





























































































































































































































































































































































































































































































































































































































































































































218 Chapter 10 A Systems Approach to Microcomputer Problem Solving

10.1 WHAT ARE YOUR INTENTIONS?

The working knowledge of Microsoft Works and the Macintosh that
you have gained in the previous chapters will take you only a small
step toward using the computer as a productivity tool and actually
employing microcomputer software to solve problems. In fact,
problem solving using computer applications is often done by
persons with no computing experience whatsoever! In these cases,
the solution analysis (or design) is passed on to a computer expert
(who often knows very little about the specific field) to develop a
microcomputer software application. The chosen software and
process are tested, refined, and eventually put to use in a real-life
situation. Thus the key to the development of valid microcomputer
solutions rests initially in their design.

The design-and-development process can be expedited if both
designer and developer have more than a casual awareness of the
other’s area of expertise. In the past it was unusual for the designer
and developer to be the same person, with expertise in both com-
puters and a given application area. Very few people were highly
proficient in software techniques and strategies. Likewise, few
computer experts knew the intricacies of accounting, finance,
banking, real estate, and so on. The wide acceptance and use of
microcomputers is bringing about a gradual change, however.
More and more students and workers are gaining computer literacy
in addition to their area of expertise. This combined knowledge will
increase the use of a medium for problem solving that literally is at
our fingertips.

Design! If you're like most of us, you probably think you've
never designed anything. But if you've ever wanted anything at all
that you eventually created through your own efforts, you have in
fact experienced the design process. The process is really common
to most people, and it has a fringe benefit: It makes us think
logically and creatively. That is, the procedure—from the identifi-
cation of an objective to its attainment—breaks down into a series
of steps.

10.1.1 The Systems Approach

One approach to using microcomputers for problem solving is to
apply the process used in the overall development of computer
software. Although this process is known by several names, and its
steps may differ slightly among versions, it may be summarized in
the following ten steps.
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Statement of the rationale for use
Statement of the performance objectives
Definition of the sequence of events
Application software construction
Debugging

Pilot testing

Revision

Use in a real-life situation

Further revision

Evaluation

COPND Gk N =~
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These steps comprise a process often called a systems approach to
software design. But as it does involve logic, another name for it
might be a commonsense approach to problem solving,.

10.2 THE DESIGN PROCESS

The first three steps constitute the design stage, which will be
discussed in this section. The next seven steps, the developmental
stage, will be discussed in Section 10.3. Note that, though all these
steps are important, the contents of each are determined solely by
the specific problem requiring a microcomputer solution. In other
words, the steps and general procedures for each can be outlined in
this book, but the reason behind any given solution—what is done
and how it is done—can only be determined by its designer. To
illustrate how the systems approach can be used in problem solving,
we'll develop an example using the Acme Paper Clip Company.

10.2.1 The Rationale

Assume you have a problem that you suspect might be solved by
the design and development of microcomputer software. Can you
explain why this problem should be solved in the first place? Can
you explain why a microcomputer should be used? In other words,
your rationale answers why: Why does the problem need solving,
and why use a computer in the solution process? If either question
cannot be answered, the design stage should be terminated.

10.2.2 Performance Objectives

To make sure you get to where you want to go, you must set
objectives. Performance objectives should outline the prerequi-
sites for a solution, what will comprise the solution itself, and,
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specifically, what constitutes the successful completion of the

solution. That is, what do you expect before, during, and after you

use the microcomputer? What are the goals of the microcomputer

application and how will you know when those goals are attained?
Here are some examples of performance objectives.

1. The application will merge a mailing list of up to 4,000 names
with a letter. The salutation will use the first name (“Dear
Mary”). The letters will be printed in ZIP code order and ad-
dressed appropriately for mailing in window envelopes.

2. The spreadsheet will compute an estimated monthly loan pay-
ment to within a .2 percent accuracy, based on the bank’s
mainframe computers.

3. Data will be collected from at least 98 percent of the stores and
entered into the database application by 5:00 p.M. every Friday.
Sales reports will be printed and distributed by 11:00 a.m. the
following Monday.

10.2.3 The Sequence of Events

This design step is probably the most difficult. Obviously, the
sequence of events is determined in part by the type of application
(word processing, spreadsheet, database, communications, graph-
ics, and so on) used. This in turn is determined by your rationale
and objectives. Regardless of the type of application you've chosen,
this step should include, at a minimum, answers to such questions
as the following.

1. Is any process necessary prior to using the microcomputer? Is
any material or information specifically related to the solution
needed prior to using the microcomputer? If so, what is the
process, who will perform it, when will it be completed, and
what will it provide?

2. What data are required for the microcomputer application?
Must the information be entered into the microcomputer in a
specific order?

3. Will the information be reorganized once it's entered"f‘ What
sorting criterion will be used?

4. Will all the information be used, or will selections be made?
What selection criteria will be used?

5. What formatting options should be chosen? What font, style,
size, and justification will be used? Are graphics to be included?

6. What printed reports will be generated and how will they be
printed? Will a dot matrix or a laser printer be used? What type
of paper will they print on?
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7. How and where will the files be saved? Will the files be updated
in the future? Will back-up copies be maintained?

8. What problems are anticipated? What are the contingency
plans, should something go wrong?

9. Are multiple application programs needed? How will the data be
integrated between the applications? In what order must the
applications be executed?

Answers to these and perhaps many other questions, depending on
the design, must be outlined on paper prior to translating the se-
quence into spreadsheet, database, or other computer applications.

Most importantly, as you design the application you must
outline each sequential step necessary from the beginning to the
end of the process. Think of the total sequence of events necessary
to complete the process.

10.2.4 Designing a Solution for
the Acme Paper Clip Company

Suppose the Acme Paper Clip Company needed to mail each stock-
holder notification of its quarterly dividend and wished to illustrate
in the letter its percentage of the market share in 1990. Here’s how
the systems approach could be applied to design a solution to this
problem.

Rationale. Acme Paper Clip Company, like all publicly owned
companies, is required by federal law to notify stockholders of
quarterly dividends. The advantage of using the computer in this
process is that it can quickly print customized letters to each
stockholder. With the aid of computer software, the letter can
combine the required dividend notification with a pie chart showing
the percentage of market share. This may encourage stockholders
to purchase additional stock.

Performance Objectives. The microcomputer solution will merge a
database of Acme’s shareholders with a word-processing document
containing the dividend notification and a pie chart showing the
1990 percentage of market share. The letters must be printed and
mailed within the time limitations set by federal law.

Sequence of Events. The following sequence of events generally
outlines the process necessary to solve Acme's problem. A written
sequence of events can be as general as this one or more specific,
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including instructions on how to accomplish each event. The level
of detail will depend on the user’s needs.

1. Up-to-date stockholder information, including name, street
address, city, state, and ZIP code is obtained from the company’s
accountants.

2. A Microsoft Works database is designed and developed, using
the five fields identified in Event 1.

3. The stockholder information is entered into the database and
saved.

4. Data on the 1990 percentage of market share are entered into
a Works spreadsheet and saved.

5. Aletter is composed and typed using the Works word processor.

6. A pie chart is drawn based on the market share data in the
spreadsheet.

7. The pie chart is copied from the spreadsheet application into
the letter in the word processor.

8. The database is sorted into ZIP code order.

9. The name, street address, city, state, and ZIP code fields are
added to the letter in the word processor using the Prepare to

*  Merge command. These fields are aligned to show the address
through a window envelope, so mailing labels needn't be
generated.

10. Using the Print Merge command, the database is merged with
the letter in the word processor printing a customized notifica-
tion letter for each stockholder.

11. InZIP code order, each letter is folded and inserted in envelopes
so that the address shows through the window.

12. The letters are mailed.

10.3 THE DEVELOPMENTAL PROCESS

The design segment, the first three steps of the systems approach,
is essentially a mental, paper-and-pencil process. Once the rationale,
objectives, and sequence of events have been defined, the remain-
ing developmental steps—the actual application of microcomputer
software, debugging, testing, refinement, use, and evaluation—
may be carried out.

The total process, from rationale to evaluation, for a micro-
computer solution may require tens to hundreds of person hours.
This would include the development of any accompanying training
materials for the user’s guidance. Of course, if an existing solution
were used as a model and simply adapted to a user’s specific needs,
the time required for development would be significantly reduced.
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10.3.1 Application Software Construction

Actually the next step is still a mental, paper-and-pencil process for
the most part. It primarily involves translating the sequence of
events into computer software such as spreadsheets, databases,
and integrated documents. This is the first step in which some
degree of computer expertise is required of the designer. Microcom-
puter software techniques and strategies must be used in trans-
ferring the design concepts from paper to microcomputer files. This
may be as trivial as adapting a model spreadsheet or as involved
and time-consuming as translating an original, detailed design into
a comprehensive database.

10.3.2 Debugging

Even after the spreadsheet, database, or other application has been
designed, the data entered, and the files saved, chances are that
the solution will not work as expected. Problems, commonly called
bugs in “computerese,” may emerge: anything from simple errors
(misspelled words, syntax errors, and so on) to technical or con-
ceptual errors (incorrect use of a formula, sorting on the wrong
field, incorrect selection of criteria, and so on). Debugging (exter-
mination of the errors) is then done until the software is satisfactory
from the designer's point of view.

10.3.3 Pilot Testing

Pilot testing the solution is the next step. Generally this is done
with “dummy” data—or with colleagues’ and volunteers’ work, if
persons other than the designer will use the software in real life.
Ideally, the designer should literally look over their shoulders as
others perform the process on the microcomputer, as it is a rare
case in which something unanticipated does not occur. These
problems may be as trivial as the user inadvertently typing a
comma that the spreadsheet is not designed to handle. Alternatively,
a major reworking of the conceptual and/or procedural strategy
may be required. Of course, the main point of pilot testing is for the
designer to get feedback about the solution.

10.3.4 Revision

The feedback provided during pilot testing frequently leads to
revisions. These revisions are normally fairly minor: redefining the
text format, making cosmetic improvements to the layout, and so



224 Chapter 10 A Systems Approach to Microcomputer Problem Solving

on. However, they could be as major as returning to the design
stage for refinement of the process or, in extreme cases, discarding
the application. (If the design steps are thought out carefully, this
probably will not be necessary!) Note that the pilot testing and
revision steps may be repeated several times prior to actually using
the application.

10.3.5 Use in an Actual Situation and Further Revision

Using the microcomputer solution in a real-life situation may
supplement a manual process, serve as a prerequisite to another
microcomputer application, or comprise the only step left to a
successful solution. Regardless of the application it is safest to
anticipate continued minor revision of the materials, if for no other
reason than that the number of users testing the software or seeing
the output will have increased. In some applications, the software
will never get to a point at which no additional revisions (however
minor) are needed. Thus, use in real-life situations and revision are
cyclical, continuing as long as the application is in use.

10.3.6 Evaluation

The evaluation of microcomputer solutions may be divided into two
categories. The first is an analysis of objective attainment, to
determine whether the defined objectives are indeed being met.
This analysis varies depending on the design of the solution, but it
is often based on preapplication and postapplication results. If
negative results are obtained, a return to Step 1 of the systems
approach may be appropriate.

The second evaluation is the analysis of the concept of using
the microcomputer and the software. Did this approach prove
suitable in solving the problem? This question is answered in part
by the analysis of objective attainment. Further evaluation may be
based on customer or employee feedback through attitudinal
questionnaires, overall software performance, and the designer's
own observation and intuition.

Note: In general, the success or failure of any given microcom-
puter solution rests heavily on the first three design steps: the
importance of thoughtful design merits emphasis one last time. If
the rationale, objectives, and sequence of events are very carefully
defined, the likelihood of a successful solution is greatly increased.
In other words, think it through, folks!
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10.3.7 The Developmental Process
for Acme’s Stockholder Letter

To achieve a solution to Acme’s need to notify stockholders, follow
the developmental process of the systems approach by completing
the stages outlined here. Little benefit will be gained from just
reading the material that follows. Actually completing the project
on the computer will help you understand the process and let you
practice the skills you learned in previous chapters.

Application Software Construction. Using the sequence of events
detailed in Section 10.2.4, design and develop the Acme stockholder
database, the notification letter, the market share spreadsheet, and
the pie chart. Sample stockholder data are provided in Figure 10.1.
The text for the notification letter appears in Figure 10.2. The data

=1 Acme's Stockholders (DB) SFc=———P1
Name Street Address City State [Zip >
Robert Mot ris 8820 Edinburgh St. Cupertino Ca 95014
Daniel Noble 111 Yeterans Bivd. YYashington [ 20036
Mary Pearson 6050 Curran Dr. Boston MA 02167
Carrie Potter 393 Bellaire Dr. Buffalo NY 14208
Tommy Rosen 6919 Colbert St. Omaha NE 68178
Stacie Sanford 1901 Perdido Way Spokane WA 99258
Chery1Kitt 5004 Tartan Dr. Baltimore MD 21210
Leonard Hughes 3717 Cypress Ave. Los Angeles CA 90045
Curtis Green 1830 Franklin Ave. Chicago IL 60626
0Olga Fletcher 112 27th St. Denver co 80221
John Vincent 111 Mark Twain Dr. Santa Clara CA 95053
Tiffany Duran 407 Josephine Way Mobile AL 36608
Scott Davis 3618 Nashville Ave. Philadelphia Pa 19131
Lisa Cherry 816 Sumner Ave. Detroit M 48221
Grace Becker 2008 Kentucky Pkwy. San Francisco CA 94117
Carl ¥addell 217 Dodge Ct. Scranton P& 18510
Brenda Stein 5510 Holly Lane Wheeling Wy 26007
Sidney Schwartz 2016 2nd Ave. Cincinnati OH 45207
Jerry Robertson 8021 Buffalo Dr. Jersey City NJ 07306
Iris Phillips 220 9th St. Kansas City MO 64110

Figure 10.1. Acme’s Stockholder Database
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June 1, 1991
Dear Stockholder:

I am pleased to announce that the Acme Paper Clip
Company is issuing a dividend of $1.23 per share for the
first quarter of 1991. This is a 230 percent increase over
the dividend for the same quarter in 1990. | attribute our
increase in profits to an increase in the market share.
The following chart depicts Acme’s percentage of market
share in 1990.

| also wish to point out that we have recently introduced a
new Kevlar unbreakable paper clip. If our marketing
efforts are successful for this product, | am sure that we
will achieve an even larger share of the market.

