








































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































integrated programs, 317-324
inter-application connectivity,
311-325
interactive mode, 51
INtouch
address book
DA, 102-103, 280, 291-292
invoice
database, 253
form, 253
Invoice template, Resolve, 252-263
invoices, mail merges, 63
IRS Schedule C, Books
template, 176

KaleidaGraph program, creating
graphs, 158-159

key fields, 169

KeyChains, 410

L

labels, 101
INtouch DA, 102-103
MacEnvelope program, 105-106
MacLabelPro program, 103-105
printing, 98-101
programs and DAs, 101-106
spreadsheets, 236
templates, 98-106

landscape
form, 125
mode, 31

languages, dBASE, FoxBASE+/Mac’s

compatiblity with, 171

scripting, see macros

LapLink Mac I1I, 339-342

laser printers, 32

Last Resort 1.0 (recover text)
program, 378-379
launching, see opening
layout design, 147-149
Legal LetterWorks, 44-48
Letter Writer Plus, 44-48
letterheads, templates, 38-41
letters
business, 44-48
form, 77-94
mail merges, 62-76
see also documents
LetterWorks, 44-48
LIM (Lotus-Intel-Microsoft
expanded memory, 347
line charts, 239
line conditioning, 423
linking
Excel worksheets and Word
documents, 315-317
Microsoft, 314-317
Multi-Ad Search utility, 317
program, 330-331
worksheets, documents,
315317
lists
To Do! DA, 296-297
templates on 9-to-5 Mac disk,
538-539
loading files, 325
Locate (file search) desk accessory,
369-370
locating
files, 396
by content, 370
by keywords, 371
by name, 371
folders, 396
in System 6, 366
in System 7, 366-368
misplaced, 366-372
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with On Location, 371-372
locking files, 17-18
logic, Boolean, 169
logos, company, 142
cleaning up scanned image,
144-146
for envelope return
addresses, 96
scanning, 142-143
Lotus 1-2-3 for Macintosh
spreadsheet program, 155,
263-265 _
Lotus-Intel-Microsoft (LIM)
expanded memory, 347

MacDraw Pro, 136
MacEnvelope, envelopes and
labels, 105-106
MacFlow program, 271-272
MacInTax program, preparing
Federal tax return, 276-278
Macintosh
booting, 11
cartridges, mounting on desk-
top, 346
connecting, 351
with IBM PC, 336-338
faxing with modem, 37
files, transferring, 339-341
with modems, 355-364
hardware problems, 23
instruction booklet, 19-20
models, 15
operating systems, 15
personal computers (PC),
executing, 342-343
product index, 483-489
restarting, 11

serial ports, 348
shutting down, 11
software
guidelines, 19-20
templates, 538-539
starting, 6-11
system software, selecting, 15-16
training modules, 265-266
Macintosh-to-Macintosh transfers,
339-340
MacLabelPro, 103-105
MacLinkPlus/PC, 336-338
DOS Mounter, 337
~ features, 338-339
MacPaint, 136
MacPhonebook address book
program, 280-284
macros, 418
(“watch me”) feature, 415
creating, 414-419
desk accessories (DAs) access,
418
font selector, 417
Lotus 1-2-3 for Macintosh, 264
Phone Messages database,
206-207
program launcher, 417
recorder, 415
selecting Chooser devices, 418
sequences, 418
spreadsheets, 238
timed activities, 418
universal, 416
MacTools Deluxe file recovery
program, 374-375
disk optimizer, 376
utilities
Mirror, 375-376
Rescu, 375-376




MacWrite 11
Award template, 29-32
mail merges, 81, 83
Magic desktop presentation
program, 151
magnetic fields, disk damage, 422
mail merges, 47-48, 62-76, 81
conditional statements, 77-79,
83, 86
DATA statement, 70
MacWrite, 83
Nisus, 93-94
primary file, 88
Print Merge command, 71-73
secondary file, 88
Taste, 84, 86-87
WordPerfect 2.0, 87-93
WriteNow, 83-84
managing
desk accessories (DAs) with
MasterJuggler, 409-412
Suitcase II, 407, 409
FKeys with
MasterJuggler, 409-412
Suitcase II, 407, 409
fonts with
Adobe Type Manager,
405-407
Adobe Type Reunion,
404-405
MasterJuggler, 409-412
Suitcase II, 407-409
publications with checklists, 149
sounds with
MasterJuggler, 409-412
Suitcase II, 407-409
manipulating databases in spread-
sheets, 242
master scripts, 466

