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Figure 6.4: Office Plan 

trying to arrange a room with a limited amount of space where actually fitting in all the 
furniture may be more important than the aesthetics of the layout. The only obstacle I 
have taken account of in my drawing is the door into the room, but you would prob­
ably also have to consider the position of radiators, windows and power and telephone 
points. 

Additional Shape features 

I have already covered most of the basic shape features in MacPaint and I have also 
looked at Rotate. In this section I am going to explore a few more of the combinations 
which you can use to produce interesting effects. If you look at Figure 6.5 you can see 
three examples of logos for Brooks Disks. I have combined several features to achieve 
the effects and I shall be looking at these here. 

Figure 6.5 (a) is an example of using the Invert feature of the Edit menu. Its function is 
to reverse the colours of a selected area so that the white area becomes black and the 
black becomes white. To create the logo, I typed in the words Brooks Disks in 24 point 
Venice font with italics . Then I drew a rectangle around them which 1 filled with a 
black on white dot pattern. The final step was to select the area and invert it to create 
the effect you can see in the figure. Invert will let you change the black on white, white 
on black combination as often as you like. 

Figure 6.5(b) introduces several features of MacPaint. I have drawn an oval around 
the words with a thick patterned border. To get a patterned border you have to press 
the Option key down as you are drawing the shape. The border must be one of the 
thicker ones in order to achieve a good effect. With the narrow border you will usually 



MORE ABOUT MACPAINT 

(a) 

(b) 

(c) 

Figure 6.5: Company Logos 

end up with just a dotted line, because it is too thin to show the full pattern. I drew the 
rectangle outside with a thick black border and then filled the space in between the two 
shapes. 

Figure 6.5(c) is the same picture as (b) except that I have used the option Trace Edges 
from the Edit menu to alter its appearance. Trace Edges gives you the outline of the all 
the lines you have drawn and the centre part wi ll be turned white. 
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Conclusion 

If you consider how MacPaint works, you will see that it revolves around the arrange­
ment of black dots on a white screen, and the ability to add, move or remove those 
dots. Different combinations of dots and different ways to add and remove them 
provide you with the tools to create an endless variety of drawings from the most basic 
doodle to complex technical diagrams. 

Learning to use MacPaint effectively takes time, especially if, like me, you have no 
particular drawing skill. Yet I have found that by using the more restricted MacPaint 
tools (those I have looked at in this chapter), you can create useful designs without 
having to rely on freehand drawing. 

Let's recap on what has been covered in this chapter. You have seen how you can draw 
shapes as opposed to just lines. These shapes are automatically drawn for you to a size 
that you determine. You are able to alter the thickness and border of the shape you 
draw, and you can fill it with any pattern you choose. Once you have drawn and 
coloured the shapes you can move them about the screen, turn them on their sides or 
upside down, make copies of them. Not only are all these things possible, they are easy 
to do. The majority can be accomplished with one or two actions- select a pattern, 
select a tool and off you go. 



CHAPTER 7 

Applications using MacPaint 

By now you should have a good idea of how Mac Paint works. This chapter aims to give 
you further ideas for its use. 

ln this chapter I am going to talk less about how to use MacPaint and more about the 
different types of application it is suited to. Clearly it is for drawing. You have already 
seen a variety of diagrams and pictures and you have has ample practice in creating 
them for yourself. However, there are some specific areas where including illustra­
tions and diagrams is particularly appropriate, and I have chosen several of these to 
look at in detail here. Each section is illustrated with examples for you to draw and I 
shall be giving details of any particular features of MacPaint not already covered in the 
previous chapters. 

Illustrations for advertising 

For many people, a common place to advertise is in newspapers or periodicals. Mac­
Paint is an ideal way to set up illustrations for this type of advertisement. Often the 
print quality in newspapers is poor. Illustrations are usually black and white drawings. 
You have seen the way MacPaint works, so you will realise that it is very well suited to 
this type of drawing. In this section I am going to use an example of one such adver­
tisement. 

Everglaze Windows often adver tises in local newspapers and likes to illustrate the 
advertisements with pictures of the types of windows it sells. Figure 7.1 is an example. 
Below I have described how to produce it in MacPaint. 