Yours truly,

Emily Acme
President

Figure 10.2. Text for Acme's Stockholder Letter

for the spreadsheet appear in Section 4.6, Problem 4, and help in
producing the pie chart can be found in Section 5.2, Problem 2. The
completed stockholder letter should resemble Figure 10.3.

Debugging. As you design and enter the letter, database, and
spreadsheet, correct your errors. After the files are complete, check
again for errors and make any necessary corrections.

Pilot Testing. Having completed Steps 1 through 9 in the sequence
of events, you can now pilot test Step 10, the Print Merge process.
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Aecme Paper Clip Company

123 Main Street
Los Angeles, California 90001

June 1, 1991

Robert Morris
8820 Edinburgh St.
Cupertino, CA 95014

Dear Stockholder:
I am pleased to announce that the Acme Paper Clip Company is issuing a dividend of $1.23 per
share for the first quarter of 1991. This is a 230 percent increase over the dividend for the same

quarter in 1990. I attribute our increase in profits to an increase in the market share. The
following chart depicts Acme's percentage of market share in 1990.

1990 Percentage of Market Share

@ Acme Paper Clip 50.9%
E United Plastics 15.3%
B Mitsubishi Paper Clip  25.3%
[ A.O.S. Paper Clip 8.6%

I also wish to point out that we have recently introduced a new Kevlar unbreakable paper clip. If
our marketing efforts are as successful for this product, I am sure that we will achieve an even
larger share of the market.

Yours truly,

Emily Acme
President

Figure 10.3. Acme’s Stockholder Letter
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Choose the Print Preview option in the Print dialog box and review
the merge operation on the screen. Test your printer by using the
Print (not the Print Merge) command. A single letter will be printed
rather than one for every entry in the database. Better yet, do a
Record Selection just for the stockholders who live in California.
Use the Print Merge command to test the process.

Revision. If any errors are discovered during pilot testing, make
the necessary revision and pilot test again.

Use in a Real-life Situation. With the software construction, de-
bugging, testing, and revision completed, use the Print Merge
command and print out a letter for each of Acme’s Stockholders.
(For this example, you can skip Steps 11 and 12.)

Further Revision. If any other errors are noted, revise and Print
Merge again.

Evaluation. Ask yourself the following questions. Were the defined
objectives attained? Was the notification letter successfully gener-
ated? Was it completed on time? Did stockholders buy more stock?
Did using the Macintosh and Microsoft Works prove suitable in
solving the problem? As you can see, though the answers to some
of these questions may be obvious, others may require additional
research and testing. Based on your evaluation, should Acme
continue to use this process each quarter to notify stockholders?

10.4 A FINAL PROJECT

As a final project, demonstrate your skills in using the Macintosh
and Microsoft Works to provide a solution to a real problem.
Identify a problem in an area of interest to you. It could relate to
another college course, to your hobby, to your job or profession,
or to your favorite charity, community group, or church. What-
ever the problem, you will learn more if its solution has some
practical value to you.

Design and develop an application that integrates at least
three of the Works features (word processing, spreadsheet, data-
base, communications, graphics, and desktop publishing).

* OQOutline on paper the rationale, performance objectives, and
sequence of events.
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¢ Follow the developmental steps: construct the software, debug
it, pilot test it, revise it, use it in an actual situation, and revise
it further.

¢ Evaluate on paper the success of applying Works and the
Macintosh to the solution of your problem.



SUMMARY OF
WORD PROCESSOR
COMMANDS

A.1 THE FILE MENU

New...
Open... 380

Close BEWw
Close All...

Save a8s
Save As...

Delete...

Make Works Desktop...

Page Setup...

Print... ®BP
Print Window

Eject Page

Print Merge...

Quit &0

New...

Creates a New file of any Works application type. A dialog box lets
you select word-processing, database, spreadsheet, or communi-
cations files.

231
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Open...
Opens an existing word-processing file to be edited or added to. A
dialog box lets you select files and disks.

Close

Closes the active file window. If the file has been changed but not
saved, a warning and an option for saving the file will appear in a
dialog box.

Close All...

Closes all the file windows. For each file that has been changed but
not saved, a warning and an option for saving the file will appear in
a dialog box.

Save

Saves the active file window. If the file is untitled, a dialog box
requires that a file name be entered and provides options for
changing disks. If the file has been named previously, the edited
file will be saved over the original file with the same file name.

Save As...

Saves an edited file with a new file name. The original file is kept
intact. A dialog box allows you to enter the new file name and
change disks.

Delete...

Deletes a file. A dialog box lets you select files and disks. This
function is identical to dragging the file icon into the trash and
emptying the trash from the Macintosh desktop.

Make Works Desktop...

Creates a Works desktop file that contains a list of all files cur-
rently open on the desktop. When this desktop file is opened, all
the Works files will be opened automatically. A dialog box lets you
enter a file name and change disks.

Page Setup...

Lets you define the page setup parameters, including paper type,
paper orientation, header, footer, and margins. Options vary de-
pending on the printer selected from the Chooser desk accessory.

Print...

Prints the document in the active window on the printer selected
from the Chooser desk accessory. A dialog box provides options,
including number of copies, range of page numbers, manual feed,
and print preview.
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Print Window
Prints the visible contents of the active window on the printer
selected from the Chooser desk accessory.

Eject Page
Issues a form feed command to the printer, ejecting a page.

Print Merge...

Merges fields from a Works database with a Works word-process-
ing file. The fields to be merged must be defined using the Prepare
to Merge command in the Edit menu. A document will be printed
for every record selected in the database. This is used to print form
letters, mailing labels, and other reports.

Quit

Stops Works, closes all files, and returns to the Macintosh desk-
top. For each file that has been changed but not saved, a warning
and an option for saving the file will appear in a dialog box.

A.2 THE EDIT MENU

Undo 8z
Cut 38H
Copy C
Paste |
Clear

Select All

Draw On 8J
Prepare to Merge... %M
Show Field Names
Multiple Labels

Undo

Undoes the action of the previous command. It is used to reverse
mistakes but can only undo one command. Multiple commands or
mouse movements cannot be undone.
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Cut

Removes the highlighted text or drawing from the document and
places it on the Clipboard. The text or drawing can later be pasted
into another location in the same document or into another docu-
ment.

Copy
Copies the highlighted text or drawing from the document and

places it on the Clipboard. The original text or drawing remains in
the document. The text or drawing on the Clipboard can later be
pasted into another location in the same document or into another
document.

Paste

Copies the text or drawing on the Clipboard into the document at
the location of the cursor. The text or drawing on the Clipboard is
not erased and can be pasted again.

Clear
Erases the highlighted text or drawing from the document. The
text or drawing is not copied to the Clipboard.

Select All
Highlights the entire document providing a shortcut for changing
the font or other characteristics.

Draw On—Draw Off

Turns on the draw mode, with which you can add lines, boxes,
shading, and other graphics to the document. Draw On displays
the Draw Tool box. Draw Off turns off the draw mode and returns
to text mode (see Appendix B for details).

Prepare to Merge...

Defines database fields to be merged with the word-processing
document. A dialog box lists the databases available on the desktop
and the fields that can be merged. A database field selected in the
dialog box will be inserted at the location of the cursor. The Print
Merge command in the File menu will merge the database infor-
mation into the document for printing.

Show Field Names—Show Field Data

Displays the database field names of the merged fields in the word-
processing window. Show Field Data displays the actual data
contained in the database fields.

Multiple Labels
Allows data from more than one record in a database to be merged
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on a single page of a word-processing document. This is useful in
printing mailing labels and lists of information.

A.3 THE WINDOW MENU

Show Clipboard

Help 38?

Show Clipboard—Hide Clipboard
Displays the current contents of the Clipboard in a window on the
screen. Hide Clipboard will close the Clipboard window.

Help
Opens the Help window, which can be scrolled to get information
on the various Works commands. The cursor will change to a

question mark (?). Selecting a menu command with this cursor
will scroll the Help window to information on that command.

Open File Windows

Shows a list of every open file below the Help command. Choosing
a file window from this list will make that window active and bring
it to the front.

A.4 THE SEARCH MENU

Find... S8F
Replace... 38R

bo To Page #... 36

Find...
Locates text anywhere in the document. A dialog box lets you enter
a search string and choose among search options.

Replace...
Locates selected text anywhere in the document and replaces it
with new text. A dialog box lets you enter search strings and
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replacement strings and choose replacement options. One option
replaces all occurrences of the text string automatically, in the
entire file. Another option replaces the text only when it is con-
firmed manually.

Go to Page #...
Scrolls the active window automatically to the page number speci-

fied in the associated dialog box.

A.5 THE FORMAT MENU

- Hide Ruler

Font
Size
Style
Color

vywVvwvw

Copy Format 3K
Paste Format 38Y¥

Justification [ 2
Spacing 4

Insert Page Break
Title Page
Set Page # ...

Hide Ruler—Show Ruler

Hides the ruler at the top of the word processor window from view.
Show Ruler returns the ruler to view. The ruler settings are not
affected.

Font

Displays a submenu listing the fonts (typefaces) available. Choos-
ing a font from the submenu will select that font for the text.
Additional fonts can be added using the Font/DA Mover program
on the Macintosh Utilities Disk.



9 Point

10 Point
12 Point
14 Point
18 Point
20 Point
24 Point
Other...

Normal
Bold
ftelic
Underline
D[ujtlliine]
Shadom

Black
Mhite
Red
Green
Blue
Cyan
Magenta
Yellow

Left
Center
Right
Justified
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Size

Displays a submenu listing the font sizes available. Choosing a
size from the submenu will select that size for the text. Sizes
appearing in outline (12) will print best on the screen and the
ImageWriter printer. Sizes are listed in points (72 points = 1 inch).
The Other option provides for sizes other than those listed in the
submenu.

Style
Displays a submenu listing the font styles available: Normal, Bold,
Italic, Underline, Outline, Shadow, Superscript, and Subscript.
Choosing a style from the submenu will select that style for the
text.

Color
Displays a submenu listing the colors available. Choosing a color
from the submenu will select that color for the text on the screen.

Copy Format

Copies the format (ruler settings) to a special format clipboard. The
format copied will be the format for the line on which the cursor is
located. This action will not affect the contents of the regular
Clipboard.

Paste Format

Pastes the format (ruler settings) from the format clipboard to the
line on which the cursor is located. This action changes the exist-
ing format to the one on the format clipboard. A format can be
changed on several adjacent lines simultaneously by highlighting
the text with the mouse and then pasting the format.

Justification

Displays a submenu listing the justification options. Choosing a
justification from the submenu will select that justification for the
text. Left aligns the text on the left margin. Center centers the text
within the margins. Right aligns the text on the right margin.
Justified fills the text between the margins, aligning both left and
right margins.
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Spacing

Displays a submenu listing the spacing options. Choosing a spac-
ing from the submenu will select that spacing for the text. Spacing
options include single spacing, 1 1/2 spacing, double spacing, and
6-lines-per-inch spacing. The latter is used with data-processing
forms and continuous feed labels.

Single
1 1/2 Spaces
Double

6 Lines per inch

Insert Page Break—Remove Page Break

Inserts a page break (top of page or form feed) command above the
line on which the cursor is located. It is used to force the line the
cursor is on to begin a new page. Remove Page Break removes a
page break above the line on which the cursor is located.

Title Page

Specifies the first page of the document as a title page. No header
or footer information (including page numbering) will print on this
page. However, the title page will be counted in the numbering.

Set Page #...

Sets the starting page number for the first page of the document.
The starting page number is entered in the associated dialog box.
This is useful in consecutively numbering two or more documents.

A.6 THE SPELL MENU

Correct Spelling...

Options...
Dictionary...

Correct Spelling...

Compares each word in the entire document or highlighted text
with a dictionary. Text not found in the dictionary is assumed to be
misspelled and is displayed in a dialog box along with the program’s
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best guess about the correct spelling. Options are available to
replace the misspelled word, to scan the dictionary for the cor-
rectly spelled word, to skip the word, to add the word to the
dictionary, and to correct the spelling manually. A dictionary of
skipped words can be saved at the end of the Correct Spelling
process.

Options...
Displays the Spell Options dialog box that defines the correct
spelling rules.

Dictionary...