MasterJuggler DA, 409-412
Media Formatter application, 346
Medical Expenses template,
185-189
customizing, 191-194
generating reports, 189-190
Meeting Maker appointments and
to-do list program, 306-309
memory, 10
expanded, 351
Lotus-Intel-Microsoft
(LIM), 347
increasing, 481
virtual, 447
memos, 46
templates, 32-35
menu bar, 6
merge fields, 69
merge form, 63-73
Microcom Networking Protocol
(MNP), 356
Microsoft Excel, see Excel
spreadsheet program
Microsoft linking, 314-317
Microsoft PowerPoint desktop
presentation program, 151
Microsoft Windows, 19
Microsoft Word
documents, transferring to
personal computer (PC), 340
Envelope Merge, 96-98
mail merges, 69
producing labels, 98-101
screen saver, 428-429
see also, Microsoft Word 4 and 5
Microsoft Word 4
date stamping, 34-35
Letterhead 1 template, 39
Letterhead 2 template, 39
Memo Template, 33
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Microsoft Word 5, 12
mail merges, 67
templates, 17
Microsoft Works
comparing with ClarisWorks,
324
database management, 318
graphics, 318
integrated program, 318-320
spreadsheets, 318
telecommunications, 318
word processing, 318
Mirror (file recovery) utility,
375-376
mirroring disks, 455
miscellaneous forms, 113
misplaced files, locating, 366-372
MNP (Microcom Networking
Protocol), 356
modal manner in programs, 209
modeless programs, 209
models of Macintosh, 15
modems
configuring for dialing with
address book programs,
282-295
fax, 37
capabilities, 356-357
selecting fonts, 37-38
Hayes compatibility, 355
Macintosh, transferring files,
355-364
Microcom Networking Protocol
(MNP), 356
speed (bpi) issues, 356
troubleshooting, 476
modes
interactive, 51
Tiles auto-create, 402
modifving icons, 439

More After Dark screen saver, 426
mounting disks on Desktop, 8
mouse, 7, 8
drag-and-drop, 443
SoftPC program, transforming to
Microsoft Mouse, 349-350
moving
files, 393
windows, 8
Multi-Ad Creator desktop publish-
ing program, 146
Multi-Ad Search utilities, linking,
317
MultiFinder, 15
multitasking, System 7 operating
system, 439-441

newsletters, creating, 322

Nisus, mail merges, 93-94

non-printing layer of forms
Fast Forms, 116

normal backups, 458

nuBASE for Mac database

program, 171
number fields, 121

On Location

file search DA, 371-372

locating files, 371-372
opening programs, 8, 394
operating systems, 6, 10

selecting, 15

System 6, 15

System 7, 15, 435-447

features, 15

Optimizer, 389, 390



optimizers, disk, 389-392

Ordertrak sales order-tracking
program, 275-276

Org Plus program, 273-274

organizational charts, 270-271

creating with Org Plus, 273-274

orientation, page, landscape mode,

31

P/L Template for spreadsheets,
245-251
customizing, 251-252
page-layout programs,
spell-checkers, 55-57
Paged Memory Management Unit
(PMMU) chip, 447
PageMaker forms, 114-115
Template option, 17
paint programs, 136, 139
Panorama database program,
194-195
Phone Messages, 195-199
customizing, 200-205
formulas and macros,
2006-207
generating reports, 199-200
parameters, communication,
setting, 359-3601
parity setting, 360
partitioning hard disks, 453
pasting data, 312-313
personal computers (PC)
executing from Macintosh,
342-343
files, transferring, 339-341
personal dictionaries, 56
Personal Training Systems training
modules for Maintosh products,
265-266

phone dialer DAs, 282-285

Phone Messages database, 195- 199
customizing, 200-205
formulas and macros, 206-207
generating reports, 199-200

photographs, scanning, 138

PICT format, 136, 143

PICT viewer, 398

PICT2 format, 136

picture fields in forms, 112

pie charts, 239

PlanMaker program, 268-270

"plans for businesses, 267-270

PMMU (Paged Memory Manage-
ment Unit) chip, 447
pointing with mouse, 7
ports, serial, 348
PostScript drawing programs,
136-137
PostScript fonts, improving, 405
PostScript printer, 348
power, protecting, 423-424
POWERicons, Finder, improving,
400-401
pre-printed forms, 115-116
computerizing, 117
preference files, 446
presentations
preparing with desktop presen-
tation programs, 150-151
using
charts and graphs, 155-157
fonts, 151-152
graphs, 157-159
screen captures, 159-163
text effects, 151-155
preventing viruses, 430-432
primary file, mail merges, 88
Print Merge command, 71-73
print spooling, 413-414
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printers
printers, selecting, 10
Epxon FX-80, 348
ink-jet, 32
laser, 32
PostScript, 348
Printer’s Apprentice Layouts,
templates, 148
printing, 412-413
duplex, 412
envelopes, 95-96
with Envelope Merge (Word),
96-98
in ClarisWorks, 322-324
labels, 98-101
printing layer of forms,
Fast Forms, 116
printing tools, 412-416
prioritizing applications, 390
product index for Macintosh,
483-489
production forms, 113
Program launcher macros, 417
program linking, 330-331
program listings, comparing with
DocuComp, 53-55
programming in Double Helix, 173
programming errors, 20-23
fixing, 12
programs, 10
address book, 280
Address Book Plus, 288-290
Dynodex, 285- 288
MacPhonebook, 281-284
anti-virus
detection, 430
eradication, 430
Rival, 431-432
Virex, 430-431