Leaded lights window: The basic window consists of unfilled rectangles. Having 
drawn them, I used the Trace Edges option of the Edit menu to give a double line round 
the edges. 
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Figure 7.1: Advertisment. 

To get the criss-cross pattern, I had to use Edit Pattern because there is normally no 
diamond-shaped pattern available. Edit Pattern can be accessed by double-clicking on 
the pattern you want to change . In this case, I took the wide diagonal line pattern and 
added a diagonal line in the opposite sense. Once I had created my new pattern I filled 
the window frames with it. 

Georgian style window: Inside an unfilled rectangle I drew one smaller rectangle which 
I then copied to represent each separate pane of glass. I copied the rectangle by 
selecting it, and then dragging it while holding down the Option and Shift keys. This 
ensured that the panes of glass would be correctly aligned. 

I used the polygon tool to draw the open window at the top . Again I pressed the Shift 
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key before starting to draw so that the lines would be only at 45 or 90 degree angles to 
one another. 

To achieve the shadow under the open part of the window I used Area Fill. Finally, to 
give the illusion of glass in the windows, I used the Brush and diagonal line pattern to 
draw some lines on the window panes. I repeated this effect on the door as well. 

When I drew the house, I thought that a complete brick pattern would look over­
powering, so instead I used the Spraycan and the brick pattern to give a lighter impres­
sion of brickwork. On the roof, I used the tile pattern which MacPaint provides and 
then I added the writing afterwards. I have found it best to add the text later because 
the lettering will then create its own clear space. 

The wording at the bottom of the picture is in Geneva fo nt point size 18 with embol­
dened style and middle alignment. You need to be careful when using the middle 
alignment because, unlike in MacWrite where the margin settings determine the 
middle point, the point around which the text is aligned in MacPaint is that which you 
determine by positioning the cursor. You must also make sure that the text does not 
disappear off the edge of the window. If it does, it is not retrievable and you may find 
you will have to retype it. 

For the bottom two lines I added outline and shadow to the style selection and then 
when I had typed them in, I selected and inverted them. 

In designing this advertisement I found that one of the most useful features was being 
able to use the Shift key to restrict the movement of the mouse with various tools so 
that I could be sure that the lines I drew were straight and at the correct angle. The Shift 
key works with nearly all the MacPaint tools. I have listed how it works with the 
various tools below. 

Shift key- restricting the MacPaint tools 

For restricting lines, the shift key works in two ways- with Eraser, Spraycan, Brush, 
and Pencil it will only allow horizontal or vertical lines to be drawn. With the Straight 
line and Polygons, only 90 and 45 degree lines can be drawn. 

As well as constraining line drawing, Shift will let you move the window only horizon­
tally or vertically with the Hand. Any selected item can likewise only be moved in those 
two directions. 

As far as rectangles and ovals are concerned, Shift lets you draw only squares or 
circles. In fact the only tools not affected by the shift key a re irregular rounded objects 
and text. 
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When you use the Shift key it needs to be pressed only once before you start drawing a 
line and it wi ll continue to be effective until you release the mouse keypad to start 
another line. Once you have started drawing a line with the Shift key in force, the line 
will continue on the same path regardless of where you drag the mouse. This is very 
convenient if, like me, you fi nd it hard to keep lines going exactly straight. 

Diagrams to replace words 

There seems increasingly to be a trend away from giving written instructions and to­
wards giving instructions in pictorial form - the Macintosh itself is a prime example. 
All kinds of signs and sets of rules use fewer words and rely more on pictures. 

Packaging symbols 

For my first example of replacing words with pictures, [ have reproduced the parcel 
handling symbols that are commonly seen on boxes. (Figure 7.2) To draw each 
symbol, 1 used the shape tools. 

Figure 7.2: Packaging Symbols. 

For the g lass and the umbrella icons, r first drew a circle with the oblong tool and Shift 
key. Then I drew a straight line across the circle and erased the half [didn't want. [ 
found this was a much easier method of getting a curved line than drawing it freehand. 

Fat Bits was also a great help to get rid of unwanted lines between the different shapes . 
Although it may seem tedious to have to erase or add dots one by one, in fact it can be 
quicker than relying on steadiness of hand to erase sma ll areas using the rather cum­
bersome eraser. Remember also that you can use Eraser in Fatbits to rub out indi vidual 
dots and you can restrict movements in Fatbits by means of the Shift key. Once I was 
satisfied with the symbols themselves, I selected each one individually and inverted 
them. 