Selects a dictionary of skipped words saved previously. Words from
this dictionary will be skipped in the document to speed the
process. A dialog box lets you select dictionary files and disks.

The Macro menu is described in Appendix K.



SUMMARY OF
DRAW COMMANDS

B.1 THE DRAW TOOLS

Pointer Tool

Text Tool

Line Tool
Freehand Tool
Straight Line Tool

Default Fill Pattern

Nudge Tool

Line Thickness Tool

Line Type Tool

Pointer Tool

Tools

1J[W]0 0|0

Rectangle Tool

Rounded Rectangle Tcol
Oval Tool

Polygon Tool

Arc Tool

Default Line Pattern

Selects objects by pointing and clicking with the mouse.

Text Tool

Enters text and creates columns. Place the text cursor at the
location where text is to be inserted, click the mouse button, and

type the text.
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Line Tool

Draws straight lines between any two points. Point to the starting
point, click, and drag the mouse to the ending point while holding
down the mouse button.

Freehand Tool

Draws freehand lines. Point to the starting point, click, and drag
the mouse to the ending point while holding down the mouse
button.

Straight Line Tool

Draws straight lines horizontally or vertically. Point to the starting
point, click, and drag the mouse to the ending point while holding
down the mouse button.

Rectangle Tool

Draws rectangles and squares. Pointing to the upper left-hand
corner, click and drag the mouse to the lower right-hand corner
while holding down the mouse button. To draw squares, hold
down the shift key while drawing.

Rounded Rectangle Tool

Draws rectangles and squares with rounded corners. Pointing to
the upper left-hand corner, click and drag the mouse to the lower
right-hand corner while holding down the mouse button. To draw
squares, hold down the shift key while drawing.

Oval Tool

Draws ovals and circles. Pointing to the upper left-hand corner,
click and drag the mouse to the lower right-hand corner while
holding down the mouse button. To draw circles, hold down the
shift key while drawing.

Polygon Tool

Draws polygons. Point to the starting point of the first side of the
polygon and click the mouse button. Point to each of the corners of
the polygon and click the mouse button. Close the polygon by
pointing to the starting point and clicking the mouse button again.

Arc Tool
Draws 90° arcs. Pointing to the starting point of the arc, click and
drag the mouse to the ending point while holding down the mouse
button. To draw arcs from circles, hold down the shift key while
drawing.

Default Fill Pattern
Displays the default pattern, selected from the Fill Pattern menu,
that will be used to fill objects.



Left
Center
Right
Justified

B.2 The Draw Format Menu 243

Default Line Pattern
Displays the default pattern, selected from the Fill Line menu, that
will be used to draw lines.

Nudge Tool
Moves (nudges) a selected object up, down, left, or right one pixel
at a time on the screen.

Line Thickness Tool
Shows the current thickness of the line. Pointing to and clicking on
another thickness will change the current thickness.

Line Type Tool

Shows whether the current line type has arrows or not. Point to
and click on the desired line type.

B.2 THE DRAW FORMAT MENU

Justification 4
Font 4
Size 4
Style 4
Color - Black Dots )
Color - White Dots )
Group Picture 3806

Ungroup Picture 80
Grid Setting...

Grid On

Bring to Front 8BF
Send to Back &8
Show Column Boxes
Spread Text

Justification

Displays a submenu listing the justification options. Choosing a
justification from the submenu will select that justification for the
text. Left aligns the text on the left margin. Center centers the text



Chicago
Geneva
Monaco
New York

9 Point

10 Point
12 Point
14 Point
18 Point
20 Point
24 Point

Other...

Normal
Bold
flalic
Underline
0[ujtlliine]
Shadom

Black
Mhits
Red
Green
Blue
Cyan
Magenta
Yellow
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within the margins. Right aligns the text on the right margin.
Justified fills the text between the margins, aligning both left and
right margins.

Font

Displays a submenu listing the fonts (typefaces) available. Choos-
ing a font from the submenu will select that font for the text.
Additional fonts can be added using the Font/DA Mover program
on the Macintosh Utilities Disk.

Size

Displays a submenu listing the font sizes available. Choosing a
size from the submenu will select that size for the text. Sizes
appearing in outline (12) will print best on the screen and the
ImageWriter printer. Sizes are listed in points (72 points = 1 inch).
The Other option provides for sizes other than those listed in the
submenu.

Style
Displays a submenu listing the font styles available: Normal, Bold,
Italic, Underline, Outline, Shadow, Superscript, and Subscript.
Choosing a style from the submenu will select that style for the
text.

Color—Black Dots

Displays a submenu listing the colors available. Choosing a color
from the submenu will select that color for the black dots on the
screen.

Color—White Dots

Displays a submenu listing the colors available. Choosing a color
from the submenu will select that color for the white dots on the
screen.

Group Picture

Combines several objects selected into a group. Once the objects
have been selected by pointing and clicking while holding down the
Shift key, choose the Group Picture command. Grouped objects
are treated as a single object by Works.
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Ungroup Picture
Undoes the group feature for a selected object. Once ungrouped,
the original objects can be moved or otherwise modified.

Grid Setting...

Sets the spacing for the transparent grid that controls the align-
ment of objects both horizontally and vertically. The Grid On
command must be chosen for the grid to be in effect. A dialog box
lets you change the Grid Setting from the default value of 1/8 inch.

Grid On

Turns on the grid feature that helps align objects horizontally and
vertically. A check mark (v) indicates that the option is in effect. To
toggle the grid off, choose the Grid On command again.

Bring to Front
Moves the selected object to the foreground of the drawing layer.

Send to Back
Moves the selected object to the background of the drawing layer.

Show Column Boxes
Displays dotted lines around columns on screen. A check mark (v)
indicates that the option is in effect.

Spread Text

Aligns text along a line or around an arc. Copy the selected text to
the Clipboard, draw the line or arc or select the desired line or arc,
and choose Spread Text.

B.3 THE FILL PATTERN MENU

The Fill Pattern menu (see p. 246) provides 39 patterns for filling
objects. To fill an object, select it and then choose a pattern from
the Fill Pattern menu. If you do not select an object, the Default Fill
Pattern will be changed to your new choice and all subsequent
objects drawn will be filled with the new default fill pattern. An

object will be transparent if the transparent (@) pattern is chosen.

B.4 THE LINE PATTERN MENU

The Line Pattern menu (see p. 246) provides 39 patterns for draw-
ing lines. To change the line pattern of an object, select it and then
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choose a pattern from the Line Pattern menu. If you do not select
an object, the Default Line Pattern will be changed to your new
choice and all subsequent objects will be drawn with lines using
the new default line pattern. An object will be drawn without a line

pattern if the transparent (@) pattern is chosen.



SUMMARY OF
SPREADSHEET
COMMANDS

C.1 THE FILE MENU

New...-
Open... 380

Close #W
Close All...

Save 38s
Save Rs...

Delete...

Make Works Desktop...

Page Setup...

Print... 8P
Print Window

Eject Page

Print Merge...

Quit a8q

New...

Creates a New file of any Works application type. A dialog box lets
you select word-processing, database, spreadsheet, or communi-
cations files.
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Open...
Opens an existing spreadsheet file to be edited or added to. A
dialog box lets you select files and disks.

Close

Closes the active file window. If the file has been changed but not
saved, a warning and an option for saving the file will appear in a
dialog box.

Close All...

Closes all the file windows. For each file that has been changed but
not saved, a warning and an option for saving the file will appear in
a dialog box.

Save

Saves the active file window. If the file is untitled, a dialog box
requires that a file name be entered and provides options for
changing disks. If the file has been named previously, the edited
file will be saved over the original file with the same file name.

Save As...

Saves an edited file with a new file name. The original file is kept
intact. A dialog box allows you to enter the new file name and
change disks.

Delete...

Deletes a file. A dialog box lets you select files and disks. This
function is identical to dragging the file icon into the trash and
emptying the trash from the Macintosh desktop.

Make Works Desktop...

Creates a Works desktop file that contains a list of all files currently
open on the desktop. When this desktop file is opened, all the
Works files will be opened automatically. A dialog box lets you
enter a file name and change disks.

Page Setup...

Lets you define the page setup parameters, including paper type,
paper orientation, header, footer, and margins. Options vary de-
pending on the printer selected from the Chooser desk accessory.

Print...

Prints the document in the active window on the printer selected
from the Chooser desk accessory. A dialog box provides options,
including number of copies, range of page numbers, manual feed,
and print preview.
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Print Window
Prints the visible contents of the active window on the printer
selected from the Chooser desk accessory.

Eject Page
Issues a form feed command to the printer, ejecting a page.

Print Merge...
The Print Merge feature is not available in the spreadsheet.

Quit
Stops Works, closes all files, and returns to the Macintosh desktop.

For each file that has been changed but not saved, a warning and
an option for saving the file will appear in a dialog box.

C.2 THE EDIT MENU

Undo 8z
Cut g8H
Copy $8C
Paste )
Clear

Select All

Paste with Options...
Draw On 38dJ
Move...

Insert a8l

Paste Function...
Absolute Cell Ref 3BA
Fill Right %R
Fill Down D
Open Cell Note...

Sort...
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Undo

Undoes the action of the previous command. It is used to reverse
mistakes but can only undo one command. Multiple commands or
mouse movements cannot be undone.

Cut

Removes the highlighted cell or drawing from the document and
places it on the Clipboard. The cell or drawing can later be pasted
into another location in the same spreadsheet, into another
spreadsheet, or into another type of document.

Copy
Copies the highlighted cell or drawing from the spreadsheet and

places it on the Clipboard. The original cell or drawing remains in
the spreadsheet. The cell or drawing on the Clipboard can later be
pasted into another location in the same spreadsheet, into another
spreadsheet, or into another type of document.

Paste

Copies the cell or drawing on the Clipboard into the spreadsheet at
the location of the cursor. The cell or drawing on the Clipboard is
not erased and can be pasted again.

Clear

Erases the contents of the highlighted cell or erases a selected
drawing from the spreadsheet. The cell content or drawing is not
copied to the Clipboard.

Select All
Highlights all the cells in the spreadsheet, providing a shortcut for
changing their font or other characteristics.

Paste with Options...

Copies the cells on the Clipboard into the spreadsheet at the
location of the cursor, using special options. A dialog box provides
the options, which include pasting the values only, pasting the
formulas only, or transposing rows to columns or columns to rows.

Draw On—Draw Off

Turns on the draw mode, with which you can add lines, boxes,
shading, and other graphics to the spreadsheet. Draw On displays
the Draw Tool box. Draw Off turns off the draw mode and returns
to the spreadsheet mode (see Appendix B for details).

Move...
Moves the contents of the cells selected with the mouse to a new
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location in the same spreadsheet. Both relative and absolute cell
references remain unchanged. Cut and Paste should be used when
moving cells from one spreadsheet to another.

Insert

Inserts a new row of cells above a row selected by clicking on the
row heading (row number). Insert can also insert a new column to
the left of a column selected by clicking on the column heading
(column letter).

Paste Function...

Pastes a built-in function at the location of the cursor when you
enter a formula in the cell contents box. You select the built-in
function from a scrolling list of available functions when the option
is chosen.

Absolute Cell Ref

Converts a relative cell reference (for example, G5) to an absolute
cell reference (for example, $G$5) when you're entering a formula
into a cell.

Fill Right

Copies the contents (including formulas) from the leftmost cell in a
series of highlighted cells into the cells to its right. If a formula is
copied, relative cell references (such as K8) are revised appropriately;
absolute cell references (such as $K$8) are not changed.

Fill Down

Copies the contents (including formulas) from the topmost cell in a
series of highlighted cells into the cells beneath it. If a formula is
copied, relative cell references (such as K8) are revised appropriately:;
absolute cell references (such as $K$8) are not changed.

Open Cell Note...

Opens a scrolling window in which a note can be typed documenting
the contents of the cell. Once a cell note has been created, a small
box appears in the right-hand corner of the cell. An existing cell
note can be reopened, using the Open Cell Note command, and
read or edited.

Sort...

Sorts the contents of the cells selected with the mouse into row
order as specified in the Sort dialog box. The dialog box allows up
to three sort keys (columns) to be specified. Each sort can be done
in ascending or descending order. The Sort command handles
both alphabetic and numeric data. Note: Adjacent cells containing
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data that relate to the Sort key column must also be selected with
the mouse; otherwise the contents of the adjacent columns will not
be sorted along with the Sort key column.

C.3 THE WINDOW MENU

Show Clipboard

Help 387?

Show Clipboard—Hide Clipboard
Displays the current contents of the Clipboard in a window on the
screen. Hide Clipboard will close the Clipboard window.

Help
Opens the Help window, which can be scrolled to get information
on the various Works commands. The cursor will change to a

question mark ( ? ). Selecting a menu command with this cursor
will scroll the Help window to information on that command.

Open File Windows

Shows a list of every open file below the Help command. Choosing
a file window from this list will make that window active and bring
it to the front.

C.4 THE SELECT MENU

All Cells
Last Cell

Find Cell... 8F
Go To Cell... 3G

Show Active Cell
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All Cells

Selects all cells in the spreadsheet from Al to the last cell in which
data are entered. It's similar to Select All in the word-processing
application.

Last Cell
Selects the last cell in which data were entered.

Find Cell...

Locates and selects a cell either by its row and column reference
(for example, D6) or by matching its contents. A dialog box lets you
enter the cell or the cell's contents to be matched.

