



































































































































































































































































































































































































































FIG. 6-8

& MegaMerge §i#it Letter List Mergefont _
Letter = K LETTER 1= lList = K LIS] =]
| February 8, 1985

| Name- Ethel Smith

| Deme | Rddress-123 01 Mill Road
| Address | Citg-01d Town

| City, State Zip | State=oH

| Zip- 37893

| Dear Patient: | Patient-Mrs. Smith

- . | Date-Tuesday, Oct 11
| It's now been six months since youy § Time- 3:00 PM
appt?mtment for you on Dateat Tim Children-Barbara, Georgette, and Do:J
{ confirm. Would you like us to makq | \
| time?

: ¢ Neme-john Bludgett

| Dddress=345 Goingmy Way

Very truly yours,

ie yHuyy | Citg-01d Town
| State-OH

R. Hancock, DD.S. Zip=37893

Whole books have been written about the preparation of form letters. My
own view is that if you are writing a letter that will go to 5000 people (and bring
in 40 to 80 sales) you should spend ten times as much time in its preparation as
you would spend on an ordinary letter. Fortunately, since you are using your
Macintosh to prepare the letter, most of the effort is mental. It will take you only
seconds to revise the letter, but it may take you several minutes or hours to
decide on the revisions.

Hint: It’s a good idea to have several people read over your letters before you
mail them out. Don’t rush a mailing. The time you spend on a form letter can be
as important to you dollarwise as the time you spend on the product or service
itself.
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MERGING AND PRINTING A FORM LETTER

Once you’ve prepared a mailing list and a form letter, merging the two and
printing the letter are virtually automatic. The three-step process is no more
difficult than pressing three buttons in sequence. After entering the MegaMerge
program, you have four menus to choose from: MegaMerge, Letter, List, and
Mergefont (Figure 6-6). Select the “Open” option from the Letter menu, then
select the name of your form letter from the file directory by double-clicking
(Figure 6-7). Select the “Open” option in the List menu, and when the document
selection box comes to the screen, select the desired list (see Figure 6-8). Last,
pull down the MegaMerge menu and select “Print Pages.” Note: Be sure to select
the Cut Sheet option from the Print display (Figure 6-9) if you are using letter-
head for your form letters. The result will look like Figure 6-10.

PRINTING MAILING LABELS

You may already have created a label form with MacWrite. If not, a form called
“Label Letter” is supplied on the MegaMerge disk for use with MacWrite. (If
“Label Letter” doesn’t quite meet your needs, it can be easily modified with
MacWrite or some other word processor.) You print the labels with the same
three-step process you used to print the form letters. First, select “Open” from
the Letter menu; but this time, open “Label Letter.” Open the mailing list you
used for the form letters. Finally, choose “Print Labels” from the MegaMerge
menu.

MegaMerge’s dialog box (Figure 6-11) offers you a choice of two standard
label sizes and either one or two across. Generally, you will use 3% by %6 inch
labels for display envelopes and 4 by 174e inch labels otherwise. For example, we
often use a check-off reply card in our mailings with an option for “bill me” or
‘““check enclosed.” To save time for the recipient (and make it as easy as possible
for him or her to say “yes, bill me”), we attach a %e inch mailing label with his
name and address to this card. To save time for ourselves in addressing the
envelopes, we place the card at the front of the mailing where the address will be
visible through the window envelope. With luck, the mailing label will see
double-duty —going to the prospect and, we hope, returning with his order.

“PERSONALIZED” FORM LETTERS

Up to now, the form-letter insertions have been rather simple ones, like names,
Zip Codes, and dates. But there is nothing to prevent you from inserting entire
paragraphs or reports. For example, suppose you want to use a form letter to let
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FIG. 6_9

¢ QUIIGICEIN i 4it  Letter List Mergefont

| Letter = K LETTER I List = K LIST

: N o __sa0r 1 1
Quality: (O High @® Standard O Draft l 0K A |
Page Range: @® ANl O From: || To:
Copies: 1

Paper Feed:

(O Continuous @ Cut Sheet

Dear [atlent:

It's now been six months since yout]
| appointment for you on Dateat Tim
| confirm. Would you like us to mak
| time?

Very truly yours,

| R | Litg-01d Town
| State=OH

| R Hancock, DDS. | Zip-37893

| Patient-Mrs. Smith

| Date=Tuesday, Oct 11

| Time-3:00 PM

{ Children-Barbara, Georgette, and Dot
|\

| Name=john Bludgett

| Bddress-345 Goingmy Way

February §, 1985

Ethel Smith
123 O1d Mill Road
O1d Town,OH 37893

Dear Mrs. Smith:

FIG. 6_1 D

It's now been six months since your last checkup. I've made a tentative

appointment for you on Tuesday, Oct 11 at 3:

00 PM. Please call me at

383-2971 to confirm. Would you like us to make appointments for
Barbara, Georgette, and Donna at the same time?

Very truly yours,

R. Hancock, DD.S.



ergetont

List = K LiST

Lthal Smith

Cit Print Labels
Label Size @ 31/2815/16" O 4%172/16"

Width @® One Across O Two Across

Date-Tuesday, Oct 11

Time=3:00 PM

Children=Barbara, Georgette, and Doy
\

lame=jonhn Bludgett

Rddress-345 Goingmy Way
Citg=01d Town

State-OH

Zip=37893

(nox )

your district representatives know about recent changes in sales policies. A

simple form letter won’t do, for over and above those changes that affect all

representatives, there are several changes that are unique to each region.
You would solve the problem in two stages. First, revise the form letter to

the district representatives so that the concluding paragraphs look something
like this:

. . . how much | appreciate your cooperation with these changes.