backup
DiskFit Pro, 456-457
Redux, 456, 460
BizPlanBuilder, 270
business, 267
creating charts and graphs,
Cheshire, 155-157
creating graphs
DeltaGraph, 157-158
KaleidaGraph, 158-159
data importing, DataShaper, 150
database, 171
4th Dimension, 207-227
Double Helix, 173-175
FileMaker Pro, 175-184
FoxBASE+/Mac, 171-173
HyperCard, 175, 228
mail merges, 65-66
nuBASE for Mac, 171
Panorama, 194-207
RecordHolderPlus, 184-194
Retriever II, 230-231
desktop presentation, 150-151
desktop publishing (DTP),
146-147
managing publications,
149-150
using templates, 147-149
disk optimizer, 389-392
draw, 136
electronic forms, SmartForm,
112
envelopes, 101
envelopes and labels,
MacEnvelope, 105-106
Fast Forms, 116
file location, 369-372
file recovery, 374-375
1st Aid HFS, 377



file-compression, 382
fixed-field address book, 281
flow and organizational charts,
270-271
flow charts, 271-272
for Macintosh, guidelines, 19-20
forms, 110
Fast Forms, 120-124
FlexForm Business
Templates, 112-115
Informed Designer, 125-132
SmartForm, 117-120
grammar-checking, 48-52
graphics, 136-146
image processing, 138-139
selecting, 137-139
Informed Designer, 124
integrated, 317-324
labels, 101
Last Resort 1.0 (text recovery)
program, 378-379
launching, 394
System 7 operating
system, 443
MacFlow, 271-272
MacInTax, preparing Federal tax
return, 276-278
MacTools Deluxe, 374-375
Meeting Maker appointments
and to-do list, 306-309
modal, 209
modeless, 209
opening, 8
Org Plus, 273-274
organizational charts, 273-274
outlining, 52-53
page-layout, spell checkers,
55-57
paint, 136-139
PlanMaker, 268-270

Postscript draw, 136-137
revisions, types, 12
sales order-tracking, Ordertrak,
275-276
screen capture, 159-162
capture, 162-163
Image Grabber, 160-162
SnapJot, 160
software, 12
checking compatibility with
System 7, 15
upgrading, 14
version numbers, 12-14
spreadsheet, 155
see also spreadsheets
spreadsheet publishing
Lotus 1-2-3 for Macintosh,
263-265
Resolve, 252-263
storing, 8
text recovery, 378-381
type effects, Effects Specialist,
154-155
word-processing, 30-41, 146
addressing envelopes, 94-96
comparison to typewriters,
27-28
envelopes, 96-98
labels, 98-101
mail merges, 63-94
style sheets, 42-44
tools, 44-59
writing business plans, 267-270
see also applications and
software

Project Expense Tracker

application
4th Dimension database,
207-208, 227
customizing, 217-227
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Projects related database,
210-213, 215, 216
quitting, 216-217
projects, labeling in Tiles, 403
Projects database, 210-216
generating reports, 216
proofreading, 148
protecting
data, 422
disks from magnetic fields, 422
hardware, 422-423
power, 423-424
protocol files, 358
proxies, 308
public groups, 307
publications, managing with
CheckList, 149-150
Publish and Subscribe, 330-333
publishing
1-2-3 spreadsheets in Acta 7
outlines, 331-333
features of spreadsheets, 238
purchasing forms, 113
Pyro! screen saver, 426-427
modules, primary and
secondary, 426

Q

QuarkXPress desktop publishing
program, 146-148
quick-and-dirty databases,
creating, 241
QuickDEX II address book
program, 280
QuickDEX II database DA, 292-294
storage capabilities, 294
QuicKeys 2, 416-417
extensions, 416
QuickLetter, 44

quitting Project Expense Tracker
database, 216-217

RagTime 3 desktop publishing
program, 146
RAM (Random-Access Memory),
9-10
range names, spreadsheets, 237
range of cells, 235
read-only files, 18
Ready,Set,Go! desktop publishing
program, 148
receiving forms, 113
RecordHolderPlus database,
184185
Medical Expenses template,
185-189
customizing, 191-194
generating reports, 189-190
records, 166
data documents, 63
databases, 242
recovering
data, 373-374
files, 373-380
text, 378-381
Redux backup program, 456, 460
relational databases, 165, 207
relative addresses, spreadsheets,
2306
reminder and appointment DAs,
calenDAr, 297-298
reminder and appointment INIT/
DA, Smart Alarms with Appoint-
ment Diary, 300-303
reminder and appointment utility,
AlarmsClock, 298-299
removable hard disks, 454



renaming files, 398
repairing hardware, 432-433
reports generating, 179-180
in Phone Messages database,
199-200
in Project Expense Tracker,
216
with Medical expenses
template, 189-190
Rescue (file recovery) utility,
375-376
Resolve spreadsheet publishing
program, 155, 252-263
restarting Macintosh, 11
Retriever II DA database, 230-231
Retriever II database program,
230-231
retrieving files, see recovering files
Retrospect, 463-464
scripting, 465-467
revisions of programs, types, 12
RightWriter, 44-48
Rival anti-virus program, 431-432
Rolodex-style DAs, 45
RunPC program, 342-345
(“chat mode"), 343
features, 345
sessions, starting, 343
Software Bridge, 344