Now if l want to send any fragile objects through the post, l have the necessary sym­
bols to fix onto them. 
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Cassette deck 

As well as being easy to understand, pictures can a lso reduce the space and time used 
for giving explanations. The example of the cassette deck diagram is a case in point. I 
chose the cassette deck as an illustration to show how you can draw complex-looking 
picture very easily in MacPaint. If you look at the diagram of the cassette deck as 
illustrated in Figure 7 .3 you will see that a lthough it contains a lot of detail, it is in fact 
made up entirely of regular shapes which can be drawn very quickly . It is really a set of 
rectangles and squares drawn inside one another and then labelled. Fortunately, many 
modern deisgns are built with smooth lines and few frills so that producing diagrams 
of them is much simpler. 

powt'r 

hE> ad 
pho!ll'S 

Visual aids 

cassette holder tape counter input selector tuni~ 

000 

record rewind fast play stop pause- volume 

forward 

Figure 7.3: Cassette Deck. 

Training courses for business people are becoming lucrative business, particularly in 
the computing field . Participants expect to be entertained by a stream of changing 
pictures, flashing lights, music a nd so forth. Macintosh is very well suited for produc­
ing the types of visual aid that have become part o f many courses and seminars given 
on a range o f business topics. 

From my own experience I know tha t producing visua l aids can be very t ime­
consuming. In this section l am going to talk about using Macintosh to produce the 
kind of diagram that you can transfer onto a n acetate sheet for use on an overhead 
projector. These types of diagram can also be reproduced into training manuals. 
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The course lam going to use as an illustration is called 'What is a computer?' and the 
diagrams form a series of steps which build into a picture of a full computer system. 
(See Figure 7 .4). 

Central 

Processing 

Unit 

I 
ITbe ·engine· of the I 

computer 

Figure 7 .4(n): The CPU. 

Memory 

Central 

Processing 

Unit 

Temporary storage 
area for information 
being processed 

Figure 7.4(b): Memory. 
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Memory 

Central 

Processing 

Unit 

Mass 

Storage 

I 
I Permanent storage! 
for programs and 
data . Disks or tape 
are often used . 

Figure 7 .4(c): Mass Storage. 
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Input 

computer. 
Often a VDU 

Memory 

Central 

Processing 

Unit 

Mass 

Storage 

IITIT·i.±i· rusl Output 

the computer. 
Usually a VDU 
or a printer . 

Figure 7.4(d): Input/Output Devices. 

The diagrams are all straightforward - each consists of simple rectangles with a 
shaded box surrounding it. Further shaded rectanges join one to another. The arrows 
indicating the flow of information were the most difficult. I created these by drawing 
one arrow and copying and rotating as necessary. I positioned the arrows by using the 
Lasso rather than Selection, so that there would be no empty area around them. 

Once you have designed your diagrams you can print them directly onto acetate. This 
saves the intermediate step of having to photocopy the drawings onto the clear sheets. 

With MacPaint you a lso have the advantage of being able to make alterations so that 
the diagrams prepared for one course or lecture can be modified for another. If the 
course is to be taught by several people the diagrams can be introduced into notes on 
how to teach the course so that future teachers know how to use them. Indeed, the 
possibilities are endless. In chapter 8 I shall be looking at how you can merge Mac Paint 
drawings into Mac Write documents. 
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Forms and charts 

One of the problems with many word processing packages (as opposed to dedicated 
word processors) is that it is not possi ble to rule vertical and horizontal boxes. Often 
you have to draw them you rself, afterwards. This does not a lways produce satisfac­
to ry results, and if a particular form is to be sent to someone else it doesn ' t always 
create a good im press ion. Bearing this in mind, I have devised a couple of examples 
using MacPaint to overcome these shortcomings and produce presentable al ter­
natives. 

Holiday p lanner chart 

In the Hadley Engin,eering warehouse, Joanna Davies has to work out a holiday chart. 
(In the first two weeks of August she may need to take on extra sta ff). She also wants to 
use the chan to evaluate holiday requests. Figure 7.5 is the first cha rt she drew up . 