Personal

Very truly yours,
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And then we revise the mailing list to look like this:

Name= Mac Jones
Address= 2333 First Avenue
Address2= Los Angeles CA 81001
Salutation= Mac
Personal=

Region 21 has always been at the top in productivity. With the changes
described above and your own plan to increase discounts to 15% on bulk pur-
chases made before March 1, | expect we will see you at the top once more.
Good work.

ne. B-12

(1 MegaMerge §#it Letter List Mergefont
E[ /= Letter = Report.mass =——
| Summary

| Tist Quarter

| Second Ouarter

| Third Quarter

Tourth Quarter
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FIG. 8' 1 8

€ MegaMerge it Letter List Mergefont
=s[I==— letter = ChiltonAigreement--Mass
| Chilton Book Company  Author-Publisher Agreement

. Publication Agreement made the Bate between Chilton Book Company
| of Radnor PA USA, hereinafter called "Publisher” and

HAuthor

Whereas, @llause) Title
Now, @lnee J¥
Clauses {-Hif

Publisher shall pay to the author as an advance against royalties, the
sum of Edbante payable as follows FIESE on signing of this agreement
| and ®&ttd on delivery of the manuscript. Such advance shall be
non-returnable except as otherwise provided for in this agreement.

. CHAINING REPORTS

MegaMerge can also be used to combine several small documents into a single
long report and to build contracts and contractual letters out of “canned” mate-
rial or boilerplate.

We all know how much time it can take to load and unload documents off
disk. To save time with long reports, it’s good practice to break them up into
sections and edit one section at a time. You don’t need to spend time reassem-
bling them because, with MegaMerge’s help, you can print them as one single
document even though they are stored separately.
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To chain several sections together and print them in a single step, simply
type a series of chaining commands into the first or master document. For
example, Figure 6-12 is the master document for an annual report.

The names of all documents to be chained are typed in the font used for
merging and then underlined. Note that you may chain spreadsheet tables,
graphs, and pictures as well as text material.

As a second concrete example of the chaining approach, below is a copy of
Chilton Book Company’s author-publisher agreement (Figure 6-13). Note that
both mailmerge commands (like Author and Title) and chaining commands (like
Standard Clause i-vii) are present. Both types of commands are in Mergefont;
the distinction is that the chaining commands are underlined.

Good luck applying mailmerge productively in your business too.
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Track and Control

Your Inventory
7

In this chapter, you learn how to use Filevision and your Macintosh to prepare
and maintain an inventory of parts and supplies. A mail-order house can use
Filevision to track its stock by item, box, and bin, as can a parts supply house ora
hardware store. An automobile dealer can track the location of every car on the
lot and the equipment and accessories that come with each car. Ditto for a
retailer or wholesaler of white goods—washing machines, radios, tractors, or
small appliances.

And there are many less traditional applications. A coach can track his
players’ abilities and performance by their location on the field. A farmer can
keep track of his dairy cattle and their milk production, stall by stall. Even if you
have no immediate business application, you can use what you learn in this
chapter to record the content of those mysterious boxes you have piled in your
garage and up in the attic. Are you a book collector? records? tapes? stamps?
Keep track of your collection item by item, album by album.

As the preceding examples reveal, an inventory is really only a simple
extension of a data base, something you learned how to create and update in
Chapter 4. The only distinction —and it is a small one —is that the inventory
often has more levels or data types. For example, a parts supply house may keep
track of its stock by room, rack, shelf, and item. A hardware store will have
display areas, drawers and shelves, and items. An automobile dealer has lotsand
showrooms, automobiles, and an extensive two-page description associated
with each automobile.
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What about your own inventory? Stop now and try to conceptualize your
data base. Do you keep your stock in more than one location? In several small
buildings? In a garage? In what used to be a den or a family room? Are the items
stored in boxes or bins within each room? Do you have several distinguishable
items in each box, or a large but varying number of a single item? Do you need a
lengthy description of each item, or do you just need to know the number of
items?

You will probably require a data form for each item if only to keep track of
its name (1” X %" screw), its price (3 cents), and its cost (1 cent).

BUILDING AN INVENTORY

In this chapter, we consider the inventory problems of a medium-sized automo-
bile dealer, one who sells parts as well as cars. This dealer has a large collection
of new and used cars divided among a showroom and an upper and lower lot. He
wants his salespersons to be able to guide customers quickly to those cars with
the equipment and accessories the customer wants.

A two-screen data-entry form is associated with each automobile. The first
screen (shown in Figure 7-1) contains basic information about each automobile
similar or identical to that which appears on the window sticker —list price,
model number, engine capacity, a blank field for options, and so forth. This
display may be shown to the customer to whet his or her appetite before making
the trek out to the lot. The second page, which the customer ordinarily doesn’t
see, contains additional information, such as dealer cost, that is helpful to the
sales staff in adjusting the quoted price upward and downward depending on
the customer’s reaction.

A similar data structure would be used by any retailer or wholesaler who
deals in large appliances.

Building the data base is a straightforward four-step process. First, after
turning on his Macintosh and loading Filevision as in Chapter 4, the dealer
draws a sketch of his lot, noting the three separate display areas. Accuracy is not
essential, although it is advisable to draw each display area to scale in order to
maintain its shape and general proportions. (A different scale may be used for
each area.) Your drawing must be original; you cannot use the Clipboard or
Scrapbook to copy images from other Macintosh programs.

You can use any of the drawing tools on the left of the Filevision screen to
sketch in the background (see Figure 7-2). To save time, experiment with each of
the drawing tools for a few minutes before you begin. If you want to duplicate
parts of the background —sketching a second showroom, for example —you
can simplify the copying process by drawing multipart objects that can be dupli-
cated as a unit.
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MF~ Four Inventory-Building Steps

1. Conceptualize (rooms, drawers, and items)
2. Draw a picture
3. Locate typical objects

4. Create data-entry forms

re. /-]

& File Edit Jypes Tieker Yext Swwmbols Liney $hades

Definition for this type:

(?ierm;m ?'f’é?%é:%J | Add Field | ! Done '
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FIG. 7 _2
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To draw an object like a building that consists of several parts, hold down
the shift key before you draw each part. For example, if you want to duplicate a
series of buildings, follow this three-step process:

1. Draw the original
a. Draw one side of the building.

b. Hold down the shift key and choose a drawing tool from the toolbox
for the next element of the drawing.

c. Release the shift key.

d. Draw the next element, the roof, say, or the doorway.

Repeat steps b, ¢, and d until the building is complete.
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2. Make a copy
a. Click the building you’ve just created to select it.
b. Choose “Bind” from the Edit menu (to bind all the elements together
for the move).
c. Move the pointer to the diamond-shaped center handle.
d. Press the mouse button and drag the copy to its new location.
3. Modify the building
By pulling on the side handles you can stretch, compress, or deform an
object. You can even give your drawings a three-dimensional perspec-
tive.

