ 

~11®~ 
~~~~ 

ABCD EF GHIJ KL rnnOP QRSTUV\,!X YZ abcdefghijklmnopqr 
stuvwx-yz 1234567890 !@#$%" &:.*() '··J -_+=[]\{}!; :'" ,.<> /? 

Toronto is •J."'>'Clilable in a 9-point size 
Tor<:mt.o is available in a l 0 -point 8ize 

Tor onto is available in a 12-point size 

Toronto is available in a 14-po int size 
Toro11to Cl\TcJ.ila:ble ir). ar1 18-poir).t E;ize 

Tor~orlto ir1 o 2 4-l:)Oint 
-Venice Venice 

Venice lt.ali.c 
VEni.cE Dol«! 

Venice BoW 1-~ofi-e 
~~ 
~~~ 

~~ 

~CDEffiH'L J1GL11-NOPQRS1UVlvXYZ 
abed€ f 9hij kLrnnopq•·stu.vt-vX~JZ 

1234567890 !0#$% " & * () ,~ -_+=[]\{}!;:'",.<>/? 

Venice is avau:abl£ in a 14 -point s ize 
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Multiplan 
Functions 

e 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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REFERENCE 

Each 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: A list of numbers, formulas, or references sepa­
rated by commas. 

Text: 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 . 

Mathematic Functions 

ABS(number) 

AVERAGE( list) 

COUNT(list) 

EXP(number) 

INT(number) 

LN(number) 

LOG I O(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(l ist) 

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 1 ist at rate 

Rounds a number to number of digits 

Sign of a number ( I positive, - I negative) 

Square root 

Standard deviation 

Sum of nu mbers in list 
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Multiplan Functions 

- Trigonometric Functions 

ATAN(number) 

COS( number) 

Sl N(number) 

TAN(number) 

- Logical Functions 

IF(Iogical expression, value if 
true, value if false) 

AND(Iist) 

NOT(Iogical expression) 

OR( list) 

ISER ROR(value) 

ISNA(value) 

FALSE() 

TRUE() 

- Text Functions 

DOLLAR( number) 

FIXED(numbcr, decimals) 

LEN(text) 

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

RE PT(text, number of 
times) 

VALUE(text) 

- Other Functions 

COLUM () 

ROW() 

IN DEX(area, subscripts) 

LOOKUP(number, table) 

DELTA() 

ITERCNT() 

A() 
PI() 

Arctangent 

Cosine 

Sine 

Tangent 

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

True if all values in list arc 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 # /A 

False ( logical ,·alue) 

True (logical value) 

Dollar representation of a number 

fixed format of a number 

Length of text 

Extracts characters from a text value 

Repeats text number of times 

C hanges 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 

e 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 inK, 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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How Many K Does It Need? 

T he System Folder and the five or six documents it contains­
System, Finder, Imagewriter (Multiplan and MacWrite only), 
Note Pad File, C lipboard 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 SSK, the Mac­
Paint application program for 61K, and the Multiplan application 
program for 92K. Using MacPaint requires between 40K and 
lOOK 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 SK, 
an average MacPaint drawing occupies about 20K, and a one­
page Multiplan worksheet uses about SK. 

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. 

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 F inder 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 aU the information on how to display 
characters. In addition, the Imagewriter document must be 
present in order to print MacWrite and Multiplan 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 . 
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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. 

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. 

Size Font 

18-pt. Cairo 
12-pt. Los Angeles 
24-pt. Los Angeles 
36-pt. New York 
18-pt. San Francisco 
9-pt. Toronto 

12-pt. Toronto 
14-pt. Toronto 
18-pt. Toronto 
24-pt. Toronto 

''Not removable 

• Figure 11. Disk space require­
ments for Fonts document on the 
System disk 

Total 

Bytes 

5840 
2440 
6444 

13780 
2984 
2200 
3034 
3658 
5688 
8854 
--
54922 
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Size Font Bytes 

18-pt. Athens 4468 
12-pt. Chicago"-· 2940 
9-pt. Geneva':· 2152 

10-pt. Geneva 2200 
12-pt. Geneva':· 2734 
14-pt. Geneva 3568 
18-pt. Geneva 4864 
20-pt. Geneva 5848 
24-pt. Geneva 7568 
18-pt. London 3268 
9-pt. Monaco':· 2026 

12-pt. Monaco 2464 
9-pt. New York 2032 

10-pt. New York 2200 
12-pt. New York 2734 
14-pt. New York 3352 
18-pt. ew York 4516 
20-pt. New York 5260 
24-pt. New York 6832 
14-pt. Venice 3604 

- -
Total 74630 

::·Not removable 

• Figure 12. Disk space require-
ments for System-document 
fonts on Write/Paint and 
System disk s 

Size Font Bytes 

12-pt. C hicago':· 2940 
9-pt. Geneva'' 2152 
9-pt. Monaco':· 2004 

12-pt. New York':· 2734 
10-pt. Seattle 2410 
20-pt. Seattle 6302 

- -
Total 18542 

':·Not removable 

• Figure 13. D isk space require-
ments fo r 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 primed. 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 MacWrite 
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. 