Figure 7.5: Holiday Cha rt. 

To set up the chan and to ensure that the boxes were evenly sized I began by putt ing a 
border round the edge of the window. I filled it with a checked pattern . By doing this , I 
was able to use the small squares to get the spacing between the lines exactly equal. 
Then I used the Straight li ne tool to draw the grid. Alt hough Mac Paint does provide a 
grid fac il ity on the Goodies menu, it is more d iffi cult to work with . 

I have only shown the chart for 14 days in my example since this fitted into the window 
conveniently. However there is nothing to stop you selecting the whole window 
(double-cl ick on the Selection box), and then taking a copy of it (Copy option of the 
Edit menu) wh ich you can move to another area of the page. 
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In general this type of chart has a great many uses . Here I used it for a holiday plan but 
it is equall y useful for producing timetables , time sheets, mileage charts and so on. As 
always with such things the drawback is that it does take time to set up . There is the 
advantage, however, of being able to use the same structure over again. 

Job application form 

In the past I have often had to fi ll in poorly-designed job application forms, where 
prospective employers want you to write your life history in a space the size of a 
postage stamp. Designing a form on the Macintosh gives you scope to experiment with 
the size and content of the form . In addition, it allows you to create different forms for 
different types of job. If, for example, educational qualifications are not important, 
then you can cut down the space allotted to such deta ils. MacPaint can give you great 
flexibility, to prepare an application form suited to the job. 

Figure 7.6 is an example of an application form for a job at the Hadley Engineering 
warehouse. In designing it J made considerable use of the Straight line tool , the Hand 
and the Show Page facili ty. Although there was nothing complicated in the drawing, I 
found that the window size was rather restrictive, so I had to keep moving the window. 
As I drew, I also referred frequently to the Show Page option to see how the whole 
thing looked . When you use Show Page as well as being able to reposition the window, 
you can also move the whole picture around on the page. You do this by putting the 
arrow outside the window area and dragging. This will pull the whole picture in any 
direction . One thing you must be careful of, however, is not to pull the picture off the 
edge of the page as this will erase the picture for good - this is one point where 
MacPaint doesn't offer you a second chance. 

As a final test I printed out the form .and filled it in to check that there was enough 
space in each of the boxes for the details requested. It is also helpful to fill in a copy of 
the form to make sure that the questions you ask are clear and unambiguous. If you 
have devised a form for obtaining particularly complex information it often wonh 
including a completed copy of the form to act as guideline. You could create a com­
pleted copy in MacPaint. 

Conclusion 

When I first approached MacPaint I looked on it with a degree of scepticism. The 
manual and Scrapbook showed me marvellous pictures of Japanese girls and realis­
tically scaly fish. I thought these were impressive but certainly beyond the limits of my 
artistic talent. I feared I had landed myself with an expensive doodling toy. 



APPLICATIONS USING MACPAINT 

Had ley Engineering Ltd 
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Figure 7.6: Application form 
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I' m pleased to admit that I was wrong. I looked at the everyday articles around me and 
saw that many of them contained drawings, pictures, diagrams. Articles that I used a ll 
the time, some of which I bought, some of which I needed to produce myself. These 
were all fertile ground for creating examples o f practical ways to use MacPa int in 
business and I have exploited them in the past three chapters. I make no apologies for 
this as my aim has been to show that MacPaint is not a computer-orientated artist's 
tool, it is for people whose talents lie in the commerical world and who need a practical 
business tool. 

In these chapters you have seen how MacPajnt works , how to use it yourself and some 
o f the things you can use it for . I've shown you a number of different areas where you 
can use Mac Paint to create your own designs. 



CHAPTERS 

Integrating Mac Write and MacPaint 

In this chapter I am going to be talking about how to transfer pictures from MacPaint 
to Mac Write. I shall also be giving you some examples of when it is best to use this 
technique. 

Transferring from MacPaint to MacWrite 

As I discussed earlier on, a lthough it is possible to use text in MacPaint, it does not 
offer the range of faci lities of text editing and formatting which are avai lable in Mac­
Write. Therefore if you want to combine pictures with text it is better to transfer your 
pictures into Mac Write than try to set up the text with MacPaint's limited faci lities. 