FIG. 7-3

® File Edit Types Tinker Yent Swymbole Lines S$hades

Symbol Editor

Clipboard

Cancel
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MAKING COPIES OF AN IMAGE

You will want to make multiple copies of an image for most of your drawings. In
this instance, the dealer wants to make multiple copies of a sedan, a sports car, a
van, a convertible, and a truck.

You could make the original drawing with one of the tools at the side of the
Filevision display. But I recommend that you use the symbol editor instead so as
to reduce the amount of memory required to store each image. When you draw
an object, it takes several hundred bytes of storage to store each of the copies.
When you use the symbol generator, only the original takes up significant space.
Each of the copies requires only two bytes of storage (for its horizontal and
vertical screen coordinates).

Once you've created the original with the Symbol Editor (see Figure 7-3),
copyingit is a three-step process. First, pull down the Symbol Editor menu at the
top of the screen and select the image of the convertible, as shown in Figure 7-4.
The image will be transferred to the tool bar. Now point to and click the image on
the tool bar. Last, move your cursor to each point on the drawing where you
wish to locate a copy of the symbol and click.

BUILDING THE DATA BASE

Building the data base is a two-stage procedure. First you create the form, then
you or an employee completes a copy of the form for each item in inventory.

Data entry can be an expensive, time-consuming process, particularly
when you must hurry to catch up on the several hundred or more items you
already have in stock. You can help to keep data-entry costs under control by
taking the time to make a well designed form. The form should be self-guiding.
Avoid abbreviations. Try to copy a form that your employees are used to com-
pleting. In Figure 7-1, the automobile dealer has modeled his data-entry form
after the window sticker.

Only the first page of this form is visible in the figure. By clicking the arrow
in the lower right-hand corner of the screen, you can scroll down the display to
reveal such other hidden items as preparation and delivery charges and original
dealer costs. These are details that the dealer will use in his negotiations. In
other applications, such as personnel or equipment maintenance, the second
screen might be reserved for a record of performance.

THE PARTS DEPARTMENT

The same four steps in building an inventory — conceptualize, sketch the stor-
age areas, locate symbols, and record data—might be used to create and main-
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Shades

tain an inventory for the dealer’s parts department. Again, the key to keeping
data-entry costs under control lies in the conceptualization.

For example, the dealer has many parts that are purchased by the dozen but
sold individually (such as oil filters). He may choose to represent each box or
dozen as a single symbol on the screen and to use the data-entry form to record
the number of items remaining in the box. Later, he can use Filevision’s ‘“High-
light” feature (on the pull-down Tinker menu) to highlight all empty boxes or all
boxes that have dropped below the reorder quantity. (Figure 7-5 is an example of
a salesperson using the Highlight feature to help locate a recent-model automo-
bile for a customer.)
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On the other hand, the parts manager may want to group all voltage regula-
tors on one shelfso that he can use a simple two-stage process to retrieve the one
he needs: first scanning the shelves until he finds the one holding the voltage
regulators, then examining each regulator individually until he finds the model
number he is searching for.

Note that the preceding paragraph is deliberately ambiguous. The parts
man could be walking among the racks and shelvesin the parts room or scanning
the inventory on the Macintosh display. The operations are similar. The only
real difference is in the time saved at the counter by scanning the display before
walking back into the parts room.

FIG. 7 -5

w8 Bhades
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RACKS, SHELVES, BOXES, AND ITEMS

How you group items will determine how rapidly you can retrieve and update
your inventory. Begin with an inventory of only a few select items, enough to
give you a feel for how your computerized inventory should be organized. Go
through the four steps described above for your mini-inventory, then try to use
the inventory you’ve created. Expand slowly. Don’t launch a total conversion to
a computerized system until you’re certain your groupings are appropriate.

If members of your staff will be entering the data, try a trial run with one of
your employees. Choose someone “average,” rather than someone who is su-
perintelligent or poorly motivated. You may find that you have to go back and
modify the forms you’ve created. Take the time. It is difficult, if not impossible,
to modify a system once you are committed. The time you spend in careful
preparation initially will pay off in greater turnover and reduced inventory
levels.
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The Next Steps:
Increasing
Productivity

8

You've come a long way since you first began to computerize your business
operations. You've learned to use a spreadsheet for sales analysis, checkbook
reconciliation, manpower allocation, financial planning, and engineering cal-
culations. You’ve produced charts and graphs to illustrate your sales projections
and accompany your reports. You’ve learned to use the Macintosh to simplify
and organize your correspondence so that you can do much of it yourself with-
out secretarial assistance. And you’ve learned how to use the Macintosh Clip-
board to combine text, tables, and graphs in a single report.

You discovered dozens of applications for a computerized file manager,
from a simple desk-top Rolodex to a complex data-management system for
inventory control. And you learned how easy it is to combine word processing
and computerized data management to make your mail-order operations more
productive.

Still, as your business grows, you may outgrow the capabilities of the com-
puter software you’'ve reviewed here. For example, the electronic checkbook
you built with your spreadsheet won’t replace a true accounting system when it
comes time to persuade potential investors of your business’ worth. As others
join your practice and the number of clients and projects grows, you may re-
quire a more formal way of scheduling activities than the simple manpower-al-
location scheme. An appointment-scheduling program or a project scheduler
may prove to be an absolute necessity.
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You will find dozens of applications for communications software, from
accessing an on-line data base to get the latest up-to-date information to building
an electronic mail network to link your chain of growing businesses. Last but not
least, you may find that you have to develop your own applications software. In
this chapter, you learn how to get and how to apply the programs you need for a
growing business.

ACCOUNTING SOFTWARE

Are you making money? Which of your enterprises are most profitable? (That is,
which are giving you a maximum return on the least expenditure of your time
and capital?) Are your bills getting out on time? Do you have to borrow money to
cover delinquent accounts? Do you know which of your customers are paying
and which aren’t? Are you paying your bills on time? Do you know which bills
you should pay first? Will the bank give you a loan when you need it? How long
does it take you to get your accounts in shape to go to the bank? Are you paying
too much in taxes? How long will it take you to get your accounts in shape for
your tax consultant?