sales programs
order entry, Ordertrak, 275-276
tracking, Ordertrak, 275-276
Sales LetterWorks, 44, 48
sans serif type, 152
saving
disk space with compression
tools, 381-386

files, 325
scanning
company logos, 142-143
cleaning up image, 144-146
forms, 115
photographs, 138
television screens, 138
Schedule C, see IRS Schedule C
Scrapbook desk accessory, 313-314
screen capture, 159-163
screen savers, 424-429
After Dark, 425-426
eliminating burn-in, 424
Microsoft Word, 428-429
More After Dark, 426
Pyro!, 426-427
Screen Test, adding to menu, 428
screens, capturing for use in
presentations, 159-163
scripting, 465-467
master, 466
scripting language, see macros
scripts
FileMaker Pro database
program, 182-184
Project Expense Tracker data-
base, 226
SCSI (Small Computer System
Interface), 469
cables, 470
device, troubleshooting, 476
identification (ID) numbers, 471
terminating, 472-473
SCSI Disk Link, 342
search/replace function, 57
searching records
Boolean logic, 169
database function, 169
secondary file, mail merges, 88
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selecting
objects, 8
records, database function, 169
telecommunications
software, 358
text, 8
self-extracting archives
creating, 3860
selling forms, 113
Sensible Grammar, 44-50
sequences, macros, 418
serif type, 152
service contracts, hardware
repair, 433
setting
baud rate, 360
bits per character, 360
communication parameters,
359-361
connection port, 360
files, 358
parity, 360
stop bits, 360
sharing files, 326-330
adjusting, 329-330
monitoring, 329-330
Shipping Request form, 120-122
customizing, 123-124
Shortcut
Finder, improving, 397-400
options, 398
(“shredding”) files, 398
shutting down Macintosh, 11
slides, 151
Small Computer System Interface
(SCSI), see SCSI (Small Computer
System Interface)
Smart Alarms with Appointment
Diary appointment and reminder
INIT/DA, 300-303

Smart Art desk accessory, 152-154
SmartForm program, 112, 116-120
SnapJot screen capture
program, 160
SoftPC program, 347-351
executing, 347-349
features, 349-351
mouse, transforming to
Microsoft Mouse, 349-350
printers
Epson FX-80, 348
PostScript, 348
serial ports, 348
software
backups, 456-460
bugs, 20-23
checking compatibility with
System 7, 15
design decisions, 21
installing, 22
Macintosh, 491-495
guidelines, 19-20
system
checking compatibility with
programs, 15
selecting, 15-16
telecommunications, selecting,
358
upgrading, 14
version numbers, 12-14
work group, Instant Update,
58-59
see also applications and
programs
Software Bridge, 344
sorting, database function, 168
sound chain, 410
sounds, managing with
MasterJuggler, 409-412
Suitcase 11, 407-409



speadsheets, documents, linking,
315-317
specialized dictionaries, 57
specifying tiles, 402
speed (bpi) issues, 356
spelling, checking, 44, 55-57, 148
spooling, 413-414
spreadsheet programs
see spreadsheets
spreadsheet publishing programs
Lotus 1-2-3 for Macintosh,
263-265
Resolve, 252-263
spreadsheets, 155, 233-234, 270
cell addresses, 235
cells, 235
charts, 239-241
ClarisWorks, 321
creating databases in, 241-245
manipulation features, 242
data, 235
Excel,
linking, 315-317
P/L Template, 245-252
formulas, 236
functions, 236
Lotus 1-2-3 for Macintosh,
263-265
macros, 238
mail merges, 64
Microsoft Works, 318
publishing features, 238
range names, 237
range of cells, 235
Resolve, 252-263
templates, 494
training modules, 265
values, 235
VisiCalc, 233
worksheets, 234

see also spreadsheet publishing
programs
stacked bar chart, 239
stacks, HyperCard, 228-269
standard backups, 456
starting Macintosh, 6-11
Statement of Account template,
117-119
customizing, 119-120
statements
conditional, 83
conditional in mail merges,
77-79, 86
mail merges, 63
static
discharge strips, 422
eliminating, 422
stationery
files, 17
pads, 18
Stationery Pad, 37
stock-keeping forms, 113
stop bits, setting, 360
stopwatch for Macintosh,
AlarmsClock, 298-299
storage capacity, 10
storing graphics and text, 313-314
Studio/1 paint program, 136
Studio/8 paint program, 136
Studio/32 paint program, 136
Stufflt Deluxe program, 382
files, compressing, 382-385
style sheets, 42-44
subvolumes, defining, 457
Suitcase II, managing
desk accessories (DAs), 407-409
FKeys, 407- 409
fonts, 407- 409
sounds, 407- 409
suitcases, 407
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SuperLaserSpool, 413-414
SuperPaint 3, 139
system
resource management tools,
404-412
software
checking compatibility, 15
selecting, 15-16
System 6
files, locating, 366
operating system, 6, 10, 15
troubleshooting, 481-482
System 7 operating system, 6, 10,
15, 435-447
aliases, creating, 444-445
applications, 439-441
background copying, 443
Balloon Help, 441-442
connectivity, 326-333, 447
features, 15
files
displaying, 437-439
locating, 366-368
folders, displaying, 437-439
hardware requirements, 436
icons, modifying, 439
multitasking, 439-441
programs, launching, 443
System folder, 445-447
trash, emptying, 442
virtual memory, 447
system enhancement utilities, 365
System Folder, 10
System 7 operating system,
445-447
troubleshooting, 478-481
System heap, troubleshooting, 482