In C hapter 7, I suggested some instances where introducing MacPaint diagrams into a 
Mac Write document could be useful. One of the examples I gave was that of incorpo­
ra ting diagrams set up for overhead slides into the training manuals accompanying a 
course or seminar. I am going to look at this example in more detail now and show you 
how to move diagrams from MacPaint into MacWrite and make alterations to them. 

Take a look at Figure 8.1. In it, I have reproduced part of a page from a training 
manual set up to accompany a course called 'What is a computer?' The text of the page 
is interspersed with some of the diagrams created in chapter 7. 

Drawings can be introduced into MacWrite by two means. One is directly via the 
C lipboard in which case you make a copy of the drawing you want to transfer and then 
swap straight to the MacWrite document and Paste it in. This has the advantage of 
speed but the disadvantage of being able move only one picture at a time. This can 
become very tedious, particularly if you only have one disk drive and programs and 
files stored on separate disks. The al ternative is to use the Scrapbook. This is slower 
than using Clipboard, because the drawing must first be selected and copied; then 
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I 
IThe 'engine· of the I 

c:ompulei 

one of the most important parts of a computer is the central Processing 
Unit (CPU for short). This is the component which does all the won. As Its 
name suggests it processes any information you give to work on. This work 
may be doing calculations, making a copy of a file, printing out a document 
and many other tasks. Each of these jobs will be handled by the CPU. You 
can think of the CPU as the engine of the computer. 

The CPU processes information in small chunks, it would not take a whole 
file of information at once as It does not have room for il Another 
component of the computer takes care of storing the information wh)le the 
CPU gets on with the actually item by item processing. This component is 
ca11ed Memory. 

Memory 
Temporary storage 
area for information 
being processed 

Figure 8.1: Noles on 'What is a computer?' 

Scrapbook must be opened and the drawing pasted into it. Scrapbook will , however , 
keep a permanent copy o f each diagram you copy to it , so the drawings may be used 
more than once. 

Which ever method you use, once the drawing has been selected and copied, you then 
need to close MacPaint and open the MacWrite document. You can then paste the 
drawing where you want it. For the sake of speed, I would say it is better to put the 
diagrams in as you go a lo ng, otherwise you spend a lot of time scrolling backwards and 
forwards to get the cursor in the right posi tion. 
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The area of the diagram is not actually accessible for adding text. If you try to position 
the cursor near the drawing, Mac W rite will respond by drawing a box round it similar 
to the Selection box that you drew in MacPaint (see F igure 8.2). This box has several 
uses. 

I I , Temporary s torage 

I 
Memory _ area for information 

bemg processed 

I -
. 

Figure 8.2: MacPaint diagram in MacWrite 

(i) Changing the position of the drawing on the screen- you do this by putting the 
arrow right on the outside line a nd dragging the box either to the left or the right. 
It is not possible to move up o r down. 

(ii) Altering the size of the drawing- on the bottom line of the box are three small 
black squares. If you put the arrow on one of these boxes and drag it the shape 
a nd size of the picture will change. This can be helpful if you want to use a 
diagram which was originally quite large and for space reasons needs to be con­
densed in the text. (Figure 8.3.) 

Memory 

r-

lemporary storage 
I-- area for information 

b~ing processed 
-

Figure 8.3: Condensed MacPaint diagram 

(iii) Copying, moving or deleting the diagram - when the box is in place, the dia­
gram can be cut, copied o r pasted in the same way as you would do in MacPaint 
with the Selection box o r with highlighted text in Mac W rite 

The box will disappear when you click on the mouse outside the border of the box and 
you can resume norm al editing. 

Apart from moving the MacPaint diagrams across the screen and changing their size, 
it is not possible actually to edit the picture itself. Similarly, if the diagram has any text 
attached, you will not be able to a lter it , either. You will find tht the full width of the 
screen is inaccessible where you have put the diagram. T his means that if you want tO 
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pow..r 

tLted 

pt..ones 

casseH• holder lope count•r · 

rer,ord revrind fast play s top pause 
forward 

Instructions 

input sd•clor tuning 

volutrU> 

1. Plug in Ule cassette recorder and switch it on by pressing Ule button 
marked Power. Wait a few moments wbi.le Ule recorder does its 
self-test. 