If you can’t answer these questions, or if the answers aren’t satisfactory, a
computerized accounting system should be your next software purchase.

You need accurate, up-to-date accounts to ensure that your business is truly
profitable. Chapter 2 described how to use a spreadsheet to maintain a journal of
expenses in order to track costs and reconcile your checkbooks. (It’s particularly
helpful at tax time.) Still, the spreadsheet journal is only a first step toward a true
accounting system. Your checkbooks are under control, but you still don’t know
which parts of your business are really profitable? And will your reports per-
suade a banker or other potential lender or investor?

The spreadsheet journal (or journals) constitutes a “single-entry” book-
keeping system. You track expenditures and income, but you don’t know how
the one relates to the other. (If it’s hard for you to follow, it will be impossible for
potential investors.)

You need an integrated computerized accounting system that will tie all
your accounting data together. One good example is Back to Basics for the
Macintosh.

Back to Basics is a labor-saving tool for preparing financial statements. Your
banker, other potential lenders and investors, your CPA, and your tax adviser
will accept the reports this double-entry accounting system produces. You and
your co-investors and partners will use it to identify the principal sources of
profit and loss. You'’ll use it as a planning tool, setting objectives and measuring
performance with the figures they provide.

For further information on installing and using Back to Basics or a similar
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computerized accounting system, see my book Computerize Your Business
(Chilton Book Company, 1984).

SCHEDULING SOFTWARE

There are two principal types of scheduling software — appointment schedulers
and project schedulers. An appointment scheduler like Front Desk for the
Macintosh is particularly valuable for consulting engineers, dentists, doctors,
CPAs, attorneys, and others who wish to schedule and monitor the activities of
all their associates. Front Desk allows you to zoom from one person’s calendar to
the next, to zip from a monthly view to a weekly view to a day, and to look at a
composite view of your entire operation. (The last is a must when different
practitioners use a common set of resources, like examining rooms or meeting
rooms.)

Use your appointment scheduler to generate reports to measure and im-
prove your productivity. How many hours did each individual in your office
spend on revenue-producing activities last month? How many dollars did each
individual bring in? What service and which resources generated the greatest
amount of revenue? What profits are projected for future months?

Project schedulers (MacProject is a good example) are a boon to construc-
tion firms, engineers, and others who need to schedule the joint activities of
several people who will be working on several projects simultaneously, say, a
lead engineer, a senior engineer, and two junior draftsman. A project scheduler
can cut project costs, reduce overhead, and put an end to the “hurry up and
wait” syndrome that plagues too many once-growing businesses.

After each project has been broken down conceptually into a set of small
interrelated tasks, computerized scheduling algorithms define a critical path.
MacProject’s display reveals the critical tasks along with their equally critical
starting and completion dates. The manager is now able to swap personnel from
one project to another and reschedule noncritical tasks without diminishing
performance quality.

Many noncomputerized scheduling algorithms claim to produce the same
salutary result. But the big advantage of the computerized method is that it is so
easy to update and modify a schedule whenever the requirements change. (And,
never fail, those requirements will change, usually on the day you first work out
the schedule.)

If you're already using a computer time-sharing service to help you sched-
ule construction, you'll find having your own scheduling software a big cost-
saver. And because your own computer is so convenient to use, you’ll use the
scheduler more often, with greater savings as a result.
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COMMUNICATIONS SOFTWARE

One of the fastest ways to increase your productivity is with communications
software. You'll be able to use your computer as a window to the world, gather-
ing the lastest stock-market quotations from an on-line time-sharing service,
exchanging programs and reports with colleagues, even communicating with
the corporate mainframe.

There are five basic ways in which a Macintosh equipped with communica-
tions software can give you increased value: (1) as a terminal to a time-sharing
service, (2) providing point-to-point communications between you and another
computer user, (3) electronic mail (this means unattended reception and trans-
mission at off-hour rates — pictures and graphs too), and (4) distributed data
processing, which means sharing the workload among micros or among micros
and mainframes.

IMMEDIATE ACCESS TO INFORMATION

Accountants, attorneys, engineers, physicians, scientists, stockbrokers, techni-
cal librarians, and other professionals use their computers to get immediate,
up-to-date information from the world’s most comprehensive data sources.
They plug in their Macintosh to the telephone, dial the phone number of one of
the more than 500 on-line data services, and, presto, they have the information
they need. Telephone access to an on-line data bank gives the professional a
competitive edge.

Some farmers use time-sharing services to get price quotations from mar-
kets thousands of miles away. These farmers are no longer dependent on local
buyers. If the price is better in Corpus Christi, they ship their product to the Gulf.
Their time-sharing service means bigger profits for them and lower prices for all
consumers.

Among the most popular time-sharing services with Macintosh users are
Agridata, Compuserve, Dialog, Dow Jones, and The Source. Compuserve and
The Source also offer the advantage of electronic mail. The pharmaceutical firm
Merck, Sharp, and Dohme rents a “mailbox” from The Source. Its staff in the
field can communicate with the home office via the mailbox at a time and from a
location of their own convenience. No more telephone tag between the East and
West Coasts. No more lost briefings.

A manufacturer’s representative uses an electronic mailbox as his office.
He takes his Macintosh with him when he goes out on sales calls and phones in
each evening to The Source with the day’s orders and expenses. When he
returns home, he plugs in the Macintosh to the phone again, “empties” his
mailbox, and has his orders out the same day.
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Consult Appendix I for capsule reviews of Macintosh communications soft-
ware, For more advice on practical applications, see my book Increasing Your
Productivity Through Computer Communication and Networking (Chilton Book
Company, 1985).

Note: You also will need a telephone modem to modulate and demodulate
the computer’s signal so that it can be sent out over a telephone. The cost varies
from $80 to $500. Recommended: A 1200-baud/300-baud Hayes command-
compatible modem that supports autodial /autoanswer.

DEVELOPING YOUR OWN SOFTWARE

The best word of advice about developing your own application software is
“Don’t.”

It is not cheaper to write your own programs. Development costs can be
astronomical. With commercial software, development costs are spread over
many users.