Go To Cell...

Locates a cell specified in the dialog box. The cell is located by its
row and column reference (for instance, J2), and the cell is not
selected.

Show Active Cell
Scrolls the spreadsheet to show the active cell within the window.

C.5 THE FORMAT MENU

Set Cell Attributes...

Borders 2
Font 4
Size 4
Color | 2

Column Width...

Set Cell Attributes...

Specifies the way in which information is displayed in a cell. A
dialog box lets you select the display type (general, fixed, dollar,
percent, scientific, date, or time), the alignment (left, center, or
right), and the style (bold, underline, or commas).
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Outline
Left
Right
Top
Bottom
None

Chicago
Geneva
Monaco
New York

9 Point

10 Point
12 Point
14 Point
18 Point
20 Point
24 Point
Other...

Black
IDhite
Red
Green
Blue
Cyan
Magenta
Yellow

Borders

Displays a submenu listing the available border options. Outline
draws a line around each edge of the selected cells. A border can
also be drawn only on the left, right, top, bottom, or any combina-
tion of edges. '

Font

Displays a submenu listing the fonts (typefaces) available. Choos-
ing a font from the submenu will select that font for the text.
Additional fonts can be added using the Font/DA Mover program
on the Macintosh Utilities Disk.

Size

Displays a submenu listing the font sizes available. Choosing a
size from the submenu will select that size for the text. Sizes
appearing in outline (12) will print best on the screen and the
ImageWriter printer. Sizes are listed in points (72 points = 1 inch).
The Other option provides for sizes other than those listed in the
submenu.

Color
Displays a submenu listing the colors available. Choosing a color
from the submenu will select that color for the text on the screen.

Column Width...
Sets the width of the selected column to a specified amount. A
dialog box lets you enter a column width from 1 to 40 spaces.
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C.6 THE OPTIONS MENU

Show Grid

Show Notes Indicator

Show Formulas
Show Values

Protected

Set Page Break
Remove Page Break

Calculate Now 8=
Manual Calculation
Automatic Calculation

Freeze Titles Horizontal
Freeze Titles Vertical

Show Grid

Displays and prints the row and column grid lines. Show Grid is
the default option when a new spreadsheet is opened. A check
mark (v') indicates that the option is in effect.

Show Notes Indicator

Displays and prints a small box in the right-hand corner of any cell
that has a cell note associated with it. Show Notes Indicator is the
default option when a new spreadsheet is opened. A check mark
(v*) indicates that the option is in effect.

Show Formulas

Displays and prints the unformatted cell contents or cell formula
rather than the formatted value or value resulting from the calcu-
lation of the formula. If Show Formulas is in effect when you Copy
or Cut a cell, the formula will be placed on the Clipboard. A check
mark (') indicates that the option is in effect.
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Show Values

Displays and prints the formatted value or calculated value in
each cell. If Show Values is in effect when you Copy or Cut a cell,
the values will be placed on the Clipboard. Show Values is the
default option when a new spreadsheet is opened. A check mark
(v*) indicates that the option is in effect.

Protected

Protects the selected cell from accidental entry of new data. If an
attempt is made to enter data in a protected cell, access is denied
and a warning is printed on the screen. A check mark (v/) indi-
cates that the option is in effect. Choosing the Protected command
will eliminate existing protection and allow you to modify the cell
contents.

Set Page Break
Sets a page break above and to the left of the active cell. This is
used to force the active cell to begin the top left corner of a new

page.

Remove Page Break

Removes an existing horizontal page break above or a vertical page
break to the left of the active cell. A vertical and horizontal page
break can be removed simultaneously by selecting the cell in the
upper left-hand corner of the page and choosing Remove Page
Break.

Calculate Now
Recalculates all the formulas in the spreadsheet. This command is
used when you're working in the Manual Calculation mode.

Manual Calculation

Sets the calculation mode to manual. Formulas will not be recal-
culated unless the Calculate Now command is chosen. You'll use
this for spreadsheets with a large number of formulas that are
revised frequently, to speed data entry. A check mark (v*) indicates
that the option is in effect.

Automatic Calculation

Sets the calculation mode to automatic. Each time data are en-
tered or the contents of a cell are edited, all the formulas in the
spreadsheet are recalculated. Automatic Calculation is the default
option when a new spreadsheet is opened. A check mark (v*) indi-
cates that the option is in effect.
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Freeze Titles Horizontal

Prevents column titles from scrolling. After the window is split
using the horizontal split bar (see Section 4.5), choose Freeze Titles
Horizontal to freeze the column titles above the split bar.

Freeze Titles Vertical

Prevents row titles from scrolling. After the window is split using
the vertical split bar (see Section 4.5), choose Freeze Titles Vertical
to freeze the row titles to the left of the split bar.

The Chart menu is described in Appendix E, the Macro menu
in Appendix K.



SUMMARY OF
DATABASE COMMANDS

D.1 THE FILE MENU

New...
Open... 30

Close BW
Close RIl...

Save a8s
Save As...

Delete...

Make Works Desktop...

Page Setup...

Print... 8P
Print Window

Eject Page

Print Merge...

Quit 880

New...

Creates a New file of any Works application type. A dialog box lets
you select word-processing, database, spreadsheet, or communi-
cations files.
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Open...
Opens an existing database file to be edited or added to. A dialog
box lets you select files and disks.

Close

Closes the active file window. If the file has been changed but not
saved, a warning and an option for saving the file will appear in a
dialog box.

Close All...

Closes all the file windows. For each file that has been changed but
not saved, a warning and an option for saving the file will appear in
a dialog box.

Save :

Saves the active file window. If the file is untitled, a dialog box
requires that a file name be entered and provides options for
changing disks. If the file has been named previously, the edited
file will be saved over the original file with the same file name.

Save As...

Saves an edited file with a new file name. The original file is kept
intact. A dialog box allows you to enter the new file name and
change disks.

Delete...

Deletes a file. A dialog box lets you select files and disks. This
function is identical to dragging the file icon into the trash and
emptying the trash from the Macintosh desktop.

Make Works Desktop...

Creates a Works desktop file that contains a list of all files currently
open on the desktop. When this desktop file is opened, all the
Works files will be opened automatically. A dialog box lets you
enter a file name and change disks.

Page Setup...

Lets you define the page setup parameters, including paper type,
paper orientation, header, footer, and margins. Options vary de-
pending on the printer selected from the Chooser desk accessory.
The Page Setup command is only available after a report has been
selected from the Report menu.

Print...

Prints the document in the active window on the printer selected
from the Chooser desk accessory. A dialog box provides options,
including number of copies, range of page numbers, manual feed,
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and print preview. The Print command is only available after a
report has been selected from the Report menu.

Print Window
Prints the visible contents of the active window on the printer
selected from the Chooser desk accessory. The Print Window com-
mand is not available after a report has been selected from the
Report menu.

Eject Page
Issues a form feed command to the printer, ejecting a page.

Print Merge...
The Print Merge feature is not available in the database.

Quit

Stops Works, closes all files, and returns to the Macintosh desktop.
For each file that has been changed but not saved, a warning and
an option for saving the file will appear in a dialog box.

D.2 THE EDIT MENU

Undo 382
Cut 36H
Copy 38C
Paste gl
Clear

Select All

Draw On 38dJ

Paste Function

Insert Record ]|

Change Field Name...
Add New Field...
Delete Field
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Undo

Undoees the action of the previous command. It is used to reverse
mistakes but can only undo one command. Multiple commands or
mouse movements cannot be undone.

Cut

Removes the highlighted text from the decument and places it on
the Clipboard. The text can later be pasted into another location in
the same database, into another database, or into another type of
document.

Copy

Copies the highlighted text from the database and places it on the
Clipboard. The original text remains in the database. The text on
the Clipboard can later be pasted into another location in the
same database, into another database, or into another type of
document.

Copy Totals

Copies the subtotals and grand total from the report selected to
the Clipboard. This lets you copy report totals to a spreadsheet.
The Copy Totals command is only available after a report has been
selected from the Report menu.

Paste

Copies the text on the Clipboard into the database at the location
of the cursor. The text on the Clipboard is not erased and can be
pasted again.

Clear
Erases the contents of the selected (highlighted) field. The field
contents are not copied to the Clipboard.

Select All

Selects all the fields in the database, providing a shortcut for
changing their font or other characteristics. Select All is available
only when the Show List option is in effect.

Draw On
The Draw feature is not available in the database.

Paste Function...

Pastes a built-in function at the location of the cursor in the entry
bar when you enter a formula for a computed field. You select the
built-in function from a scrolling list of available functions when
the option is chosen.
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Insert Record

Inserts a blank record immediately above the selected record in the
list window or immediately before the currently displayed record in
the form window.

Change Field Name...
Changes the name of the selected fleld. A dialog box lets you
modify the field name.

Add New Field...

Adds a new field to the database for every record. The contents of
the new field will be blank. A dialog box lets you enter the name of
the new field.

Delete Field

Deletes the selected field and its contents from every record in the
database. If the Delete Field command is accidentally chosen, the
field can be restored by immediately choosing Undo from the Edit
menu.

Change Report Title...

Changes the title of the selected report. A dialog box lets you
modify the titles of the current report. The Change Report Title
command is only available after a report has been selected from
the Report menu.

D.3 THE WINDOW MENU

Show Clipboard

Help 387?

Show Clipboard—Hide Clipboard
Displays the current contents of the Clipboard in a window on the
screen. Hide Clipboard will close the Clipboard window.

Hel

Optgns the Help window, which can be scrolled to get information
on the various Works commands. The cursor will change to a
question mark [?). Selecting a menu command with this cursor
will scroll the Help window to information on that command.
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Open File Windows

Shows a list of every open file below the Help command. Choosing
a file window from this list will make that window active and bring
it to the front.

D.4 THE ORGANIZE MENU

Organize
Find Field... 8F

Match Records... %M

Record Selection...
Show All Records

Sort... A

Find Field...

Finds every field, one at a time, that contains specific text. A dialog
box allows the matching text to be entered and offers an option to
search only text fields, which speeds up the searching process.

Match Records...
Locates and displays all records that contain specific text in any
field. If Match Records is chosen from the list window, only the
matching records appear in the window. If Match Records is cho-
sen from the form window, only the matching records can be
scrolled through.

Record Selection...

Selects records based on up to six selection rules. These rules are
defined in the Record Selection dialog box and let you select
records by matching text in one or more specific fields. See Section
6.3.4 for details on selection rules. If Record Selection is chosen
from the list window, only the selected records appear in the
window. If Record Selection is chosen from the form window, only
the selected records can be scrolled through.

Show All Records

Reverses the effect of the Record Selection or Match Records com-
mands displaying all records in the list window and allowing all
records to be scrolled through in the form window.
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Sort...

Sorts all the records in the database in alphabetical or numerical
order based on the data in the selected field. The database can be
arranged in A-to-Z, Z-to-A, 0-to-9, 9-to-0, chronological, or reverse
chronological order as specified in the dialog box.

D.5 THE FORMAT MENU

Show List o

Bold Field Name
Bold Field Data

Border Field Name
Border Field Data

Font b
Size 4
Color 4

Set Field Attributes...

Show List—Show Form

Specifies the format for displaying the database. Show List dis-
plays multiple records, one line per record, in a scrolling list
window. Show Form displays one record on the screen in the form
window.

Show Grid

Displays and prints gridlines between each field and each record
when a report has been selected. Show Grid is the default option
when a new report is defined. A check mark (v/) indicates that the
option is in effect.

Bold Field Name
Makes the field name of the selected field in the form window bold.

Bold Field Data
Makes the contents of the selected field in the form window bold.
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Border Field Name
Displays a border around the field name of the selected field in the
form window.

Border Field Data
Displays a border around the contents of the selected field in the
form window.

Font

Displays a submenu listing the fonts (typefaces) available. Choos-
ing a font from the submenu will select that font for the text.
Additional fonts can be added using the Font/DA Mover program
on the Macintosh Utilities Disk.

Size

Displays a submenu listing the font sizes available. Choosing a
size from the submenu will select that size for the text. Sizes
appearing in outline (12) will print best on the screen and the
ImageWriter printer. Sizes are listed in points (72 points = 1 inch).
The Other option provides for sizes other than those listed in the
submenu.

Color
Displays a submenu listing the colors available. Choosing a color
from the submenu will select that color for the text on the screen.

Set Field Attributes...

Specifies the way in which information is displayed in a field. A
dialog box lets you select the type of data (text, numeric, date, or
time), display type (general, fixed, dollar, percent, scientific, or
computed), alignment (left, center, or right), and style (bold, under-
line, or commas).

D.6 THE REPORT MENU

Select Report...
New Report...
Duplicate Report...
Erase Report...
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Select Report...
Selects a previously defined report from a list of available report
definitions.

New Report...
Creates a new report definition. Up to eight reports can be defined
for a database.

Duplicate Report...

Duplicates a previously defined report specified from a list of
available report definitions. This is useful for modifying an existing
report without permanently changing the original.

Erase Report...

Erases a previously defined report specified from a list of available
report definitions.

D.7 THE TOTALSPAGE MENU

TotalsPage
Sum This Field

Take a Sub-Total on Field Change
Take a Sub-Total on 1st Char

New Page After Total

The TotalsPage menu is displayed when a report has been selected
from the Report menu.