2. Press the button marked 'tape' to indicate you want to use Ule cassette 
player. 

3. Open Ule cassette player door by pressing Ule eject button. The door 
will open slowly by itself, do not try to force it open. 

4. Take the cassette you want to play out of its case and, with exposed 
tape end pointing downwards, put it gently into Ule cassette player. 
The tape will be spooled anticlock.wise (left to right) so the lefUland 
spool should be full when you start playing it. 

'· 

5. Having inserted Ule tape, push Ule door closed gently. Do not attempt 
to start playing it unW tlle door is completely closed. 

6. Push Ule button marked play on tlle diagram above to begin listening 
to tlle tape. 

Figure 8.4: Instructions for operating a cassette deck 
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add any notes to the side of the diagram or if you want to label it, you must do it in 
Mac Paint before transferring it. 

Anot her limitation is that you can move the pict ure only as a block. You cannot select 
individual parts of it as you can in MacPaint. So if you want to use different parts of a 
picture as separate items, you will have to move them separately. 

Some applications integrating MacPaint and MacWrite 

Instructions 

In chapter 7, I talked about using M acPai nt to produce diagrams to replace written 
instructions. It is possible to condense and simplify instructions considerably by using 
symbols . There are, however, occasions where diagrams alone do not convey enough 
in formation to be fu lly understood. In such instances, the diagrams act to complement 
1 he written instructions but cannot entirely replace them. 

Using a combination of diag rams and written instruc tions is common for e lect rica l 
applia nces. 

' I o illustrate how to set up these types o f instructions, I have deliberately chosen a 
simple a nd fami lia r example - using a cassette recorde r (Figure 8.4). I chose this 
because although it is famili a r, it reveals a n important point about writing any kind of 
inst ructions- yo u mustn't forget the basics. It is easy to plunge straight into the 
seemingly complex part of an operation, forgetting the necessary but simple s teps 
leading up to it. 

Notices 

MacPaint a llows you to use much larger le ttering than Mac Write , 72 points compared 
wi th 24 points. This means that in cases where part icularly p rominent lettering is 
necessary to draw people's a ttention to a notice, it can be convenient to type the 
heading in Mac Paint and then transfer it into MacWrite where you add the rest of the 
text. This is the method I used in devising the notice illustrated in Figure 8.5. 

MacWrite to MacPaint 

While it is possible to move text into MacPaint fro m Mac Write , this fac ility is limited 
to the a moum of text which will fill t he MacPa int window. If you try to transfer a 
lo nger piece of text , the pa n which lies outside the window will disappear. This means 
that bringing in text is laborious and po intless, since is it as easy to transfer the other 
way. 
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i-.i]·=·P. 
·-· ·- ·-· ·-· .. -.~r· ·-· 
FIRE 

l. If possible, raise the alarm and inform your supervisor. 

2. Do not attempt to tackle the fire. 

3. Leave the building by the nearest exit. 

4. Do not stop to collect your personal belongings. 

S. Report to the designated meeting point for your area of the factory 
and wait there until a roll -<all has been done. Please do not leave 
until this has betn done. 

6. Do not reenter the building until you are told it is safe to do so. 

Figure 8.5: Fire Notice 

Conclusion 

MacPaint gives you great flexibility in drawing diagrams and adding text to them. In 
size of lettering it has even better facilities than Mac Write. It does, however have only 
limited text editing facilities, so there are occasions when transferring diagrams to 
Mac Write can be an advantage. These occasions are usually when you want to include 
illustrations in a long text document. 

Although it can be convenient to make the transfer, there are some restrictions on 
doing so. First, once transferred the a rea occupied by the diagram is not accessible, 
except for moving and changing the size of the picture. The diagram cannot be la rger 
than the size of the MacPaint window, because this is the largest area which may be 
selected in MacPaint and so copied to the Scrapbook. 

Transferring can be a very effective way of introducing illustrations into text docu­
ments and thus making them more interesting and more informative. 



CHAPTER9 

Closing remarks 

I am going to use this chapter as a summary of the key features of The Macintosh and 
MacPaint and Mac Write. I shall give some general rules about using them. 