Commercial software has three further advantages: First, most of the errors
in the programs have been found and corrected, and your work won’t be subject
to recurring delays. Second, updates to reflect changes in the applicable laws or
improvements in the program are usually available for a nominal charge. Third,
buying your software allows you to preserve your flexibility. You can buy the
services of many different kinds of experts without becoming an expert your-
self.

If you still insist on doing some of your own programming, then you will
need to purchase and use a programming language. There are many different
languages and dialects for the Macintosh, each with its own advantages and
liabilities. It you are a nonprogramming professional, use a language with which
you are already familiar.

The newcomer to programming has six principal choices: Basic, Cobol,
Fortran, Forth, Pascal, and C. Basic is an easy language to learn. There are many
books of Basic programs on the market from which you can copy routines and
entire programs. Microsoft’s Macintosh Basic is particularly good for the begin-
ner because you can view each step of the programming process as you edit and
debug your programs.

Cobol was one of the first computer languages (Rear Admiral Grace Hopper
was instrumental in its development), and it is still an important mainframe
business language, but it is not an easy language to learn. Pass it by.

Like Cobol, Fortran is a classic programming language. Unless you are a
classicist, pass it by in favor of Pascal and C.

Forth is extremely easy to learn. And it is extremely powerful in the sense
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that one command can do the work of a hundred in some other language. It has a
small but devoted following, particularly among the manufacturers of test
equipment and laboratory instrumentation. Its chief drawback: There just
aren’t enough published program listings you can use as models for your own
programs.

Pascal offers many advantages to professional software developers who
work in teams. It is extremely structured, and this structure helps keep the team
together. Unfortunately, this same insistence on structure can drive the begin-
ner nuts.

Today, most software developers are switching to C. The reason is the ease

FIG. 8-2
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with which you can transfer your programs from one model of computer to
another. You can develop a program on the Macintosh today and have it up and
running on the IBM PC tomorrow. A good way to get started programming in C,
quickly and profitably, is to read Writing Business Programs in C Language by
M. Franz and P. Good (Chilton Book Company, 1985). A good book for everyone
who wants to program, regardless of the language, is Problem-Solving Principles
for Programmers, by William E. Lewis (Hayden Book Company, 1980).

OTHER SPECIAL APPLICATIONS

Don't overlook the Macintosh’s value in other specialized applications. For
example, the Macintosh is of particular value to the designer, the graphic artist,
and the engineer because it provides all the freedom of a sketch pad with all the
convenience of a computer.

The Macintosh is the convenient way to lay out a new facility, an irrigation
system, an orchard, or a garden plot. The results are smudge-free, and there is
never a sign of an erasure. Designs are easily updated. While it could take from a
half-hour to an afternoon to create an original design, changes made with com-
puter-aided design take a matter of moments. And repeated elements are easily
replicated. Sketch a chair, then replicate it to fill an auditorium. The Macintosh
is a major timesaver.

You can create your own designs from scratch with MacPaint, but you’ll
save time by purchasing sets of predrawn templates for specific applications.
Figure 8-1 shows one of a dozen such sets of designs available in DaVinci Inte-
riors, a product of Hayden Software.

The scientist can use the Macintosh for both data acquisition and data
analysis. Figure 8-2 depicts a line-plot of sample data gathered with the Taurus
One/05 data acquisition and control peripheral. The data were acquired with
the aid of Macquisition and Multiplan software. The Chart program (reviewed
in Chapter 3) was used to produce the actual plot.
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SPREADSHEETS

Jazz
Lotus Development Corp.
161 First St.
Cambridge MA 02142
617 /492-7870

Multiplan
Microsoft Corporation
10700 Northup Way
Bellevue WA 98009
800/828 -8088

Overvue
Provue Development Corpora-
tion
222 22nd Street
Huntingdon Beach CA 92648
714/969-2431

Good: Managing Your Office with Macintosh (Chilton)
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Software for All

Your Business
Needs
Appendix |

Requires 512K memory. Five functions
in one: spreadsheet superior to Multi-
plan; graphics inferior to Chart; text ed-
itor comparable to MacWrite. Design
your own forms to speed data entry.
Communications a must for investors.

A must program for almost any business
application. Advantages include flexi-
ble formats, simplified data entry, time-
saving defaults, iteration of circular ref-
erences, named sections, sort function
for data management.

A file manager that functions like a
spreadsheet. (Or is it vice versa?) Fields
correspond to columns. Restrict data
entry to letters only, numbers only, or
even yes/no. Calculated fields. Tem-
plate format is used for reports.
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Quartet
Haba Systems
15154 Stagg St.
Van Nuys CA 91405
818,/901-8828

TK!Solver
Software Arts
27 Mica Lane
Wellesley MA 02181
617/237-4000

GRAPHICS

Chart
Microsoft Corporation
10700 Northup Way
Bellevue WA 98009
800/828-8088

MacPaint
Apple Computer Inc.
20525 Mariani Avenue
Cupertino CA 95014
800/538-9696

DaVinci Interiors
Hayden Software
600 Suffolk Street
Lowell MA 01853
800/343-1218

WORD PROCESSING

MacType
Palantir Software
7701 Wilshire Place
Houston TX 77040
800/368-3797
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Four functions in one: all of Multi-
plan’s spreadsheet features, including
sort function for data management.
Wordwrap simplifies entry of multiple
lines of text. Graphs include pie charts,
line graphs, and bar charts.

Makes solving complex problems no
more difficult than copying formulas
out of a book. Solve simultaneous equa-
tions in explicit or implicit form. Units
table simplifies engineering calcula-
tions. You may need help getting
started.

Twenty-two types of graphs, including
area charts, bar and column graphs, line
graphs, pie charts, and scatter plots.
Tremendous flexibility over style, text
sizes, and positioning, yet amazingly
easy to use.

A designer’s toolbox, a painter’s palette.
Use to create letterhead and enhance
your charts and graphs. Copying facility
simplifies modular design. Stretch or
shrink designs with ease. Edit in-the-
large or pixel by pixel.

For architects, retailers, and anyone re-
sponsible for laying out a store interior
or a set of offices. More than a hundred
predrawn images are included in this
useful addition to MacPaint.