Sum This Field

Computes a sum for the selected field and prints its total at the
end of the report. A check mark (v) indicates that the option is in
effect for the selected field.

Take a Sub-Total on Field Change

Computes and prints subtotals for each summed field every time
there is a change in the data in the selected field. The data in the
selected field (criterion field) should be sorted into a specific order
before you define the report. The fields to be summed must also be
selected and the Sum This Field command chosen. A check mark
(v*) indicates that the option is in effect for the selected field.
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Take a Sub-Total on 1st Char

Computes and prints subtotals for each summed field every time
there is a change in the first character of the data in the selected
field. The data in the selected field (criterion field) should be sorted
into a specific order before you define the report. The fields to be
summed must also be selected and the Sum This Field command
chosen. A check mark (v’) indicates that the option is in effect for
the selected field.

New Page After Total
Prints the next record following a subtotal on the top of a new
page. A check mark (v/) indicates that the option is in effect.

The Macro menu is described in Appendix K.



SUMMARY OF
BUSINESS GRAPHICS
(CHART) COMMANDS

This appendix describes the charting commands in the Works
spreadsheet. When a command from the Chart menu is chosen,
the Menu Bar and the menu commands change as indicated
below.

E.1 THE FILE MENU

New...
Open... 380

Close EWw
Close All...

Save 388
Save As...

Delete...

Make Works Desktop...

Page Setup...

Print... ]
Print Window

Eject Page

Print Merge...

Quit 30
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New...

Creates a New file of any Works application type. A dialog box lets
you select word-processing, database, spreadsheet, or communi-
cations files.

Open...
Opens an existing spreadsheet file and its associated charts. A
dialog box lets you select files and disks.

Close

Closes the active file window. If the file has been changed but not
saved, a warning and an option for saving the file will appear in a
dialog box.

Close All...

Closes all the file windows. For each file that has been changed but
not saved, a warning and an option for saving the file will appear in
a dialog box.

Save
The Save command is not available when a Chart window is active.
Charts are automatically saved with the associated spreadsheet.

Save As...
The Save As command is not available when a Chart window is
active.

Delete...

Deletes a file. A dialog box lets you select files and disks. This
function is identical to dragging the file icon into the trash and
emptying the trash from the Macintosh desktop.

Make Works Desktop...

Creates a Works desktop file that contains a list of all files currently
open on the desktop. When this desktop file is opened, all the
Works files will be opened automatically. A dialog box lets you
enter a file name and change disks.

Page Setup...
The Page Setup command is not available when a Chart window is
active.

Print...

The Print command is not available when a Chart window is active.
Use the Print Window command to print a chart or copy and paste
the chart into a word-processing document for printing.
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Print Window
Prints the visible contents of the active window on the printer
selected from the Chooser desk accessory.

Eject Page
Issues a form feed command to the printer, ejecting a page.

Print Merge...
The Print Merge command is not available when a Chart window is

active.
Quit
Stops Works, closes all files, and returns to the Macintosh desktop.

For each file that has been changed but not saved, a warning and
an option for saving the file will appear in a dialog box.

E.2 THE EDIT MENU

m 82

ndo
Cut 3BH
Copy a8C
Paste )
Clear

l:hange Chart Name...

Undo
The Undo command is not available when a Chart window is
active.

Cut
The Cut command is not available when a Chart window is active.

Copy
Copies the chart from the active chart window and places it on the

Clipboard. The chart on the Clipboard can later be pasted into a
spreadsheet or word-processing document.
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Paste
The Paste command is not available when a Chart window is

active.

Clear
The Clear command is not available when a Chart window is

active.

Change Chart Name...
Changes the name of the selected chart. A dialog box lets you
modify the name of the current chart. The Change Chart Name
command is only available when a chart definition has been selected
from the Chart menu.

E.3 THE WINDOW MENU

Show Clipboard

Help a8?

Show Clipboard—Hide Clipboard
Displays the current contents of the Clipboard in a window on the
screen. Hide Clipboard will close the Clipboard window.

Help
Opens the Help window, which can be scrolled to get information
on the varlous Works commands. The cursor will change to a

question mark ( £ ). Selecting a menu command with this cursor
will scroll the Help window to information on that command.

Open File Windows

Shows a list of every open file below the Help command. Choosing
a flle window from this list will make that window active and bring
it to the front.

E.4 THE CHART MENU

Draw Chart...
Draws a previously defined chart. A dialog box lets you choose
from existing charts associated with the active spreadsheet.
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Draw Chart...

New Series Chart...

New Pie Chart...

Select Chart Definition...
Duplicate Chart...

Erase Chart...

New Series Chart...

Opens the Series Chart dialog box, which defines the chart and
then draws it. Options include line, bar, stacked bar, and combi-
nation line and bar charts. You can also define the location of the
data in the spreadsheet, titles, legends, and other chart features.
See Section 5.1.2 for details on drawing series charts.

New Pie Chart...

Opens the Pie Chart dialog box, which defines the pie chart and
then draws it. You can define the location of the data in the
spreadsheet, titles, legends, and other chart features. See Section
5.1.1 for details on drawing pie charts.

Select Chart Definition...

Opens a previously defined chart’s dialog box. A list of existing
chart definitions associated with the active spreadsheet is dis-
played. Use this command to select a chart definition when you
want to modify and redraw a chart.

Duplicate Chart...

Duplicates an existing chart definition. A list of existing chart
definitions associated with the active spreadsheet is displayed. Use
this command to modify a chart definition without affecting the
original chart definition.

Erase Chart...

Erases a previously defined chart. A dialog box lets you chocose
from the existing charts associated with the active spreadsheet. A
maximum of eight charts may be associated with a spreadsheet.

The Macro menu is described in Appendix K.



SUMMARY OF
COMMUNICATIONS
COMMANDS

F.1 THE FILE MENU

Fie 1

New...
Open... 380

Close #W
Close All...

Save S
Save fAs...

Delete...

Make Works Desktop...

Page Setup...

Print... EP
Print Window

Eject Page

Print Merge...

Quit 30

New...

Creates a New file of any Works application type. A dialog box lets
you select word-processing, database, spreadsheet, or communi-
cations files.
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Open...
Opens an existing communications file and its associated settings.
A dialog box lets you select files and disks.

Close

Closes the active file window. If the file has been changed but not
saved, a warning and an option for saving the file will appear in a
dialog box.

Close All...

Closes all the file windows. For each file that has been changed but
not saved, a warning and an option for saving the file will appear in
a dialog box.

Save

Saves the active file window. If the file is untitled, a dialog box
requires that a file name be entered and provides options for
changing disks. If the file has been named previously, the edited
file will be saved over the original file with the same file name.

Save As...

Saves an edited file with a new file name. The original file is kept
intact. A dialog box allows you to enter the new file name and
change disks.

Delete...

Deletes a file. A dialog box lets you select files and disks. This
function is identical to dragging the file icon into the trash and
emptying the trash from the Macintosh desktop.

Make Works Desktop...

Creates a Works desktop file that contains a list of all files currently
open on the desktop. When this desktop file is opened, all the
Works files will be opened automatically. A dialog box lets you
enter a file name and change disks.

Page Setup...
The Page Setup command is not available in the communications
application.

. Print...
The Print command is not available in the communications appli-
cation. Use the Print Window command to print the text in the
communications window. If the Capture Text option is active, the
text file can later be opened in the word-processing application
and printed.
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Undo 882
Cut 3EH
Copy 388C
Paste 38D
Clear
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Print Window
Prints the visible contents of the active window on the printer
selected from the Chooser desk accessory.

Eject Page
Issues a form feed command to the printer, ejecting a page.

Print Merge...
The Print Merge command is not available in the communications
application.

Quit

Stops Works, closes all files, and returns to the Macintosh desktop.
For each file that has been changed but not saved, a warning and
an option for saving the file will appear in a dialog box.

F.2 THE EDIT MENU

Undo

Undoes the action of the previous command. It is used to reverse
mistakes but can only undo one command. Multiple commands or
mouse movements cannot be undone.

Cut

Removes the highlighted text from the document and places it on
the Clipboard. The text can later be pasted as if typed from the
keyboard in the communications application or pasted into an-
other type of document.

Copy

Copies the highlighted text and places it on the Clipboard. The
original text remains in the communications window. The text can
later be pasted as if typed from the keyboard in the communications
application or pasted into another type of document.

Paste

Copies the text on the Clipboard into the communications window
at the location of the cursor. The text on the Clipboard is not
erased and can be pasted again.

Clear
Erases the contents of the selected (highlighted) text. The text is
not copied to the Clipboard.

Select All
Selects all the text in the communications window.
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F.3 THE WINDOW MENU

| window S

Show Clipboard

Help 8?

Show Clipboard — Hide Clipboard
Displays the current contents of the Clipboard in a window on the
screen. Hide Clipboard will close the Clipboard window.

Help
Opens the Help window, which can be scrolled to get information
on the various Works commands. The cursor will change to a

question mark (?]. Selecting a menu command with this cursor
will scroll the Help window to information on that command.

Open File Windows

Shows a list of every open file below the Help command. Choosing
a file window from this list will make that window active and bring
it to the front.

F.4 THE COMMUNICATIONS MENU

Echo On

Allows characters to “echo” in the communications window. Some
host computers send the characters they receive back to the send-
ing terminal; others do not. If characters do not appear in the
communications window when they are typed, choose Echo On. A
check mark (/) indicates that the option is in effect.

Echo Off

Prevents characters from echoing in the communications window.
Some host computers send the characters they receive back to the
sending terminal; others do not. If duplicate characters appear in
the communications window when they are typed, choose Echo
Off. A check mark (v) indicates that the option is in effect.

Dial...

Displays a dialog box in which to record names and telephone
numbers of host computers. The Dial button in the dialog box will
dial the host computer from the Macintosh’s modem.
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Communications
Echo On

Echo Off
Dial... 380
HangUp 3=

Answer Phone

Capture Text...
Send Teut...

Receive File...
Send File...

Settings...

Hang Up
Disconnects the Macintosh’'s modem from the host's telephone
line, ending the communications session.

Answer Phone

Instructs Works to answer incoming telephone calls to the
Macintosh’s modem, making the Macintosh act as a host com-
puter. A check mark (v/) indicates that the option is in effect.

Capture Text...—End Capture Text

Saves everything sent to and received from the host computer in a
file specified in the dialog box. End Capture Text stops saving text
to the file.

Send Text...

Sends the text from a word-processing file to the host computer. A
dialog box lets you choose the appropriate file. This command
sends text only; to send graphics and other types of data, use the
Send File command.

Receive File...
Receives a file from a host computer. A dialog box lets you name
the file, identify where it is to be saved, and specify the transmis-
sion protocol.
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Send File...
Sends a file from the Macintosh to the host computer. A dialog box
lets you specify the file and the transmission protocol.

Settings...

Sets the communication parameters in the Settings dialog box.
The settings must match those of the host computer; otherwise, a
proper connection will not be made. See Section 8.1.3 for a detailed
discussion of the communications settings.

F.5 THE KEYPAD MENU

Kegpad

PF1|[PF2(PF3|[PF4
>0+
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The Keypad menu is used with the VI52 and VT100 terminal
modes to emulate the standard VT52 and VT100 keypad. They are
used with Macintosh keyboards that do not have numeric key-
pads.

PF1, PF2, PF3, PF4
Serve as function keys having variable codes depending on the
software of the host computer.

Arrow Keys
Move the cursor left or right one space or up or down one line.

Numeric Keys
Type the appropriate number or punctuation at the location of the
cursor in the communications window.
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Enter Key
Signals the end of data to be transmitted to the host computer. On

some host computers the Enter key is identical to the Return key.
On others, the Enter key and the Return key have different func-

tions.
The Macro menu is described in Appendix K.



CONTENTS OF
SUPPLEMENTAL
DISKETTE WITH
ANSWERS TO
SELECTED POSERS,
PROBLEMS, AND
PROJECTS

The Supplemental Diskette is designed to give you completed
examples from the text, the files necessary to complete the more
advanced examples, answers to selected problems from each chap-
ter, an interactive reference guide to Works commands, and a
simulation of the Works communications application.

G.1 EXAMPLES FOLDER

This folder contains files used for the main examples in the text.
Files for Chapters 2 through 6 are provided for reference purposes.
If you are having difficulty, open the appropriate file and review the
correct document, spreadsheet, or database. Files for Chapters 7,
9, and 10 are provided to help you complete the examples in the
text. Although you can work the examples without recourse to
these files, they will eliminate considerable data entry time.

File Name Type Chapter Description of Example
Sculley’s Quotation WP 2 Word-processing
Letter to Sidney Celmour WP 2 Business letter
Savings Account SS 4 Built-in function
Payroll Ledger SS 4 Table lookup
Personal Budget SS 4 Budget spreadsheet
Personal Budget 5 Pie and bar chart
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File Name Type Chapter Description of Example

My Dictionary DB 6 Basic database

Inventory DB 6 Database report

Super Clip Letter WP 7 Merging fields

Acme’s Customers DB 7 Database for merging
fields

New Orleans Guide WP 9 Desktop publishing
(DTP)

New Orleans Art WP 9 Art for DTP

New Orleans Text WP 9 Text for DTP

Acme’s Stockholders DB 10 Database for
application
integration

G.2 SELECTED ANSWERS FOLDER

This folder contains answers to selected problems from the Posers,
Problems, and Projects section that ends each chapter. The files
show the completed answers to the problems and should be used
only when you are stumped: no cheating!