Macintosh 

Macintosh is an enjoyable machine to use. Once you get the hang of the mouse and 
icons you can move around quickly. They are consistently used in Finder, MacWrite 
and MacPaint so once you have learnt the principles it is not difficult to apply them to 
the different packages. When writing this book, very little of the promised software 
(MacProject, MacBasic, MacLogo etc) had been released, but if they follow the same 
pattern as MacPaint and Mac Write, the first hurdle of getting familiar with the basic 
tools should be very easy to overcome. 

Disk limitations 

I have a Macintosh which has one integral disk drive. I find this put a number of 
restraints on the use of the machine. 

Finder, MacPaint and MacWrite take up a large portion of the Write/Paint disk. 
This means that most of the files you create have to be stored on anoth.er disk. With 
only one disk drive, this means a considerable amount of swapping backwards and 
forwards between disks whenever you want to open or close and save a file. 
Admittedly, Finder does most of the work for you, but the time it takes does cause 
irritation, particularly when you want to copy several files from one disk to another. 
Unfortunately there is no way round this. 

The limited space on the disk means that, on occasions, I am confronted with ames­
sage telling me that the disk is nearly full and that I will have to delete some files if I 
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want to continue. This happens most often in MacPaint which demands something in 
the region of 35 to 40k of disk space in which to operate. This can be quite aggravating 
because the Macintosh will then close my file for me whether I want to or not. This has 
made me very space conscious. Here are several ways -to economise on space used on 
the Write/ Paint disk : 

1) Clear out any unused items from Scrapbook- it is a real space hog. The examples 
provided are interesting to look at but I hardly ever use them. 

2) I don't use the Notepad File which is provided on the disk sol deleted its contents 
-I find that just looking at it creates a fi le which used up 2k of precious space. 

3) Finder itself provides you with a method of clearing space - the Font Mover. Most 
of the time I stick to straightforward Font styles and save the others to a separate 
file where they take up less space. 

4) Delete the sample files which came on the Write/ Paint disk. 

Although the space saving is meagre , it is often the difference between having to stop 
and being able to keep going. The problem of space has also made me decide that an 
additional disk drive is really a must if you want to use the machine and your time most 
efficiently. 

Finder 

Unlike many operating systems, I find that not only is Finder very easy to use (again 
thanks to the mouse and icons) but very robust. By that, I mean that it very seldom 
gives out on me. In fact , there have only been two occasions. On both occasions, it was 
clear what I had done wrong and I was given the chance to start again immediately. 

Mac Write 

Mac Write's main strengths are that it combines all the features you would expect of a 
word processor with the additional benefit of being able to vary the size and style of 
lettering. Most of what you need is on the screen or easily accessible in menus. You can 
save your energies for typing documents rather than hunting through a manual to find, 
say, the underline key combination . Any function which is not immediately visible on 
the screen wi ll usually be presented through a series of dialogue boxes giving you the 
available options once you have chosen a facility from the menu. 

Editing 

The Edit Menu is consistent in Finder, Mac Write and MacPaint. The select, cut , paste, 
copy procedures are standard and contain several safeguards. In MacWrite, for every 
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editing option there is also the possibility of undoing it and then redoing if you choose. 
Not all word processors are so forgiving. 

As well as having menus to work , with Mac Write lets you use all kinds of shortcuts on 
the keyboard to give you access to the editing options. In fact, I find that I don't use 
these very much as it is just as quick to use the mouse. 

Font and Style 

Although most of MacWrite' s facilities are fairly standard, Font and Style are two 
features which make it extraordinary. The usual range of word processing style 
options extends to under-lining and emboldening. Mac Write additionally offers out­
lining, italics and shadowing. Different fonts and letter sizes are also exceptional 
features of MacWrite. Having these available expands the range of applications so 
that you can be more imaginative in writing standard documents, and design docu­
ments and text that ordinarily would not have been possible. Letterhead and adver­
tisements are examples. 

Other Features 

The facilities available in Finder are a lso useful in MacWrite . In chapter 4 I showed 
you how to use the Scrapbook to keep a standard paragraph, how to use the Calculator 
to do the sums for an invoice, and how to use the special characters to write a letter in 
French. 

None of these features is unique to MacWrite as a word processor, but the ease with 
which you can use them is certainly untypical. MacWrite actually shows you these 
features on the screen, you don't have to hunt for them or stumble on them by 
accident. 