Touch-typing tutorial program. Drills
are geared, automatically, to specific
problems. Train on standard or high-
speed Dvorak keyboard.
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MacWrite
Apple Computer Inc.
20525 Mariani Avenue
Cupertino CA 95014
800,/538 -9696

Word
Microsoft Corporation
10700 Northup Way
Bellevue WA 98009
800,/828 -8088

FILE MANAGERS

Filevision
Telos Software Products

3420 Ocean Park Boulevard

Santa Monica CA 90405
213/450-2424

DB Master
Stoneware Inc.
50 Belvedere
San Rafael CA 94901
415/454-6500

MegaMerge
Megahaus Corporation
5703 Oberlin Drive
San Diego CA 92121
800/358 -8882

1stBase

Desktop Software Corporation

228 Alexander Street
Princeton NJ 08540
609,/924-7111

Good: Managing Your Office with Macintosh (Chilton)
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Easy-to-use word processor lets you
combine tables and graphics with text.
Limited control over output. Supports
only one model of printer. Can’t pro-
duce mailing labels. Can’t display or in-
sert second file.

Upgrade from MacWrite to Word when
you need greater control over the for-
mat of your reports. Output can be di-
rected to a modem or to one of a variety
of letter-quality or dot-matrix printers.
Bonuses: mail-merge, footnotes, glos-
saries.

Manage pictures and symbols as easily
as text. Map sales territory, maintain in-
ventory. Animation is an unexpected
bonus. Won’t compute totals or subto-
tals. Won’t check data as they are en-
tered.

Sophisticated file manager. Good for
order entry; provides for computed
fields. But data are not verified at time
of entry. Wildcard search. Keyed stor-
age means fast retrieval. Generate mul-
tiple reports.

A bare-bones file manager. No edit
checks during data entry. No calculated
fields. Limited selection and report for-
matting facilities.

Easy-to-use file manager. Lacks checks
and verifications. Will compute sum,
average, min/max. Flexible report for-
mats, good for mailing labels. Easy to
combine several files into one.
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pfs: file & report
Software Publishing
1901 Landings Drive
Mountain View CA 94043
415/962-0191

BUSINESS EXPANSION

Back to Basics
MSA Personal Computer Prod-
ucts
3445 Peachtree Road
Atlanta GA 30326
800/554-8900

Electric Checkbook
State of the Art
3191-C Airport Loop
Costa Mesa CA 92626
714/850-0111

Front Desk
Layered, Inc.
85 Merrimac Street
Boston MA 02114
617/423-9041

COMMUNICATIONS PACKAGES

HabaCom
Haba Systems
15154 Stagg Street
Van Nuys CA 91405
818/901-8828

Straight Talk
Dow Jones
P.O. Box 300
Princeton NJ 08540
800/257 -5411
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Easy-to-use file manager. Lacks checks
and verifications. Will compute counts
and sums. Good for columnar reports.
Has wildcard search.

General Ledger accounting systems.
Windowing and calculator simplify
transaction entry and setting up chart of
accounts. Toll-free end-user support for
90 days. Excellent manual includes in-
troduction to double-entry accounting.

First step toward computerized ac-
counting. Track expenses—assign
checks to multiple accounts. Print your
checks! Store info for bills you pay regu-
larly. Automatic reconciliation.

Perfect for attorneys, doctors, accoun-
tants, architects, consultants, and
others who need to schedule and bill for
appointments. Schedule several staff
members’ calandars simultaneously.
Zoom among daily, weekly, and
monthly views.

Autodial from stored telephone di-
rectory plus keystroke logon. Store
communication protocols. Simplified
transfer of files from computer to com-
puter (text files only).

Communications package for linking
with time-sharing services. Supports
autodial. Store and reuse communica-
tion protocols. Rated fair for file
transfer. Logon not automatic.
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MacLink
DataViz, Inc.
P.O. Box 1319
Norwalk CT 06856
203/866-4944

MacPhone
Intermatrix
554 Satsuma Avenue
North Hollywood CA 91601
818/509-5868

MacTerminal
Apple Computer Inc.
20525 Mariani Avenue
Cupertino CA 95014
800,/538 -9696

Macquisition

Small Business Computers of

New England

P.O. Box 397
Ambherst NH 03031
603,/673-0228

WRITING YOUR OWN SOFTWARE

Hippo-C
Hippopotamus Software
1250 Oakmead Parkway
Sunnyvale CA 94086
408/730-2601

Microsoft Basic
Microsoft Corporation
10700 Northup Way
Bellevue WA 98009
800,828 -8088

Good: Managing Your Office with Macintosh (Chilton)
SOFTWARE FOR ALL YOUR BUSINESS NEEDS

Software/cable combination lets you
transfer data from an IBM PC to a Mac-
intosh. MacLink converts Lotus 1-2-3
files to Multiplan, or Multimate files to
MacWrite.

A bare-bones file manager for tele-
phone numbers. Can dial a touch-tone
phone provided with the package, but
cannot be used with a modem. Timer
lets you track and control phone
charges.

Bare-bones communication package
designed to work with Apple modem.
Supports autodial and autoanswer. Lets
you store and reuse communication pa-
rameters. Will not logon automatically.
Supports attended file transfer.

Data-acquisition software for use with
Taurus Lab front-end control unit. Lets
you control collection sequence, trigger
times, gains, number of samples, and
sampling rate. Results are passed to
Multiplan template for analysis.

Excellent for the beginner who wants to
learn to program in C. Includes an edi-
tor, compiler, run-time interpreter, de-
bugger (with easy-to-understand error
messages), library, and on-line tutorial.
No support for floating point numbers.

Partially compatible with IBM PC Basic.
Supports most of Macintosh’s advanced
features, including high-resolution
graphics. Windows simplify program
editing and debugging. Program I1/0
can be directed to Clipboard for easy file
exchange.
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Increasing the
Macintosh’s
Capabilities
Appendix Ii

Your Macintosh can be equipped with 128,000 characters (128 Kb) to 512,000
characters (512 Kb) of memory, and with one to four diskettes and hard disks.
The standard configuration has 128 Kb of memory and one internal diskette that
holds about 400,000 characters (400 Kb) of information.

Information that won’t fit in memory must be stored on disk. But disk
functions proceed at a much slower speed. The more memory you have, the
fewer delays you’ll experience. And you will be able to use more sophisticated
programs, like Jazz, that won't fit in the confines of 128 Kb.