File Name Type Chapter Description of Problem
Ch. 3, Problem 1 WP 3 Drawing
Ch. 4, Problem 4 SS 4 Spreadsheet
Ch. 5, Problems 2, 3, 4 SS 5 Pie chart
Bar chart
Bar chart
Ch. 6, Problem 2 DB 6 Database
Ch. 7, Problem 1 WP 7 Mailing labels

G.3 WORKS COMMAND REFERENCE

The Works Command Reference file is a HyperCard stack giving
you the information in Appendices A, B, C, D, E, F, K, and M in
interactive form. To run the Works Command Reference you will
need the HyperCard application that came with the Macintosh
you're using.

If you have two floppy disk drives on your Macintosh, start up
the Mac with the HyperCard start-up diskette. Insert the Supple-
mental Diskette in the empty disk drive. Launch the Works Com-
mand Reference by double clicking on the icon. If you have a hard
disk drive and HyperCard is not already on the disk, drag the
HyperCard application icon from the HyperCard diskette onto the
hard disk. Drag the Works Command Reference icon from the
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Supplemental Diskette onto the hard disk. Launch the Works
Command Reference by double clicking on the icon.

Once the Works Command Reference has been launched, you
can pull down any Works menu from any Works application. The
menu will remain on the screen while you scroll through brief
descriptions of the available commands in the text window (see
Figure G.1). If you choose a menu item with the mouse, the
corresponding dialog box or submenu is displayed.

® File Edit

Open...

Window Search Format Spell Macro o

New...

Creates a New file of any Works application type. A

Close
Close All...
Save
Save As...
Delete...

dialog box lets you select between word-processing,
database, spreadsheet, or communications files.

Open...

Opens an existing word processing file to be edited
or added to. A dialog box lets you select files and

disks.

Make Works Desktop.

Page Setup...
Print...

Print Window
Eject Page
Print Merge...

Close

Closes the active file window. If the file has been
changed but not saved, a warning and an option for
saving the file will appear in a dialog box.

#®P

Close All...

Quit

Closes all the file windows. For each file that has
been changed but nhot saved a warning and an

Figure G.1. HyperCard Works Command Reference Stack

G.4 COMMUNICATIONS SIMULATION

The Communications Simulation file is also a HyperCard stack.
This stack is a simulated Works communications session for those
of you who lack access to a modem or an information service. It
simulates logging on to the Loyola University Library's on-line
catalog system. You can complete the simulation (Problem 5 in
Chapter 8) by following the directions in Appendix J.
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absolute cell

reference:
active cell:

active window:

baud:

bit:

boolean

operators:
booting:
bug:

byte:

cell:

center

justification:

central
processing unit

(CPU):
chip:
clip art:

Clipboard:

GLOSSARY

A reference to a specific cell in a formula in the spreadsheet. The
cell reference will not be affected by copying, moving, or filling.

In the spreadsheet, the most recently selected cell, designated by
a highlighted box.

The most recently selected window, appearing in the foreground
in front of any other open window.

The speed at which data are transmitted between two computers.
Baud is measured in bits per second.

A Blnary digiT. The smallest memory component that stores a 1
or 0. Eight bits combine to form a byte.

Operators, including AND and OR, that are used to test the truth
of logical expressions on a computer.

Starting up a computer (“She booted her Macintosh”).
An error in a computer program.

The amount of memory necessary to store one alphabetic, nu-
meric, or punctuation character. A byte comprises eight bits.

The functional component of a spreadsheet, in which values,
labels, or formulas are stored.

An alignment of text centered between the margins.

The main hardware component of a computer system, processing
instructions provided by software.

A slang term for integrated circuit, or IC.

Professional drawings, borders, and other art available on dis-
kette that can be used to enhance newsletters, flyers, and other
documents.

A temporary storage area used when cutting or copying text and
graphics.
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close box:

copying:

cursor:

cutting:

data bits:

debugging:

desktop
publishing:

digitizing:
double clicking:

dragging:

emulating:

field:

file:

filling down:
filling right:
finding:

flat file database:

The small box in the upper left-hand corner of a window. Pointing
to and clicking in this box with the mouse will close the window.

Copying selected text or graphics from a document to the Clip-
board. The contents of the Clipboard can later be pasted into a
different location or document without deleting the text or graph-
ics from the original.

The indicator on the screen that is controlled by the mouse. The
cursor will take different shapes (an arrow, hand, I-bar, pencil,
and so on), depending on the software and current function.

Removing selected text or graphics from a document and placing
in the Clipboard. The contents of the Clipboard can later be
pasted into a different location or document.

The number of bits used to transmit data between two computers
(either seven or eight, depending on the host computer).

Locating and correcting bugs (errors) in computer software.

The use of microcomputers and laser printers to produce camera-
ready copy for in-house publications. The result is a professional-
looking publication in less time, at less cost.

Converting a drawing or photograph to binary data capable of
being stored and displayed on a computer.

Pressing the mouse button twice. Double clicking on an icon
opens the file or launches the application.

Moving an object on the computer’s screen by pointing to the
object, clicking and holding down the mouse button, and rolling
the mouse.

Duplicating the function of another computer device with soft-
ware. For example, the Works communications application emu-
lates a VT100 terminal.

The smallest data component of a database. A database is com-
posed of records containing data fields.

A document stored on a computer disk. The document may
contain word-processing, spreadsheet, database, graphics, or
other types of data.

Copying the contents (values, labels, or formulas) from a spread-
sheet cell or cells to directly below.

Copying the contents (values, labels, or formulas) of a spread-
sheet cell or cells to those immediately to its right.

Locating specific text in a document, usually to locate and then
replace text (Find and Replace).

A nonrelational database file that contains the same number of
fields for each record in the database and is not linked with any
other file.
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formatting:
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icon:
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integrated
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justification:

laser printer:

left justification:
logging on:

mainframe:
menu bar:
microcomputer:

minicomputer:

modem:
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A typeface, or style of type, such as Geneva or Times.

Initially preparing a blank diskette to be used on a computer (also
known as initializing).

A built-in calculation that can be used in a formula in the spread-
sheet or a computed field in the database. Many functions are
available that perform mathematical, trigonometric, statistical,
logical, date-and-time, and financial calculations.

Small squares that appear on a draw object when it’s selected.
The handles can be dragged on to change the size of the object.

A computer that responds to the inquiries of a terminal device (a
microcomputer plus modem). Usually the host computer is a
mainframe or minicomputer that makes information available to a
large number of users.

A graphic representation of a document, application, or function.
For example, the trash can icon represents the function of delet-
ing (throwing away) a file.

Providing data from peripheral devices to the central processing
unit (opposite of outputting).

A very small electronic circuit that provides the equivalent of
hundreds to millions of transistors.

A computer program having features of several different applica-
tions and allowing them to work as one program and easily share
information.

An alignment of text spaced equally between the margins so that
it aligns both left and right. It is used to create columns of text, as
in newspapers.

A printer that uses laser technology to print high-quality text and
graphics on plain paper.

An alignment of text along the left margin.

Accessing a host computer by dialing the modem and entering an
account number and password.

A large-scale computer system that can process and store a large
amount of data very rapidly.

A bar at the top of the screen that contains a list of the major
commands available in the software.

A small desktop computer system used as a tool for personal
productivity.

A medium-sized computer system used for applications requiring
more processing power than a microcomputer but less than a
mainframe.

A peripheral device that MOdulates (converts) computer data
into voice signals that can be transmitted over standard tele-
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moving:

object

oriented:
on-line:
opening:
optical scanner:

outputting:

pasting:

pixels:

pointing and

clicking:
point:

presentation

graphics:
programming:

protocol:

RAM:

record:

relational

database:

relative cell

reference:

phone lines to another computer. The receiving modem then
DEModulates the voice signals back into computer data.

Cutting and pasting data from one location in a document to
another location in the same document.

A feature of some graphics programs that stores the graphic data
(drawings) as objects rather than as individual dots (pixels).

Connected to a host computer (“*He is on-line to CompuServe”).
Making an existing file accessible for editing or revision.

A peripheral device that digitizes text and graphics for storage
and display on a computer.

Moving data from the central processing unit to peripheral de-
vices (opposite of inputting).

Copying the contents (text or graphics) of the Clipboard to a
document. The contents will be pasted at the location of the
cursor. The contents of the Clipboard are not erased and can be
pasted again.

The smallest unit on the computer’s screen: individual dots that
make up the text and graphics.

Rolling the mouse to move the cursor to a location, icon, or object
on the screen and then pressing the mouse button.

A measurement of the size of text. There are 72 points per inch.

Charts and graphs prepared with the aid of a computer and used
primarily for business presentations.

Designing a spreadsheet to perform a specific function (“She
programmed the spreadsheet to calculate her income tax”).

The rules each computer follows when transmitting information
to another. The protocol establishes the way data will be trans-
mitted.

Random Access Memory: a memory chip used as primary storage
in a microcomputer system. This memory can be written to and
read from and only functions when the computer is turned on.

The component of a database that is made up of a collection of
fields. For example, each record in a customer database would
represent a customer, and the fields would contain information
about that customer.

A database that contains fields having linkages or relationships to
fields in another database (opposite of a flat file database).

A reference to a relative cell location in a formula in the spread-
sheet. The relative cell reference will be adjusted as appropriate
by copying, moving, or filling.
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terminal:
timeshare:

title bar:

undoing:

user:
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Exchanging new text for old text once the old has been located in
a document using the Find feature.

An alignment of text along the right margin.

Read Only Memory: a memory chip on which program instruc-
tions have been stored by the manufacturer. These instructions
cannot be erased.

Recording data stored in temporary memory onto a permanent file
on disk.

A permanent storage area used to collect data when cutting or
copying text and graphics. It is used in conjunction with the
Clipboard when copying multiple items.

Moving the contents of a window either up and down or left and
right to view all the contents. The scroll bars and scroll box
perform this function.

The bar at the bottom right area of a window that controls the
scrolling of the data in the window. Clicking on the appropriate
arrow in the scroll bar will move the data up, down, left, or right
within the window.

The box inside the scroll bar that indicates the position of the
data in the window relative to the entire contents of the document
or file. Dragging on the scroll box will also scroll the data in the
window.

The small box in the lower right-hand corner of a window. Drag-
ging on this box with the mouse will change the vertical and
horizontal size of the window.

Arranging data in alphabetical, numerical, or chronological order.
The number of bits used to separate the data bits in a transmis-
sion between two computers. Either one or two stop bits are used,
depending on the host computer.

The folder located on a start-up disk that contains the operating
system files.

A device used to communicate with a host computer.

A type of mainframe and minicomputer operating system that
allows multiple users to gain access to the computer and share
processing time on it.

A bar at the top of a window that contains the name of the docu-
ment, file, or window. The title bar can be dragged on with the
mouse to relocate the window on the screen.

Erasing the immediately preceding action. The Undo command in
the Edit menu offers this option to reverse your mistakes.

A person using a computer.
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white space:

window:

word wrap:
WYSIWYG:

zoom box:

Blank space in a publication or other printed matter used to
provide an artistic effect.

A rectangle on the computer screen used to display the active
contents of a file or document. The size and location of the win-
dow can be changed and its contents scrolled. Multiple windows
can be open on the screen at the same time.

A feature that automatically moves a word to the beginning of a
new line of text when it’s too long to fit within the margins.

What You See Is What You Get: the feature that allows you to see
on the screen exactly what will be printed on the printer.

The small box in the upper right-hand corner of a window. Point-
ing to and clicking in this box with the mouse will expand (zoom)
the window to fit the Macintosh screen. Once you've zoomed the
material, clicking again will reduce the window to its previous size
and location.



SPECIAL KEYS

There are four Macintosh keyboards: the Macintosh Plus key-
board, the Apple standard keyboard, the Apple extended keyboard,
and the Macintosh Classic keyboard. In addition to normal type-
writer keys, a number of special keys appear on the Macintosh
keyboards (see Figures I.1, 1.2, 1.3, and 1.4). This appendix de-
scribes the functions of those special keys.

For more information about special keys, see the Macintosh
System Software User’s Guide that came with the Macintosh
you're using.

.1 SPECIAL KEYS COMMON TO ALL KEYBOARDS

Tab

Moves the cursor horizontally to the next tab stop in the word
processor, the next cell in the spreadsheet, or the next field in the
database. The Tab key also moves the cursor to the next data entry
field in a dialog box.

Caps Lock

Locks the keyboard into the uppercase mode for letters only.
Numbers and punctuation symbols are not affected by the Caps
Lock key.

Shift

Produces, in combination with a letter or number key, the upper-
case letter or the upper character printed on the key. For example,
holding down the Shift key and pressing the 4 key will produce a
dollar sign ($).

Option
Produces, in combination with other keys on the keyboard, spe-
cial characters or special functions. Most fonts have a variety of
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Option Command Left Arrow Right Arrow Down Arrow

Figure I.1. Macintosh Plus Keyboard's Special Keys

symbols that can be typed by holding down the Option key while
pressing a letter or number key. For example, the Option key and
the R key produces the registered trademark symbol (®) in many
fonts.

Command 38
Offers, when used in combination with another key, a shortcut to
choosing a menu command or dialog box function. For example,
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holding down the Command key and pressing the S key duplicates
the function of the Save command in the File menu and will save
the current document.