~rning: 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. 

in Fonts file 

Help ~] Cairo-18 ~ 
los Angeles-12 

[ 0 !HJ los Angeles-24 
New Yorlc-36 

Bt~mou•~ San Francisco-1 B 
Toronto- 9 

Geneua- 18 Quit Toronto-12 0 
Name: 
Point size: 
Disk Space: 

• To start Font Mover, open the 
Font Mover application icon or 
the Fonts document icon. 

~~ Font Mover ~ 
·~ Au~<. Fonts ~ 

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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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 is 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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Font Mouer 

in System file in Fonts file 

Geneua- 18 Help Cairo-18 ~ 
Geneuo-20 Los Angeles-12 

»Copy» Los Angeles-24 
New York- 36 

Remoue Son Froncisco-18 
Toronto- 9 

New York- 9 Quit Toronto- 12 

Nome: London 
Point size: 18 ~ampl~ 
Disk Space: 3268 bytes 

* required for system use 

• Scroll the font size you wish to 
remove into v iew 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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Font Mouer 

in system file in Fonts file 

Geneua-18 
Geneua-20 
Geneua-24 

Help 

» Copy» 

London- 18 
Los Angeles-12 
Los Angeles-24 
New York-36 

New York- 9 Quit 

San Francisco-18 
Toronto - 9 
Toronto- 12 

Name: London 
Point size: 18 ~a:mpl~ 
Disk Space: 3268 bytes 

* required for system use 

. After 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 highligh.ted 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 Mauer 

in System file in Fonts file 

Geneua-18 Help 
Geneua-20 
Geneua-24 El•l!%!~ 
Monaco- 9 

Toronto - 9 

Monaco-12 Remoue 

New York-36 :B 
San Franci.sco-18~ 
Toronto- 12 
Toronto-14 

New York- 9 Toronto- 18 • 
New Yorl<- 1 0 Quit Toronto- 24 ~ 

Total space: 581 90 bytes 

* required for system use 

• In 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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A 
About the Finder ... , 18 
Absolute reference, 228 

converting to, 237-39 
Absolute Reference command, 239 
Accents, typing, 334 
Active cell, 214 
Active window, 12 
Adjusted Net Worth formub, 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 

Appli~tions, 27. See also MacPJint; Mac\Vrite; 
Muluplan 

duplicate names, 4 7 
locking, 50 
removing, 62 
start-up, 64 
transferring information between, 29 

Arranging Fumirurc project, 330-33 
Arrow pointer, 34, 35, 402, 403 
Automatic Calculation command, 267 

B 
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, ryping, 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 
emering contents of, 214, 215 
highlighted, 214 
naming, 229, 240-43 
protecting, 252-54 
relative reference, 228 
removing protection, 252 
sek'Cting, 213-14 
selecting groups of, 221-22 
setting fonnat 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 infommion in, 33 
with different applications, 193-197 

Clock 
Alarm, 20-21 
Com rol Panel, 2 4 

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 

shortcuts, 385-95 
Commands. See also individual command mmes 

canceling with Undo, 32 
choosing from menu, 9 
Command-E. shortcut, 10 
highlighted, 10 
menus, 8 

Commas option, 222, 224 
Comments box, 49 
Completion test fonnula, 349-50, 359-60 
ConsL1ms, 228 
Control Panel, 24 -25 
Copy-and-paste, 29-34 
Copy command, 31, 43 

MacPaint, 182, 184 
Copying, 65-70 

applications, 65-68 
between 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 fommla, 240-44 
Cut-and-paste, 29-34 
Cut command, 32, 42, 43 

D 

MacWrite, 90 
shortcut for, 42 

Date, setting, 20, 21 
in MacWrite header/footer window, 133 
in Multiplan header/footer, 273 

Decimal format, 222, 223-24 
Decimal tab, 84, 106 
Define Name ... command, 241-42, 335 
Desk accessories, 17-26 