T

tab-delimited identification of fields
in data documents, 64-65
table field, 130
Tag Image File Format files,
see TIFF
tape drives, backups, 453-454
Taste, mail merges, 84-87
telecommunications
Microsoft Works, 318
software, selecting, 358
telephone messages,
see phone messages
television screens, scanning, 138
Template option, PageMaker, 17
templates, 3, 96, 148
9-to-5 Mac disk
backup copies, 18
BizPlanBuilder, 270
connectivity, 493
database, 494
Books, 176-182
Medical Expenses, 185-194
desktop publishing programs
(DTP), 147-149
envelope, 94-97
Excel’s P/L Template, 246-251
customizing, 251-252
fax transmittal forms, 35-38
files, 16-17
FlexForm Business Templates:
Volume I, 112-113
forms, 111-120, 494
Invoice, 252-263
label, 98-101
letterheads, 38-41
MacWrite II, Award template,
29-32
mail merges, 68-69, 73, 76-77,
81-92




memos, 32-35
Microsoft Word 5, 17
PageMaker, 17
spreadsheets, 538
using boilerplate text, 41
word-processing, 29-41, 538-539
terminating Small Computer
System Interface (SCSI), 472-473
text
effects
Smart Art, 152-154
using for presentations, 151
files, comparing with
DocuComp, 53-55
recovery programs, 378-381
selecting, 8
spreadsheets, 236
storing, 313-314
thesauruses, 44, 56
three-dimensional column
chart, 239
three-line protection., 423
Thunder 7 spell-checking CDEV,
56-57
TIFF Converter utility in
Capture, 163
TIFF files, 136-137
TIFF format, 143
Tiles
auto-create mode, 402
Finder, improving, 401-403
projects, labeling, 403
tiles, 402
timed activities, macros, 418
timed grab, 161
To Do! DA, 296-297
to-do lists
Alarming Events DA, 305-306
First Things First INIT, 303-305

Meeting Maker program,
306-309
tools
compression, 381-386
printing, 412-416
word-processing programs,
44-59
tracking
events with Calendar DA,
294-296
expenses, 207-227
sales with Ordertrak, 275-276
traditional clip art, 140
training modules for Maintosh
products, 265-266
transferring
data between computers,
333-364
files, 337-363
Macintosh-to-Macintosh,
339-340
transients, common mode, 423
transparencies, 151
Trash, 9
emptying, System 7 operating
system, 442
Trojan Horses virus, 429
troubleshooting, 477
(“Application unexpectedly
quit”) message, 481
Desktop, 478
hard disks, invisible, 476
hardware, 475-477
modems, 476
pages, misprinted, 476
SCSI device, 476
System 6 operating system,
481-482
System folder, 478-481
System heap, 482
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TrueType fonts, 37

Tune Ups, 16

type effects programs, Effects
Specialist, 154-155

types, assigning to DOS files, 338

types of fonts, 152

typewriters, comparison to word-
processing programs, 27-28

UL (Underwriters’ Laboratory)
seal, 423
undeleting files, 375-378
unfragmenting
disks, 389-390
disks with DiskExpress II,
391-392
hard disks, 376
Uninterruptable Power Supply
(UPS), 423-424
universal macros, 416
UnStuffit Deluxe (file decompres-
sion) program, 382
upgrading software programs, 14
UPS, see Uninterruptable Power
Supply (UPS)
user-definable glossaries, 57
utilities, 365
file-compression, comparing,
387-388
FileEdit, 375
Find File (System 7), 366-367
Mirror (file recovery), 375-376
reminder and appointment,
AlarmsClock, 298-299
Rescue (file recovery), 375-376
system enhancement, 365
utilities, see also programs,
applications, software

v

vaccines, virus protection, 432
values, spreadsheets, 235
Ventura Publisher desktop
publishing program, 146
version numbers, software, 12
locating, 12-14
viewing file contents, 371
views in databases, 173
Virex anti-virus program, 430-431
virtual memory, System 7 operating
system, 447
virus launcher, 429
viruses, 429-430
computer, 23-24
detection, 430
down-time of computer, 433
eradication, 430
preventing, 430-432
vaccines, 432
Trojan Horses, 429
VisiCalc spreadsheet program, 233