Delete/Backspace

Deletes the character to the left of the cursor. The Delete key can
also be used to delete selected (highlighted) text and draw objects.
The Backspace key on the Macintosh Plus keyboard serves the
same function.

Return

Sends the cursor to the beginning of the next line and signals the
beginning of a new paragraph in the word processor. In the
spreadsheet and database, the Return key signals the end of text
in a cell or field. In a dialog box, the Return key performs the same
function as clicking on the outlined (default) button.

Arrow Keys
Move the cursor up, down, left, or right as an alternative to using
the mouse.

Numeric Key Pad

The arrangement of the keys on the numeric keypad matches that
of a desk calculator. They can be used in place of the number and
arithmetic operator keys on the main keyboard to speed data entry
when typing numbers and formulas.

Clear

Clears the calculator desk accessory under the Apple menu. In
Works, the Clear key functions as the PF1 key when you're emu-
lating a VT100 in the communications application. In other appli-
cations, the Clear key may or may not serve a function.

Enter

Performs the same function as the Return key. However, the cur-
sor is not advanced to the next cell in the spreadsheet application.
In the communications application, the Enter key has special
functions in interaction with some host computers.

.2 SPECIAL KEYS COMMON TO THE
APPLE STANDARD, APPLE EXTENDED,
AND MACINTOSH CLASSIC KEYBOARDS

Power
Turns on the computer (on the Macintosh II only). Choose Shut
Down from the Special menu to turn off the computer.
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Esc Power

Tab

Control

Shift

Caps Lock

Option Command Left Arrow Right Arrow Down Arrow

Clear

Numeric Keypad

Enter

Figure I.2. Apple Standard Keyboard's Special Keys



Escape F5 F6 F7 F8 F13 F14 F15
F1 F2 F3 F4 F9 F10 F11 F12

B Hi .;fx&};r:’x
L
. .

Delete

Caps Lock Return

Shift Shift
Control Control
Option Command Command Option

Clear

Numeric Keypad

Enter

Down Arrow Right Arrow
Figure 1.3. Apple Extended Keyboard's Special Keys

297



298 Appendix | Special Keys

Power

Tab

Caps Lock

Shift

Control

Option Command Escape Left Right Arrow Down
Arrow Arrow

Clear

Numeric
Keypad

Enter

Figure I.4. Macintosh Classic Keyboard's Special Keys
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Esc

Esc stands for Escape. This key has a variety of functions, but
only with certain software. In the Works communications applica-
tion the Esc key has special functions, depending on the host
computer.

Control

Works in combination with other keys to provide shortcuts, as
does the Command key. In the communications application the
Control key is used in combination with other keys for various
special functions, depending on the host computer.

.3 SPECIAL KEYS UNIQUE TO THE
APPLE EXTENDED KEYBOARD

Function Keys (F1 through F15)

The 15 function keys are used in the communications application
to work with host computers running UNIX or IBM operating
systems. These keys are also used with special Macintosh pro-
grams that emulate the MS-DOS operating system used on IBM
personal computers. They can also be used with the Macro menu
to define Works macros.

MS DOS Keys

These special keys are used only with alternative operating sys-
tems like MS DOS. Their function varies according to the applica-
tion. They have no function in Works.



HYPERCARD
COMMUNICATIONS
SIMULATION

The Communications Simulation file is a HyperCard stack located
on the Supplemental Diskette (see Appendix G). To run the simu-
lation you will need the HyperCard application that came with the
Macintosh you're using. This stack is a simulated Works commu-
nications session for those of you who lack access to a modem or
an information service. It simulates logging on to the Loyola Uni-
versity Library’s on-line catalog system. You can complete the
simulation (Problem 5 in Chapter 8) by following the directions
here.

The steps you're about to take are identical to the real-life
process of using Works communications application. However, if
you make a mistake the simulation will print a warning on the
screen telling you what it was. You must correct the mistake before
continuing. Only general directions are provided here; you should
review Chapter 8 to determine which settings to change and to
review the process for logging on.

Directions

If you have two floppy disk drives, start up the Macintosh with the
HyperCard start-up diskette. Insert the Supplemental Diskette in
the empty disk drive. Launch the Communications Simulation by
double clicking on the icon. If you have a hard disk drive and
HyperCard is not already on the disk, drag the HyperCard applica-
tion icon from the HyperCard diskette onto the hard disk. Drag the
Communications Simulation icon from the Supplemental Diskette
onto the hard disk. Launch the Communications Simulation by
double clicking on the icon.

1. Open a new communications file. The Settings dialog box will
appear.

2. The Loyola University Library on-line catalog (LUCI) requires
the following communications protocol:
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10.

Terminal Type  VT100

Baud Rate 1200
Data Bits 7
Stop Bits 1
Parity Odd

In our example, we do not want to capture the text when the
document opens; adjust the settings in the dialog box appro-
priately.

Choose Echo Off from the Communications window.

Choose Dial from the Communications window. Enter Loyola
in the Name field and 865-3990 in the Phone Number field.
Click the appropriate Dial button.

Listen for the modem. When the connection is complete, the
following text will appear in the Communications window:

CONNECT 1200
GANDALF PACX 2000
SERVICE?

Type LUCI and press the Return key.

The LUCI welcome menu will appear. Read the directions on
the screen carefully. Do a subject search by typing the num-
ber 1. Enter Macintosh as the subject to be searched. Press
the Enter key to initiate the search.

The next screen indicates that there are 36 references found
for Macintosh. Type the number 1 to see a list of the refer-
ences. Review the references by pressing the N key (for Next
screen) or the P key (for Previous) until you find a book titled
Personal Publishing with the Macintosh. Review the full cita-
tion for this book by typing the number 8. Check to see
whether it is on the library’s shelf by pressing the C key.
Press the S key to return to the main LUCI menu.

Do an author search by typing the number 2. Enter Nickles,
Herbert as the author to be searched. Press the Enter key to
initiate the search. The full entry for The Practical Apple will
appear on the screen.

To end the communications session, choose Hang Up from
the Communications menu and then Quit from the File menu.



USING THE
MACRO MENU

A macro is a recorded set of mouse and keyboard actions stored in
a macro file on disk. A macro can be played back at any time to
recreate the original mouse and keyboard commands. This Works
feature lets you safeguard against errors in repetitive tasks, create
shortcuts for frequently performed functions, and perform com-
plex Works commands even if you are new to the system.

One key on the keyboard is associated with each macro. Play-
ing back the macro is as simple as holding down the Option key
and pressing the appropriate companion key. Perhaps you always
end your correspondence with Sincerely Yours, followed by your
name and title. Instead of typing this hundreds of times a year,
you can record the keyboard actions in a macro and associate the
C key with it. To end your future correspondence, you just press
the C key while holding down the Option key. Works will type in
the exact text and spacing for you.

Mouse commands are also recorded in sequence along with
keyboard actions in a macro. You can change fonts or styles, or
perform any other feature accessible from the Menu Bar with the
mouse. You can even cue Draw On and quickly add boxes, shad-
ing, or other graphics to a document. In the spreadsheet, you can
record a macro to automatically draw a chart; in the database you
can sort, select records, and print a report with a macro. As you
can imagine, the macro feature can become a very powerful pro-
ductivity tool once you've mastered it.

K.1 RECORDING A MACRO

A few simple steps must be followed in recording a macro.

1. Choose Macro On from the Macro menu, if it is not already
checked.
2. Choose Start Recording from the Macro menu.
3. Type the key you want to associate with the macro.
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Helpful Hint:

Helpful Hint:

You can use any key, including the function keys (F1 through F15)
on the Macintosh extended keyboard, with the following exceptions:
accent keys (é, i, i1, 4, and &), Shift, Option, Command, Caps Lock,
Delete, Backspace, *, =, -, +, and _.

4. Press the Tab key and enter a short description of the macro.

5. Click on the Record button.

6. Perform the function you wish to record, using the mouse and
the keyboard in the normal way.

Certain mouse actions should not be used when recording a macro
because they may not play back properly. These include drawing
with the Freehand tool in the draw mode and using scroll bars,
scroll boxes, and scroll arrows.

7. When the function has been completed, choose Stop Recording
from the Macro menu. When the Stop Recording dialog box is
displayed, click on the Stop button.

K.2 PLAYING BACK A MACRO

Once a macro has been recorded it can be played back at any time,
in any window, and at any location in the window. There are three
ways to play back a macro.

1. Check Macros On in the Macro menu, if it is not already
checked.

2. Choose Playback And from the Macro menu.

3. The Playback dialog box will display a list of available macros.
Select the desired macro with the mouse or type the asscciated
key.

4. Click on the Play button. Works will execute the macro exactly
as you recorded it.

OR

p—
.

Check Macros On in the Macro menu, if it is not already
checked.

Choose Playback And from the Macro menu.

The Playback dialog box will display a list of available macros.
Double click on the desired macro. Works will execute the
macro exactly as you recorded it.

Ll e

OR

1. Check Macros On in the Macro menu, if it is not already
checked.
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2. Inyour document, hold down the Option key and press the key
associated with the desired macro. Works will execute the
macro exactly as you recorded it.

K.3 HANDLING MACRO FILES

When the Macros On command is chosen from the Macro menu,
Works automatically opens the default macro file, Microsoft
Works(keys). If this file is not on the same disk as the Works
program, a new Microsoft Works(keys) file is created. When a macro
is recorded, the Stop Recording command saves the macro to the
Microsoft Works(keys) macro file. Consequently, macros are not
associated with a particular spreadsheet, word-processing, or da-
tabase file. Rather, they are associated with the user, who can
build a macro file for customized functions in several applications.

If you wish to store macros in a macro file other than Microsoft
Works(keys), use the Open Macro File, Save Macro File, and Save
Macro File As commands in the Macro menu. These commands
resemble the normal Open, Save, and Save As commands in the
File menu, but they work only with the current macro file.

K.4 SUMMARY OF MACRO MENU COMMANDS

Macros On

Turns on the macro feature in Works and opens the default macro
file, Microsoft Works(keys). If the Microsoft Works(keys) file is not on
the Works disk, a new Microsoft Works(keys] file is opened. A check
mark () indicates that the option is in effect.

Macros Off
Turns off the macro feature. Choosing this command does not save
the current macro file. A check mark (v) indicates that the option
is in effect.

Playback And...

Plays back previously recorded macros. The Playback dialog box
lets you select the desired macro and play it back using the Play
button. The dialog box also lets you maintain macro files. Macro
files can be opened, saved, and renamed (Save As); individual
macros can be deleted from or added to any macro file.

Start Recording...

Starts the recording of mouse and keyboard commands. A dialog
box lets you describe the new macro and assign a key to it. When
you want to play back the macro, hold down the assigned key
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Macros On

Macros Off

Playback And...

Start Recording...
Stop Recording...

Record Pauses

Open Macro File...
Save Macro File
Save Macro File As...

simultaneously with the Option key to initiate it. The following
keys cannot be associated with a macro: accent keys (&, i, i, @1, and
¢€), Shift, Option, Command, Caps Lock, Delete, Backspace, ', =, -,
+, and _.

Stop Recording...

Stops the recording of mouse and keyboard commands and saves
the recorded macro to the macro file. Dialog box options let you go
back and record previous delays, record future delays, and/or
continue recording.

Record Pauses

Records all pauses and delays along with the mouse and keyboard
commands. Works plays back a macro as fast as possible, making
it difficult to see what is happening on the screen. Recording
pauses in the macro will slow down the playback to the speed at
which it was recorded. A check mark (v} indicates that the option
is in effect.

Open Macro File...
Opens a new or existing macro file and its associated macros. A
dialog box lets you select files and disks.

Save Macro File
Saves the open macro file to the disk. If the file has not been saved
previously, a dialog box requires that a file name be entered and
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provides options for changing disks. If the file has been named
previously, the current file will be saved over the original file with
the same file name.

Save Macro File As...

Saves the open macro file with a new file name. The original file is
kept intact. A dialog box lets you enter the new file name and
change disks.



USING THE DESK
ACCESSORIES

The Macintosh desk accessories are utilities that can be chosen in
the Apple menu, located at the far left of the Menu Bar. This menu
is available from all Macintosh applications. For example, the
calculator can be used from the Works word processor, MacWrite,
MacDraw, or any other Macintosh program.

e

out the Finder...

Calculator
Chooser
Control Panel
Find File

Key Caps
Scrapbook

The Desk Accessories reside in the Macintosh system file on
the start-up disk. You can add or remove desk accessories from
the system file using the Font/DA Mover (see Appendix M).

For more information about individual desk accessories, see
the Macintosh System Software User’s Guide that came with the
Macintosh computer you're using.

L.1 ABOUT THE FINDER...

When you choose this command, you'll see a window containing
information about the Finder. The version of the Finder and the
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=[J=——= About the Macintosh™ Finder V0=
Finder: 6.1 Larry, John, Steve, and Bruce
System: 603 ©Apple Computer, Inc. 1983-88

Total Memory : 1,024K

E] Finder 731K
K system 293K

system files, the total memory available, and the amount of memory
used by the Finder and the System are displayed. Use the close
box to close the About the Finder window.

L.2 CALCULATOR ‘
(J Calculator

pRfnaprgharerin

h 34 h
........................

pRanRghrrra

.....