Alarm Clock, 20-21 
Calculator, 22-23, 29-34 
Control Panel, 24 -25 
Key Caps, 23, 95 
Note Pad, 22, 29-34 
Puzzle, 25-26 
Scrapbook, 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 conunands. 9 
Dinah's Diner project, 320-21 
Directory window, II 

alternate views of, 50-51 
copying infornmion to, 67-68 
printing, 51-52 
printing from, 144-45, 275-76 
returning to, 126, 194, 257 

Disk Copy program, 69-70 
Disk dri,·e, external, 59. 128, 260 
Disks 

alternate views of contents, 50 
backup, 65 
copying between, 65-70 
copying entire, 68-70 
duplicate names, 4 7 
ejecting, 10, 26 
erasing, 63 
initializing (or forn1atting), 62-63 
locking, 50 

Disks (cominued) 
moving information between, 65-70 
naming, 46, 47, 63 
nonstart-up disk, 64 
opening icon, 10-11 
optimal use of, 417-26 
start-up, 61, 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, 14H5 
printing from directory window, 144-45 
removing, 62 
saving existing, 103-04 
s.wing new, 96-98 

Document window, 
MacPaint, 155, 177, 184 
MacWrite, 83-84 
Multiplan, 211-12 

Dollar fom1at, 222, 223-25 
Double-clicking, I I 

to select cell reference, 238 
10 select word, 40 
seuing interval, 25 

Dr. Ruth Lessing Advenisement project, 318-19 
Draft-quality printing, 143, 274-75 

effect on MacPaint pictures, 201 
Dragging, 6, 7 
Drawing window, MacPaint, ISS 

moving, 177, 184 
Drive buuon, 97, 128, 172 
Duplicate command, 53-54 
Duplicating objects in MacPaint, 164-65, 284, 290 

E 
Early-Payoff Analysis worksheet, 348-53 
E:!!>y Deal Dave Advertisement project, 300-02 
E-Command 

shortcut, 10 
Editing, text, 34-43 
Edit menu. desktop 

Clt-ar, 42 
Copy, 31,43 
Cut, 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, MacWritc, 82 
Cut, 90 

Edit menu, Multiplan, 21 1 
Absolute Reference, 239 
Copy, 236 
f-ill Down, 310-11, 322 
Fill Right, 322 
Paste, 237 
Paste Function ... , 231 
Paste Name ... , 243 
Son, 305 
Undo Son , 293 

Edit Pattern command, 179 
Eject button, 97 
Eject command, 10, 26 

dimmed, 26 

F 

Empty Folder icon, 53 
Empty Trash command, 9, 62 
Enlarging objects in MacPaim, 185-86 
Enter key, 218, 234-35 
Entire Documcm buuon, 97, 98 
Equal sign in Multiplan formula, 227, 243 
Erase Disk command, 63 
Eraser, 157. 190 
External disk dri\"e, 59, 128, 260 

Fad3its, 167-70, 290 
entering, 168-69 
quitting, 169 

f-ee Analysis worksheet, 286-89 
File menu, desktop 

Close, 13 
Close All, 29 
Duplicate, 53-54 
Get Info, 48-19 
Open, 10-11 

File menu, MacPaim, 155 
Open ... , 192 
Sa\"c, 172, 192 
Sa,·e As . .. , 172, 192 

File menu, MacWritc, 82 
Close, 127 
New, 145 
Open . .. , 104, 126-28 
Page Setup, 142-43 
Prim ... , 143-15 
Quit, 126 
Sa,·c, 97, 104 
Sa'-e As ... , 97, 104 

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

Files, 67 
Fill command, 290 
Fill Down command, 310-11 
f-illed shapes, MacPaim, 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 
MacPaim, 155, 160. 162, 173 
MacWrite, 83, 111 -12 

Font Mover program, 330, 417, 419-26 
Fonts 

chan of, 405-11 
disk space used by, 419-20 
document, 421-26 
moving to another disk, 419-26 

FomSizc menu, ISS, 160-62, 173 
shortcuts, 162 

Footers, MacWritc, 128-36 
contents of, 130-32 
fommting rulers in, 129-30 
hiding. 134-36 
icons, 132-33 
suppressing in title page, 139-40 
,·icwing in document, 133-34 

Footers, Multiplan, 272-73 
Footnotes, 121-24 
Fom1at menu, MacWritc, 82 

Display r=ootcrs, 135-36 
Display Headers, 135-36 
Hide Rulers, 125-26 
Insert Page Break, 137, 139 
Insert Ruler, 92-93, 105, 139 
Open f-ooter, 129 
Open Header, 129 
Remm-e Footers, 135 
Remo\"e Headers, 135 
Set Page# ... , 133 
Show Rulers, 125 
Title Page, 140 