“what if?” analyses, 238
What You See Is What You Get, see
WYSIWYG
windows, moving, 8
Word for Word/Mac, 334-336
files, converting, 335
word-processing
programs, 146
addressing envelopes, 94-96
ClarisWorks, 320
comparison to typewriters,
27-28
envelopes, 96-98
labels, 98-101
mail merges, 63-94



Microsoft Works, 318
tools, 44-59
style sheets, 42, 44
templates, 29-41, 494-495
WordPerfect 2.0, mail merges,
87-93
work group software, Instant
Update, 58-59
Work Order form, 125-132
worksheets, 234
WriteNow mail merges, 83-84
WYSIWYG displays, 135
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Ready,Set,Go! Special Offer Order Form

Ready,Set,Go! can handle all phases of the publishing process, from concepts and thumbnails, through
roughs and comps, right to typography, color separations and mechanicals—all controlled by you at your
Macintosh! Take advantage now of this incredible offer: Order'Ready,Set,Go! with this coupon for
just $225 (regular price $395). SAVE $170!

YES! | want to order Ready,Set,Gol at the special price of $225 —shipping included(regular price $395).
____ Check/Money Order MasterCard ___ Visa

Card Number: Expires:

Signature Telephone:

Ship To Name:

Address:

OFFER VALID UNTIL JUNE 1, 1993. NYS RESIDENTS PLEASE ADD SALES TAX. RETURN COUPON TO:
Manhattan Graphics Corp., 250 E. Hartsdale Avenue, Hartsdale, NY 10530

GUARANTEED _
to get your project done on time
and on budget!!!

Save $120.00 off the regular price of a 2-day
seminar at an MPI location. Normally $600.00

Project Management Seminar

per student, now just $480.00!
NAME:
ADDRESS: experts in Project Management
CITY: L hand N
. . * Learn "hands on" how you can use
lS):‘lgTE.. ZIp: your computer and MPI software
NE: to get projects done on time and on
offer expires June 1, 1993 bugget everytime or your money back!!
Send your registration fee of $480.00 along with

this completed coupon and we'll reserve a seat for
you in our next seminar.

MICRO PLANNING INTERNATIONAL

I
|
|
|
|
|
|
I
|
|
COMPANY NAME: : * 2-day course from the world's leading
[
|
I
|
I
|
|
|
:
3801 E. Florida Avenue, Ste. 605 Denver, CO 80210 |

CALL NOW: (303) 757-2216




$50.00 SAVINGS!

This coupon good for a $50.00 discount with the
purchase of MICRO PLANNER KeyPlan 2.0.

List Price: $249.00

NAME;:
VISA/AMEX/MC #:
SIGNATURE: EXP:
ADDRESS:

CITY:

STATE: ZIP;
PHONE:

offer expires June 1, 1993

Call now to order your copy of MICRO PLANNER
KeyPlan for just $199.00 (plus $10.00 S&H). Or
send this coupon with your check or credit card # to:

MICRO PLANNING INTERNATIONAL
3801 E. Florida Avenue, Ste. 605 Denver, CO 80210

"=, KeyPlan

The perfect feasibility/proposal writing tool!

Project Management at its easiest.

L

* A planning tool that works like you
think! Enter your plan in OUTLINE
format, adding detail as necessary

« View your project 4 additional ways:
Plan View (network diagram)
Bar Plan View (timeline)
Graph View (pie charts, line graphs)
List View (list tasks, target dates, etc.)

« System 7.0 compatible

ORDER NOW: (303) 757-2216

$140.00 SAVINGS!

This coupon good for a $140.00 discount with the
purchase of MICRO PLANNER Manager.
List Price: $695.00

NAME:
VISA/AMEX/MC #:
SIGNATURE: EXP.
ADDRESS:
CITY:
STATE: ZIP:
PHONE:

offer expires June 1, 1993

Call now to order your copy of MICRO PLANNER
Manager for just $555.00 (plus $10.00 S&H). That's
a$140.00 savings! Or send this coupon with your
check or credit card # to:

MICRO PLANNING INTERNATIONAL
3801 E. Florida Avenue, Ste. 605 Denver, CO 80210

=’—
=, Manager
==

Everything you need to complete
projects on time and on budget.

The ultimate in power and ease of use for
project management.

» Manager's unique desktop makes it
easy to organize complex or multiple
projects

« Data entry from PERT, Gantt,
Outliner or Table formats

» Customize reports and symbols to
meet your specific requirements

ORDER NOW: (303) 757-2216




Only $59

List $99

Add $3 sh, CA Res add 7.75% tax
International orders call for pricing.

Bi[’lane

The Affordable Spreadsheet with
power, speed, versatility and simplicity.

12284

MacUser's Highest Rating!

Name:
Address:

City:

State:
Phone:
Pleasechargemy  [] VISA
Card #:

ZIP:

4 Simple to use. First time spreadsheet
users find BiPlane easy to use.

4 On-line help makes learning easy.

% Crealing impressive reports is a snap.