Each additional disk drive increases your ability to store and retrieve data.
A hard disk drive not only holds more information than a diskette (5000 to 15000
Kb), but it can load and unload its data almost ten times as fast as the internal
diskette drive.

You don’t want to pay for more hardware than you need. On the other hand,
unless you have all the hardware your business applications call for, you’ll pay
for the deficiencies with your time ten times over. Review your applications
before you buy.

FOR ALL APPLICATIONS

Two disk drives are a minimum for all business applications. If you have only
the single internal drive that comes with the standard Macintosh, you’ll spend
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far too much time swapping disks in and out. Make a second disk drive one of
your first purchases.

The exception that proves the rule is when you take your Macintosh on the
road. On the road, weight and packing size are the overriding considerations.
My CPA takes her Macintosh with her when she sees clients. She uses her
computer to collect data and to make preliminary calculations. She says she can
often eliminate as a result one or two trips back and forth from the client’s office.
She doesn'’t take any extra equipment with her —it would reduce the Macin-
tosh’s portability —but back in her office she keeps a hard disk for rapid loading
and unloading of the data she has collected.

(Incidentally, if you're on the road a lot, a lightweight telephone modem for
the Macintosh will allow you to communicate your results back to the office
each day. A 300-baud/1200-baud autodial modem with Hayes-compatible
command structure is recommended.)

FOR SPREADSHEETS

128 Kb of memory is adequate for most spreadsheet applications: It corresponds
to almost 256 rows of 10 columns each. Larger models usually can be handled by
linking several spreadsheets together (see your Multiplan manual). Some CPAs
and corporate accountants may want to expand to 512 Kb to handle large multi-
divisional models. (Warning: If you do increase the amount of memory, a hard
disk is a must.)

A numeric keypad (available from Apple Inc.) will speed data entry.

GRAPHICS

It can take several minutes to load a chart or a design on or off a disk. If you're a
designer or a consulting engineer, additional memory and a hard disk will help
you eliminate the delays.

WORD PROCESSING

No extra hardware requirements here. In fact, a diskette is preferable to a hard
disk for word processing because it makes it easier for you to organize your files.
(Recommended: one diskette for every file folder you used to have. So buy your
diskettes ten at a time. And purchase a diskette holder.)
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DATA MANAGEMENT

It can take only a few hundred records to exceed the 128 Kb memory capacity of
the basic Macintosh (in part because almost two-thirds of the memory is taken
up by the Macintosh operating system and the data-management software). You
will need two hardware additions to maintain a larger number of records. Ex-
pand your memory to 512 Kb, and purchase a hard disk, since files this large
exceed the capacity of a single diskette and otherwise can take five minutes or
more to load.

ACCOUNTING AND INVENTORY CONTROL

A computerized accounting or inventory-control system is really a data-man-
agement system at heart and has the same hardware requirements as a result.
Before you buy accounting software for your Macintosh, expand your memory
to 512 Kb and purchase a hard disk.
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Index

Page numbers in italic refer to illustrations

Absolute reference, 34
Accounting

hardware for, 162

software for, 148-149
Appointment scheduler, 149
Area chart, 57, 59, 64
Audit trail, maintaining clear, 39

Back to Basics, for financial statements, 148

Balance, computing running, 19-22, 20-21

Bank deposit, spreadsheet for computing
interest on, 31-36, 32, 35

Bar chart, 42, 45, 46, 51, 55-56, 60-62, 65-66

Boldface, 88, 90

Calculations
scientific and engineering, 36
spreadsheet for quick, 31, 33-36
Chaining reports, 136-137, 136
Charts, 41-69, 42-66
area, 57, 59, 64
bar, 42, 45, 46, 51, 55-56, 60-62
column, 42, 46, 55-56, 60-62, 65-66
combination, 62, 63, 66-67
contour plot, 58
creative formatting with, 67 -69
line, 51, 53, 55, 57, 59, 63
for multiple comparisons, 59-67
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overlay, 62, 63, 66-67
pie, 47, 48, 50, 52, 52-54, 56
for sales analysis, 47 -58
scatter plot, 57-58
using, 44-47
Checkbook, electronic, spreadsheets for, 15,
17-24, 16-23
Clients. See Prospects
Clipboard, Macintosh, 85-88, 90
Column, sorting, for electronic checkbook,
22-24,22,23
Column charts, 42, 46, 55-56, 60-62, 65-66
Communications software, 150-151
Comparisons, multiple, chart for, 59-67
Compuserve, 150
Contour plot, 58
Copies of image, 143
Copying. See Saving work on disk
Cursor, organizing with, 94-96

Data, protecting, 29, 39, 78, 83-86, 116

Data analysis, 41

Data management. See also Filevision
computerized, 98-122
hardware for, 162

DaVinci Interiors, 152, 154

Designs. See Sketches

Dialog box of MegaMerge, 132, 133
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Disk, saving to, 29. See also Data, protecting
Disk drives
second, for spreadsheet application, 40
two, as minimum, 160-161
Documentation, 40
Documents, merging, 82-87
Drawings. See Sketches

Editing
of form, using Filevision, 107-109, 107
with ThinkTank, 96
Editor, and word-processing software, 76
Educational applications for Filevision,
117-119
Engineering, calculations for, 36
Error message, 34
Errors
correcting, 12
on spreadsheets, correcting, 39
typing, correcting, 50

File managers, 101-122
Files, saving. See Saving
Filevision, 101-122
editing, 107-109
educational capabilities of, 117-119
entering data, 112
for inventory control, 138, 139, 144
limitations of, 119-122
mapping territory, 109-111
other capabilities of, 115-117
printing results, 113, 114, 115
searching for prospects, 113
using, 101-107
wild cards, 113
Form letter. See also Letter
creating, 130-132
personalized, 132, 134-135
merging and printing, 129-131, 132, 133
Format menu, options of, 17, 18
Formatting, creative, using Chart, 64, 67 -69
Formula, summation, entering, 13
Front Desk, 149

Graphics. See also Map; Sketching
in other Filevision capabilities, 115-117,
117-121
Graphics list manager, 100
Graphs, 36-38, 37, 41-69. See also Chart