Format menu, Multiplan, 211, 221-23 
Align Cemcr, 22 1 
Bar Graph, 222, 223 
Column Width, 226 
Commas, 222, 224 
Decimal, 222, 223 
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Fonnat menu, Multiplan (continued) 
Dollar, 222, 223-25 
fonnatting multiple cells, 221-22 
fonnatting numeric values, 222-25 
General, 222, 223 
No Decimal, 222, 223 
Percent, 222, 223, 225 
Scientific, 222, 223 

Fonnatting disks, 62-63 
Fonnatting ruler, 83-84, 335 

default setting, 91 
in header and footer windows, 129-30 
hiding, 124-25 
inserting, 92-93 
inserting in tables, 105 

Fonnula bar, 214 -15 
location of selected cell, 215 

Fonnulas, 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-fonn shapes, MacPaim, 157 
Functions, 228. See also individual function names 

pasting, 230-31 
summary, 413-15 

G 
General fonnat, 222, 223 
Geneva font, Ill 
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 

Grid, 178-79 
MacPaim, 186-89 
Multiplan, 254, 271 

H 
Headers, MacWrite, 128-36 

contents of, 130-32 
fom1atting rulers in, 129-30 
hiding, 134-36 
icons, 132-33 
suppressing in title page, 139-40 
viewing in documem, 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, MacPaim, 157 

I 
!-beam pointer, 34-36, 159, 217 
Icons, S-6 

dimmed, 10, 60 
disk, 6 
dragging, 6, 7, 56 
file folders, 6 
gray, 10, 60 
highlighted, 7 
hollow, 10, 60 
infonnation about, 48 
locking, 48, 50 
MacPaim 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 desktap, 59 
removing from desktop, 59, 61 
selecting, 7, 4 7 
selecting group of, 57-58 

lmagcwriter Select lamp, 142, 268 
Indentation, setting, 83, 91-96 

hanging indentation, 92, 93 
lnfonnation window, 18, 49 
Initializ.ing 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, MacPaim, 157, 179-80, 191 
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ISNA() function, 359 
herate command, 349, 360 
Iteration, 349, 359-60 
ITERCNT() function, 350, 359 

J 
Justified text, selecting, 84 

K 
Key Caps, 23, 95, 3:JO 
Keystroke repeat feature, 2-1, 118 

L 
Landscaping project, 328-30 
Lasso, 157, 182 

using when copying to Clipboard, 192 
Letterhead, 1-19-SO, 152-53 
Line spacing, Mac\XIrite, 83, 8-1 
Line-thickness control panel, 158, 179 
Line tool, MacPaim, IS7 
Locked disks, SO 
Locked icons, 48, SO 
LOOKUP function, 292-93, 30S 

M 
MacPaim, 28 

background, 17-1, 179-80, 190 
copying drawings to Clipboard, 182, 18-1 
copying drawings to MacWritc, 193, 195-99 
creaung separate disk for, 70-71 
desktop, 154-58 
dimmed icon, 154 
drawing size, ISS 
drawing window, ISS 
duplicating objectS, 164-65, 195-99 
enlarging objects, 18S-86 
letterhead 149-SO, IS2-53 
letterhead logo, 159-67 
menu bar, ISS 
pattern palette, 158 
pointer shapes, 158 
quitting, 194 
starting, 151 
tools, 156-57 
typing text in, 159-62 

Mac\'ilrite, 28 
creating regular paragraphs, 87 
creatmg separate disk for, 70-71 
desktop, 81-83 
dimmed icon, 81-82 
document window, 83-84 
formatting ruler, 83-84, 91-93, 105, 124-25 

MacWrite (cvminued) 
indented lists, 84, 93-95 
menu bar, 82-83 
mo~ing MacPaim picture in, 197-98 
pasung MacPaint picrure into, 195-99 
priming document, 141-45 
quitting, 125-26 
sample report, 77-80 
scrolling a document, 83 
starting, 81-82, 195 

Manual Calculation conm1and, 267 
Maps, s.,mple, 290-91, 34-1-45 
Margins, Mac\'ilrite 

adjusting, II 7 
bottom, 128-36 
default, 91 
justified, 84, 91 
ragged right, 95 
setting, 83, 93-94 
top, 128-36 

Margins, Multiplan, 273-7-1 
Menu bar, 9 

MacPaint, 82-83 
MacWrite, 155 
Multiplan , 21 1 

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, II 
dragging icons with, 6 

Mr. Earls Club Announcement project, 301-03 
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 