4 102 built-in funclions provide versatile and
powerful tools.

4 System 7 compatible.

[ MasterCard

Expiration Date:

Signature:

Offer expres Dacember 31, 1993

NIGHT DIAMONDS SOFTWARE
P.O. BOX 1608 - Huntington Beach, CA 92647

Mail fo: Order direct! Call (714) 842-2492

SPECIAL OFFER from OLDUVAI - 1 Year Money Back Guaraniee and o GREAT FREE GIFT
omenomsmmgmnud- 0.C.R., VideoPaint, MutiClip and

How to instantly become a graphics wizard!
« Over 50 NEW and sophisticated,

incredible special effects (plus multilayer
Backdrop and Mask) including blur, diffuse,

images around 3-D me

* 16 “ink™ and 32 selection modc-c

Color beziers, smudge, fractals, sphernization, + Amazing color animations.
pa_[nﬂns and . dither, gradients, and more... + RGB, CMYK and HLS color editing.
3D rendering  cCreate logos, animations and ~ * Complete distortion functions. = Powerful open architecture.
with other visual elements that are + Built-in color separation capabilities.
8 ted of this world using amaz + 3-D wireframe creation and rendering s N dris
wPl;:lsg?em ing spectal officts and balt-in—_ pall control ever light sources, shades, ! ! ‘_) !. g et mm;rﬂm.:»‘anl
spec 3D capabilities to persuade the - > Conpepi

textures and more, Includes ability o wrap FIVEMICE RATING!

Stop Wasting Time! Never Retype Another Document.

* Exports text directly.

mast demanding audiences

:

*,

= Omnifont feature - 1009 automatic

Automatic
Optical
Character
Recognition
for the Mac
and any
scanner

HURRY! OFFER |

READ-IT? O.CK, PRO is both
QMNIFONT AUTOMATIC and
FULLY TRAINABLE, It also
accuralely reads complex doc-
wmients with mulisple columns
and mived-in graphics

* Works with any scanner, including
hand-held scanners and Fax Modems

* SmartLearn training for poor-quality
materials.

* AutoBlock feature automatically isolates
columns, mixed graphics, dot-matrix and
typeset material

« Fully System 7-savvy: includes Balloon
Help and suppon for AppleEvents to flow
“live™ text into word processors.
NDSSOON!

[QOORDER CALL-TOLL FREE 1-8iX

PPLEASE

* Minimum hardware required. Works on o
Plus or a Classic.

* Proven technology - over 30,000 users
* FREE intelli-
gent O.C.R. dic-
tonary (4 $149
value!)

1828

FOUR-1/2 RATING!
FOR ORDER FORN)

“For peformance and
value, READ-IT!is an
excellent choice.”




The Power of

Multiple clip-
boards and
scrapbooks

to vastly
improve your
productivity!

At Last! Muliiple Cliphocards and
Scrapbools s0 you can aulomati-
cally cut, cut and copy and then
paste, paste and paste!, All without
losing your valuable information
or tediously apening the scraplbook
Mulniclip is the Best Uity ever®”!

mates desktop clutter forever!
Four panes unlock the file manage-
ment power that made Steve fob's
NEXT Computer, famons, allowing
1ou loopen dozens of folder in
only one window,

Order NOW.... it's RISK FREE!!

HURRY! OFFER ENDS SOON

Moltiple Clipboards and

* Organize your clip art and text.
View multiple images at the same
time plus name your clippings for
superfast and easy finds.

* Editable clipboards - trim
images for a perfect fir and edit text.
« Full Printing capabilities.

= Clippings menu - Paste clippings
from a menu in any application.

* Backup mode.

» Imports and Exports Scrapbooks
Text, Paint, PICT and others,

| _$149 |
| _§$69 |
| $199 |
$69 |
FRES! |

Outside
and Canada call:
(305) 665-4665

Save § 159 0% o)
Sares § 343 5% 00

ST tT0  Sew § 119 p5% o)

Sove § 443 3% ol
LACH PRODUCT

[ p e p——
AL

+ Never lose a file agaln, no mater if it's buried s
where on your hard disk... or out there on the network.
+ Find files and folders by any criteria and select them
simultaneously and from different locations. UltraFast!

RISK FREE ORDER FORM -1 YEAR MONEY BACK GUARANTEE

Or mail this form with payment and shipping information toz

OLDUVAI Corporation, 7520 Red Road, Suite A,

E
s -
]
iz
» Powerful catalogs for lightning-fast scarch, cven in b E‘ ]
off-line floppics #M huge CD-ROMs! - § 2 ~
= Open a file even when the appli- Fp g ; ~ =
cation that created it is not available. Steve Bobker, 'g = R E.’
+ Launch any application or file g =
instantly from a menu g: :l‘ E
= Opens recently used folders cas- !!!g C=® g
ily and fast! MasterFinder never forgets! 4 MICE RATING! 'E,j g 5
7 3
TO ORDER CALL-TOLL FREE 1-801 225533



Free Information Packet.
Or 40 paper textures—a 550 value—

If you've been waiting for a paint program that combines the raw
beauty of fine-art technique with the efficiency of the computer,
meet Fractal Design Painter™.