A standard calculator appears on the screen when you choose the
Calculator from the Apple menu. This desk accessory is used like
a normal hand-held calculator. Use the mouse to point to and
click on the calculator keys or use the corresponding keys on the
keyboard. The C key clears the Calculator’s display and the =
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(equals) key displays the result of the calculation. For example, to
add the numbers 9 and 4 press the C key followed by the 9 key, the
+ key, the 4 key, and the = key.

L.3 CHOOSER

The Chooser lets you select among available peripheral and net-
work devices such as printers, file servers, and modems. Accessible
from the Apple menu, the Chooser’s dialog box displays icons
representing all available devices attached to the Macintosh—or to
the network, if your Macintosh is connected to an AppleTalk net-
work. Select the device you want by pointing to and clicking on its
icon with the mouse. If more than one device of that type is
available, you can select the appropriate one from the displayed
list. The Chooser can also be used to connect the Mac with or
disconnect it from an AppleTalk network. Chooser selections go
into effect when the Chooser window is closed.

In the first screen that follows, the ImageWriter printer icon was
selected. The user also had to specify whether the printer were
attached to the printer port or the telephone modem port.

Chooser a0———————|

7 Select a printer port:

B

<

User Name:

@® Active
() Inactive

ﬁ AppleTalk

3.3.1




312 Appendix L Using the Desk Accessories

E0

Chooser

¢

AppleShare

|
rE—

ImageWriter

Ay Select a LaserWwriter:

i X
= Laserwriter [ MT
H =: F a
AppleTalk | acLab
[
FR—
-
Lazeryiriter

Background Printing: O ¢én @ 8¢

User Name:
Fhichel e
® Active
] AppleTalk (O Inactive

3.3.1

In the second screen, the user wished to print on a LaserWriter
printer attached to an AppleTalk network. The LaserWriter icon
was selected and the LaserWriter II NT printer selected from the
LaserWriter printers available on the network. AppleTalk must be
Active to print on a network printer.

L.4 CONTROL PANEL

The Control Panel lets you control aspects of many Macintosh
features, such as the keyboard, mouse, monitor, desktop, and
speaker. The Control Panel window displays a scrolling field of
icons representing those features. When an icon is selected with
the mouse, its settings are displayed on the Control Panel. The
General icon lets you change the desktop pattern, the cursor's and
menus’ blinking rate, the time and date, and the speaker volume.
You change the current settings by pointing and clicking with the
mouse on the buttons provided.

You can customize the Control Panel by modifying the system
folder on the start-up diskette. For further information, see the
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=———— Control Panel

Q — Rate of Insertion
. Foint Blinking
o] .I:. | s
Desktop Pattern ) @ ()
Slow Fast
Keyboard Menu Blinking | Time (0 ]
: 4:46:19 PM "
== ] @ 12hr. (O 24br. | 4
3
Mouse O D @ O Date @ ? -
off 1.2 3| §/27/90 0-
<)
Sound  [T3| RAM Cache [32K ] @] O on Sﬁjf::
EZ3 (® off

Macintosh System Software User’s Guide that came with the Mac
you're using.

L.5 FIND FILE

The Find File command searches through the file names on a
particular disk and lists all names containing the elicited text. The
dialog box allows you to change disks by clicking on the disk
name, to enter the target text in the Search for box, and to begin

the search by clicking on the Search icon:

Each file name containing the target text is printed in the Find
File window. When one of these files is selected with the mouse,
information pertaining to it is printed at the bottom of the window:

el
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the folder that the file is located in, the file’s creation date, its
modification date, and its byte size. In the following example, all
the files on the Hard Disk containing the word Works were found.

(———————-—Findfle==e——————|

e Hard Disk

Search for: Works

13
(3O MS Works

H Plieraseft Works

O MsWorksHelp
D Works Desktop
(O works Dictionary 5‘
Created: Fri, Feb 3, 1989;8:57 PM &) MS Works Q‘J
Modified: Fri, Mar 16, 1990; 5:40 PM > Hard Disk
Size: 603804 bytes; '
591K on disk
<

L.6 KEY CAPS

The Key Caps command portrays the Macintosh keyboard. When a
key is selected by the mouse or by typing a key on the keyboard,
the corresponding letter, number, or symbol is typed in the Key
Caps window. This lets you easily identify which keys print special
characters.
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Most Macintosh fonts contain several special characters. For
example, the following characters can be printed using the Helvetica
font and holding down the Option key in conjunction with the 4, 5,
7. R, and G keys, respectively: ¢ « 4 ® © (see the Key Caps screen
on the previous page). Holding down the Shift or Option key will
display the special characters on the Key Caps simulated keyboard.
Special characters in different fonts can be compared by choosing
the desired font from the Key Caps menu in the Menu Bar.

L.7 SCRAPBOOK

The Scrapbook stores data from the Clipboard for use at a later
time. Unlike the Clipboard, which can store only one item at a
time, the Scrapbook stores multiple items—text, graphics, charts,
and so on—until you remove them. The Edit menu commands Cut,
Copy, and Paste are used to move items in and out of the Scrap-
book. Cut deletes an item from the Scrapbook and places it on the
Clipboard; Copy duplicates an item on the Clipboard; and Paste
copies an item from the Clipboard into the Scrapbook. A scroll bar
at the bottom of the Scrapbook window controls which Scrapbook
item is being selected. The following example shows a clip art
graphic stored in the Scrapbook. See Section 7.2.3 for more details
on using the Scrapbook.

E[l&==——————— Scrapbook =1

2725 MDPL, PICT




Helpful Hint:

USING THE
FONT/DA MOVER

The Font/DA Mover is a utility program used to add or remove
fonts and desk accessories (DA’'s). Fonts reside in the system file
located in the system folder on a Macintosh start-up disk. Because
so many fonts are available, a utility program, the Font/DA Mover,
was designed to move fonts into the System file from a font file.
Desk accessories are other utilities accessible from all Macintosh
applications (see Appendix L); they are handled by the Macintosh
just as fonts are. Consequently, the Font/DA Mover must also be
used to move a desk accessory into the system file. The Font/DA
Mover is found on the Utilities 2 diskette that came with the
Macintosh you're using.

M.1 STARTING THE FONT/DA MOVER

The Macintosh should be started up using the start-up diskette on
which you want the font or desk accessory installed. For example,
to add a font for use with Microsoft Works you should start up the
Macintosh with the Works start-up diskette. If you wanted to use
that font with other application programs, such as MacDraw or
MacPaint, you would also have to install that font on their start-up
diskettes. If you have a hard disk Macintosh, the font or desk
accessory need only be installed on the hard disk.

The Font/DA Mover is an application program, just like Mi-
crosoft Works. It is launched (started up) much as you launched
Microsoft Works.

1. Start up the Macintosh using the Works start-up diskette.

If you have a hard disk drive, just turn on the Macintosh and skip
to Step 2.

2. Insert the Utilities 2 diskette into an empty floppy disk drive.
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3. If the Utilities 2 window in Figure M.1 is not visible on the
screen, open the Utilities 2 disk icon.

4. Start the Font/DA Mover by double clicking on the Font/DA
Mover icon (see Figure M.1).

5. The Font/DA Mover dialog box should appear (see Figure M.2).

Utilities 2
697K in disk 88K available

Font/DA Mover Folder =015 @

& 3items 697K in disk 88K available

i
.

Font /D . Mower

Desk Accessories

Figure M.1. Launching the Font/DA Mover from the System Utilities Disk

M.2 INSTALLING A FONT IN THE SYSTEM FILE

When the Font/DA Mover is launched, a list of the fonts in the
system file of the start-up diskette is displayed on the left side of
the window (see Figure M.2). This list can be scrolled to review the
fonts currently in the system. To add a font, you must open the
font file containing the desired font. A font file is simply a file that
contains fonts. This file could be a system file on another start-up
diskette, a commercially purchased font file, or a font file you've
created as back-up storage.

Click the Open button on the right side of the window. A dialog
box will allow you to select the desired font file. In the example in
Figure M.3, the file named Fonts on the Utilities 2 disk is used.
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(@ Font

(O Desk Accessory Mover

Avant Garde 10 fopy |
Avant Garde 12

Avant Garde 14
Avant Garde 18

Avant Garde 24

Bookman 10

Bookman 12

System

on Hard Drive | Help ]

6318K free

[  Close | r Quit |

Figure M.2. The Font/DA Mover Dialog Box

This file contains the standard Macintosh fonts provided by Apple
Computer. When the font file has been opened, its contents are
displayed in the scrolling field on the right side of the window.

To copy a font from the font file into the system file, select the
one you want from the font file (the list on the right in Figure M.3).
A sample of the font will be printed at the bottom of the window
and the amount of disk space needed will be printed between the
two lists. (In the Figure M.3 example, the font chosen, London 18,
needs 3,420 bytes.) The size of the font is important, because each
font you add will increase the size of the system file. In some cases
there may not be enough room on the diskette to install another
font. The amount of free space available is indicated beneath the
disk’s name.

You may also have noticed that several sizes of each font are
available. The numbers after the font name indicate the point size
of that font. Helvetica 14 is the Helvetica font in 14 points. For
superior printing, you want as many sizes of a particular font as
possible in your system file. However, some trade-offs must be
made between maintaining a large selection of fonts and leaving
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@ Font
(O Desk Accessory

Mover

Avant Garde 10 [ << Copy << | [Helvetica 14
Avant Garde 12 ] Helvetica 18
Avant Garde 14 { [ Remove ] [Helvetica 24
Avant Garde 18 London 18
Avant Garde 24 ; Los Angeles 12
Bookman 10 i 3420 bytes ) 4¢ pngeles 24
Bookman 12 selected  |\gpijle 18

System Fonts

on Hard Disk l | Help | on Utilities 2

4550K free | 88K free
( close | [ ouit | Close |

London 18:  THe quitk brotwn fox jumps ober th

Figure M.3. Copying a Font from a Font File into the System File

enough space available on the start-up disk. If you require a large
number of fonts and font sizes, you should use a hard disk
Macintosh.

Once you've chosen the font you want from the font file, click
the Copy button to install it in the system file. Multiple fonts can
be copied by holding down the Shift key while selecting the fonts:
when the Copy button is clicked, every font selected will be copied.
Additional fonts from other font files can be copied to the system
by closing the font file and opening another. Click the Quit button
to quit the Font/DA Mover.

M.3 REMOVING A FONT FROM THE SYSTEM FILE

To remove a font from the system file, select the desired font and
click on the Remove button (see Figure M.4).

Caution: Removing a font from the system folder deletes it permanently.
Unless you have stored the font in another font file, you will not be



M.4 Installing a Desk Accessory in the System File 321

® Font
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Bookman 12

System

on Hard Disk | Help

4350K free ;
( close ] [ ouit ] ( open.. |

4620 bytes
selected

Athens 18:  The quick brown fox jumps over the

Figure M.4. Removing a Font from the System File

able to add it back into the system. To create a back-up font file,
click the Open button, create a New font file, Copy the desired font
to the new file, and then Remove the font from the system file.

M.4 INSTALLING A DESK ACCESSORY
IN THE SYSTEM FILE

Installing a desk accessory is similar to installing a font. When the
Font/DA Mover is launched, the Font button is automatically
selected at the top of the window (see Figure M.2). Click the Desk
Accessory button instead, and a list of the desk accessories cur-
rently installed in the system file will appear. To add a desk
accessory (DA), open the file containing the DA you want. A DA file
is simply a file that contains desk accessories. It could be a system
file on another start-up diskette, a commercially purchased DA
file, or a DA file you have created as back-up storage.

Click the Open button on the right side of the window. A dialog
box will allow you to select the desired DA file. In the example in
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Calculator
Chooser
Control Panel

System
on Hard Disk
4490K free

([ << Copy <« k
)

( Remove

11944 bytes
selected

| Help |

Alarm Clock
Calculator
Chooser
Control Panel
Find File

Key Caps
Note Pad

Desk Accessories
on Utilities 2
88K free

the System File

Figure M.5. Copying a Desk Accessory into

Figure M.5, the Desk Accessories file on the Utilities 2 disk is used.
This file contains the standard Macintosh DA’s provided by Apple
Computer. When the DA file has been opened, its contents are
displayed in the scrolling field on the right side of the window.

To copy a DA from the DA file into the system file, select the DA
you want from the DA file (the list on the right in Figure M.5). The
amount of disk space needed will be printed between the two lists.
(In the Figure M.5 example, the DA chosen, Find File, needs
11,944 bytes.) The size of the DA is important, because each one
you add will increase the size of the system file.

Once you've chosen a DA from the DA file, click the Copy
button to install the DA in the system file. Additional fonts from
the same DA file or from other DA files can be copied to the system.
Click on the Quit button to quit the Font/DA Mover.

M.5 REMOVING A DESK ACCESSORY
FROM THE SYSTEM FILE

To remove a desk accessory from the system file, select the desired
DA and click on the Remove button.



Caution:

M.5 Removing a Desk Accessory from the System File 323

Removing a DA from the system folder deletes it permanently.
Unless you stored the DA in another DA file, you will not be able to
add it back into the system. To create a back-up DA file, click the
Open button, create a New DA file, Copy the desired DA to the new
file, and then Remove the DA from the System file.

For more information on the use of the Font/DA Mover, see the
Macintosh Utilities User’s Guide, published by Apple Computer and
included with each Macintosh computer.
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