Hard copy, printing, 13
Help menu, Multiplan, 15, 16

164

Highlight feature
in inventory control, 144, 145
for prospects, 109-112, 113, 115

Information. See also Data
immediate access to, 150
Interest on bank deposit, computing, 31-36,
32,35
Interest rate, monthly, 33
Inventory, 138-146
building, 139, 140-142, 143, 144
hardware for control of, 162
parts department in, 143-146, 145

Labels, mailing, printing, 132, 134
Languages, programming, 151, 153-154
Letter. See also Form letter
creating, with MacWrite, 72-82, 77-81,
83-87
Line chart, 51, 53, 55, 57, 59, 63
Linking, 111

MacPaint, 154
MacProject, 149
MacWrite
creating letter with, 72-82, 77-81, 83-87
rulers of, 85, 86, 91, 92
Mail merging, 123, 125. See also MegaMerge
Mailing labels, printing, 132, 134
Mailings, mass. See Mass mailings
Manpower assignments, spreadsheets for,
24-31, 25-30, 32
Map of prospects, 102-104, 102, 108, 109-111
Mass mailings, 123-137, 124-131, 133-136
building list of prospects, 126-128
chaining reports, 136-137
creating form letters for, 130-132, 134-135
MegaFiler and MegaMerge for, 129-130
printing mailing labels for, 132
three steps in producing, 125
MegaFiler, 128, 129-130
MegaMerge, 123, 124, 125, 129-130, 129-136,
136-137
dialog box of, 132, 133
Memory, extra, for use in spreadsheet, 40
Merging. See also MegaMerge
printing and, of form letter, 129-131, 132, 133
Mistakes. See Errors
Multiplan, 7, 8, 15, 16

Outline, creating, with ThinkTank, 91, 94-96
Overlay, Chart, 62, 63, 66-67
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Paraprofessional, desk-top computer and,
76-77
Parts department in inventory, 143-146, 145
racks, shelves, boxes, and items, 146
Pie chart, 47, 48, 50, 52, 52-54, 56
Power supply, backup, 116
Printing
of form letter, 129-131, 132, 133
hard copy, 13
of mailing labels, 132, 134
results of search for prospects, 113, 115
Presentations, 41-43
Productivity, increasing, 40, 147 -154
accounting software for, 148-149
communications software for, 150-151
developing your own software, 151, 153-154
other, 154
scheduling software for, 149
Programming languages, 151, 153-154
Programs, for office needs, 1-4. See also
Software
Project schedulers, 149
Prospects, 98 -122
building list of, 126-128
Filevision for files of, 101-122. See also
Filevision
highlighted, 109-112, 113, 115
searching for, 113
template for list, 126, 127-128, 127
Protecting data, 29, 39, 78, 83-86, 116

Reference
absolute, 34
relative, 33
Replicating, 31, 33
Reports
chaining, 136-137, 136
preparing longer, 93
Rulers, of MacWrite, 85, 86, 91, 92

Sales analysis
Chart for, 47-58
spreadsheet for, 6, 8-12, 10-14, 36-38, 37
Saving work on disk, 29, 78, 83-86. See also
Protecting data
Scatter plot, 57 -58
Schedulers, project, 149
Scheduling software, 149
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Scientific calculations, 36
Search, with ThinkTank, 96-97
Secretary, need for, 73-77
Sketching and designs, 43 -44, 154. See also
Graphics
copies of image, 143
in inventory control, 139, 141-142, 141, 142
Software
accounting, 148-149
communications, 150-151
developing your own, 151, 153-154
evaluations of, 155-159
as key, 1-2
scheduling, 149
Sorting, with ThinkTank, 96-97
Source, The, 150
Spreadsheets, 5-40
application of, knowing, 38-40
for computing interest on bank deposit,
31-36, 32, 35
for electronic checkbook, 15, 16-23, 17-24
graphing results, 36-38, 37
hardware for, 161
for manpower assignments, 24-31, 25-30, 32
productivity increased through use of, 40
tables, 6, 8-15, 614
using effectively, 38
who uses, 6-7
word processor for enhancing, 88, 90-92
Statistical functions, Multiplan for, 15, 16
SUM, for calculations, 15
Summation formula, 13
Symbols, 142, 143, 144

Tables, building, 6, 6-14, 8-15
Taurus One/05, 153, 154
Telos Software, 120
Templates, 126, 127-128, 127, 152, 154
Territory. See Map
ThinkTank
creating with, 91, 94-96
editing with, 96
other applications of, 96-97
Trend line, 60-61
Typist, desk-top computer and, 75-78

Underline, 88, 90

Word-processing software, 71-97
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CHILTON'S
BUSINESS COMPUTING SERIES

The Macintosh is an ideal tool for the small office or laboratorv when vou know
how to get maximum benefit from its spreadsheet, data management, word pro-
cessing and graphics capabilities.

Managing Your Office with Macintosh guides vou to the software specific to vour
business applications, then shows vou how to put that software to work.

You'll learn step-byv-step how to computerize important business operations, with
minimum expenditure in time and dollars. A sampling of the contents:

1001 Uses for a Spreadsheet: Use Multiplan for sales analysis, checkbook recon-
ciliation, manpower assignments, project scheduling, and dozens of everyday
chores—plus long-range financial planning.

Charting Ideas and Results: Learn when and how to make column charts, pie
charts, bar charts, line graphs and scatter plots using Chart and MacPaint. Trans-
fer information directly from spreadsheet to graph, and customize it for indi-

vidual repgrt needs.

Letters, Ohnes. Reports: Create letters and reports using MacWrite; work
through text editing and report production; combine text, charts and tables. Use
ThinkTank to prepare long documents and contracts.

Managing Data: Record and update client and prospect lists; maintain inventories
or record experimental observations and product specifications using Filevision.
Prepare and print reports and mass mailings, using MegaMerge to combine your
work from word processing and data management facilities.

A variety of business applications are described for attorneys, accountants, en-
gineers, contractors, consultants, manufacturers reps, dentists and physicians—
and for the manager or executive who has budgetary responsibility for running his
own “small business” within a corporation. If vou work through the applications
in the text, vour end product can be a business plan, supported with first-rate
graphics, that yvou'll be proud to show vour bankers or shareholders.
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