N 
Names, duplicate, -17, 97, 219 
Net worth, 206 
New command 

Mac\'ilritc, 145 
Multiplan, 276-77 
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No Decimal format, 222, 223 
Normal format, Multiplan, 218-19 
Note Pad, 22, J l-34, 36 

pasting information into, 29-34 
turning pages in, 34, 37 

Numeric values, forn1atting 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 MacPaim, 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, SS-89 
regular, 87 
sening indentation, 83 

Password, 252, 255 
Paste command, 31, 43 

MacPaint, 185 
multiple pastes, 33 
shortcut, 217 

Paste Function ... command, 231 
Paste Name .. . conm1and, 243 
Patterns, MacPaint 

creating custom, 158, 178-79, 290, 330 
fi lling areas with, 165-67, 284 

Patterns, MacPaint (cominued) 
pattern palette, 158 
selecting, ISS 

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, Ill, 160, 173 
Print ... command 

MacWritc, 143-5 
Multiplan, 274-75 

Priming 
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. .. conm1and, 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 conm1and, 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, 263-6-1 

Ruler. See Formatting ruler 
Rules, drawing in MacWrite, 117-18 
Running heads, 272-73. See 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 conunand 
MacPaint, 172, 192 
MacWritc, 97-98, 104 
Multiplan, 256 

Scientific format, 222, 223 
Scrapbook, 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 MacPaim, 162-63 
text , 38-42 

Selection rectangle, 157, 162-63 
canceling, 163 
duplicating objects with, 164-65 

Select lamp, lmagewriter, 142, 268 
Select menu, 211 

Define Name ... , 241-42 
Set Completion Test command, 349, 360 
Set Page Break commwd, 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 
Empt:y 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, H4, 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, MacWrire, 83, 111-13 

Plain Text, 113 
Superscript, 122 

Superscript command, 122 
SYLK format, 218-19 
System Disk, 5, 64 
System document, 64, -118 
System Folder, 418 

T 
Tab key, 108, 109, 115-16 

effect of in Multiplan worksheet, 213-14 
lab character, 115 

Tab wells, 84, 106 
Tables, creating, 105-25 

column headings, 106 
footnotes, 121-24 
horizontal rules, 117-18 
tabs, 106-10 
title, 119-21 

T.1bs 
adjusting, 11 7 
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 
fom1aning in Multiplan, 221-22 
highlighted, -10 
inserting, 36-39 
moving, -13 
removing, -12 
replacing, 43 
reviewing, 98 
searching through, 98-99 
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Text (contillutd ) 
selecting, 38-42 
setting attributes, 111-13, 160-62 

Text, MacPaim, 157, 159-62 
differences from MacWritc text cditin!;. 160 
setting attributes, 160-62 

Text Only buttOn, 97, 98 
Text pointer, 34-36 
Time 

in header/footer, 133, 273 
setting, 20, 21, 2-l 

Time icon, header/footer window, 132-33 
Tide page, inserting, 139-41 
Tool rack, MacPaint, 156-57 
Total Assets formula, 229-35 
Total Liabilities fomlUia, 235--10 
Trace Edges command, 318, 34-l 
Transparent paint, 28-l 
T rash can icon 

a len box, 62 
emptying trash , 62 
placing disk icons in, 61-62 
viewing contents of, 62 

Travel and Emenairunent Account 
worksheet, 310-15 

Triangles, fommring ruler, 83 
Typeface, changing, 111-12, 160-62 

u 
Undo command, 32, 167, 189 

exceptions, 32 
shortcut, 167, 217 

Undo Son command, 293 
Unprotect Document. .. command, 255, 261 

v 
Vertical line pointer, 36 
View menu, 51 

w 
Wide orientation, 143, 201, 272 
Windows, 10 

active, 12 
bringing to from, 12 
closing, 13-1-l, 16 
directory, II 
dragging, 13 
MacPaint drawing, 155, 177, 184 
MacWrite document, 83-84 
Multiplan worksheet , 211-12 
multiple, 12 
opening, 10-11 
overlapping, 12 
resizing, 1-l, 15 
scrolling, H-16 

Wine-Cellar lrwentory project, 333--ll 
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 
fonnula bar, 214-15 
naming, 219 
opening existing, 258 
pasting names imo, 243 
printing, 268-76 
protecting, 252-54 
prototype, 215-68 
quitting, 256 
rows, 212, 261-6-l 
saving, 218-19, 256 
scrolling, 212 
splitting window, 212, 26-l -65 
unprotectin!;, 255 
window, 211-12 

Wristwatch pointer, 81 
Write-protecting 

disks, 50 
icons, 48, 50 
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