1 find one of the best features of MacWrite is that learning how to use it is actually 
enjoyable. Usually getting familiar with a new package involves a considerable 
amount of frustrated effort as you struggle with unhelpful instructions. 

MacPaint 

At first sight, MacPaint is a very unusual and apparently unbusiness-like package. 
That it does not deal in columns of figures or 50 page management reports makes it 
seem rather frivolous. It is hard to imagine business people wasting their time drawing 
pictures with a sophisticated etch-a-sketch toy. 

These prejudices were compounded when I first started to use MacPaint and found 
that my first efforts were not much more than doodling. 
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It does not take long, however, to realise that diagrams and illustrations play a big part 
in many areas of business. Advertising relies heavily upon them, technical information 
and instructions are clarified with diagrams and symbols and signs are increasingly 
taking the place of words in giving information. Looked at in this light, MacPaint 
becomes a much more useful tool and can be used to create diagrams which don't 
require a lot of skill in drawing. 

Tools 

To use the MacPaint drawing tools most effectively you need some practice with man­
oeuvring the mouse. Once you have mastered that it gets easier. As I discussed in the 
chapters on Mac Paint, the tools fall into two broad categories- one for free form line 
and shape drawing and the other for drawing more controlled, regular shapes. The 
second of these proved to be the most useful. 

Creating different shaped and patterned boxes is really the key to get the most practical 
benefit from MacPaint. Most of the examples I used in this book depended largely 
upon drawing rectangles and oblong shapes. I also used the straight line tool exten­
sively and of course the Eraser. 

Using MacPaint becomes easier once you realise that everything you draw is made up 
of small black dots which, by using the FatBits facility, can be manipulated individ­
ually. This means that you can make your diagrams very accurate without actually 
having to be tremendously skillful at drawing. 

Patterns 

MacPaint gives you a more than adequate number of patterns and also the oppor­
tunity to create your own. Once again they a re made up of combinations of dots and 
can be grouped to represent roof tiles, bricks and a whole range of other designs. Each 
can be used to fill areas, to draw lines and borders or as shading. 

Text 

Although it lacks the text editing facilities of Mac Write, MacPaint does give you the 
same style and font features as Mac Write and also lets you use larger font size - up to 
72 point. Generally, text is used for labelling and describing diagrams. It can, 
however, be helpful to use the larger font sizes which are not available in Mac Write. 

Overall! find MacPaint a very useful tool and not at all the gimmick I had expected it 
to be. Its limitations are mainly caused by the relatively small work area - the 
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window. Most of the time it is possible to overcome this by moving the window with 
the Hand tool. It is restrictive on occasions, however, when I want to transfer a docu­
ment from MacPa int to MacWrite and find only a window at a time can be moved. 
Also if you want to rotate a diagram which is as large as the window, turning it on its 
side means any part which extends outside the current window will be lost. In these 
instances, I wish that the facility to move diagrams could be extended to apply to the 
Show Page feature so tha t larger diagrams could be manipulated. 

Imagewriter 

Thus far I have really said very little about the Apple printer which I use . That's 
because it works so easily and so well that I don't have to think about it at all. I just 
switch it on, load it with paper and that's all there is to it. I have the l 0 inch model and I 
find it adequate for all my needs. 

In addition, if you study your Imagewriter User's Manual you will see that it is also 
possible to extend the features available to designing your own fonts. I haven't 
attempted this as the range already available is quite adequate for me. 

A final word ... 

My aim in this book has been to show you how the Macintosh can be used in business. I 
have shown you how to write letters, adverts a nd forms, to create diagrams to 
illustrate, inform and instruct. Along the way I got a good deal of enjoyment from 
discovering what Macintosh could do . I did not set out to cover every aspect of the 
Macintosh, but to select those features which I find I use the most. You may have 
found great uses for some of those which I have overlooked - I hope I have left some­
thing to your imagination. 

I have covered the only basic aspects of Macintosh -the software which comes with 
the machine. However, there are certainly other packages available - the 'Multi' 
series and two accounts packages MacCash and Mac Ledger , with a considerable 
number to come in the near future. I am certainly looking forward to getting my hands 
on them and testing Macintosh's powers further. 

Ill 
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