Painter simulates the tools and textures of natural media. With
Painter, your eye can actually see the striated surface of oil paint, the
saturated bleed of felt markers and the nubby richness of charcoal.

Painter also helps you achieve a variety of antistic effects by offering
you an assortment of paper textures. From fine grain to rough, from
half-tone to canvas, Painter offers surfaces that react 1o drawing and
painting tools much like paper reacts to paint.

Use Painter for creating backgrounds and textures for all your pre-
sentation applications and 3-D modeling software. With Painter,
even a photographic image can be made into a Van Gogh or a lush

free with purchose.
To receive a free information packer on Fractal Design Painter,

just complete this coupon.

_Yes! Send me a free information packet.

Or buy Version 1.2, and get $50 wonth of addinional paper tex
nres free. Ta redeem the offer, complere this coupon and artach
your original dared sales receipt and completed product registra-
tion card.

__Yes! Send me $50 worth of paper textures free.

Name_

Address_

watercolor. Just imagine the possibilities...

Fractal Design Painter is a Winner!
1991 MacUser Eddy Aunrd
1991 MacWEEK Targer Award
1991 Personal Publishing Product of the Vear

Ciey___

PhoneNo.(_____)_

Mail o: Fraceal Deogs Corporazion = P.0. Bax 2330 = Apeos, CA 95001
Offer experes on and roponses mst be posimaried &y Junc 1, 1993
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Send in this coupon and

SAVE 25%

off the retail price of Help!™

Teknosys, Inc.

Phone: (800) 873-3494

3923 Coconut Palm Drive, #111, Tampa, FL 33619

The Macintosh Problem Solver

Help!™ is the only Macintosh software utility
which uses artificial intelligence to pinpoint
system configuration problems and help you
solve them. With Help! you can improve the
efficiency of your Macintosh and avoid
disastrous system crashes. Help! detects
conflicts, incompatibilities, improperly installed
files, environmental problems, damaged files
and duplicate files —and tells you exactly how
to fix them!

Toa receive Help! at a 25% discount off the retail price of $149.00, send $111.75 plus $5.00 shipping to:




Get Strunk & White’s The Elements of Style, Electronic Edition
for only

$19.95!

(with this coupon plus $4.50 shipping and handling in the U.S.)

Reviewer's have called Strunk and White's The Elements of
Style " . . . the best book of its kind" and raved, “The work
remains unparalleled, direct, correct, and delightful.”

Now The Elements of Style is available for your Macintosh. Mf‘" ‘hi“'“’“f"’" to:

Part of Microlytics' INFODESK series, The Elements of Style Microlytics ;

provides a concise reference tool for crisp, succinct and Two Tobey Village Office Park
powerful writing. It's an easy-to-access, educational reference Piusford, NY 14534

work for the rules and principles of correct English usage. Attn: Customer Support/Sales

M. . Questions? Please call: 1-800-828-6293
(Canada and NY State, call: 716-248-9150)

Coupon expires 6/1/93

Get a $25 rebate
when you purchase
GraphMaster! ..o

Return this coupon with your GraphMaster registration
‘ card completed to:  Vermnon Gooden

VBS Inc.
VBS 380 Interstate North Parkway
LA Suite 190

Atlanta, GA 30339

Call 404-956-0325 for your nearest retailer. Offer expires June 1, 1993.




GeoQuery.............

® and Marketing Professionals

Do you want to manage your time and people better? GeoQuery can help you do just that by taking critical
information about your business—lists of clients, prospects, personnel, facilities...anything —and automati-
cally creating maps showing information on your Macintosh screen.

A GecQuery sells for just $395. Order direct and receive a FREE
state atlas. Just call 1-800-541-0181 to order. Besureto
mention this coupon to receive your FREE state atlas. Or, fill
out the coupon below and send to: GeoQuery Corporation,
P.O. Box 206, Naperville, IL 60566-0206.

%8 | Phone#
| Payment Method: Check VISA MC  AMEX
Card # Exp.Date___

|
|
| City/State/Zip |
|
|
I










How This Book
Was Created

This book was created entirely on a computer. Several programs were
invaluable in the process of writing and designing this book. The text was
written and edited using Microsoft Word. The book outline was kept up-
to-date in Acta 7; recordkeeping was performed in FileMaker Pro and
Intouch; all screen shots were taken with SnapJot; and graphics were
created with Excel 3.0, SmartArt, and SuperPaint 3.0. Pages were laid out
using Aldus PageMaker and the index was created via PageMaker. The
cover was designed using Adobe PhotoShop and QuarkXPress; icons and
other images were created using Adobe Illustrator and Aldus Freehand.
The classy logos appearing in illustrations throughout the book are
examples of ClickArt, courtesy of T/Maker.




The 9-to-5 Mac

Using The
9-to-5 Disk

The 9-to-5 Disk contains all the templates discussed in The 9-to-5 Mac. In
most cases, templates are accompanied by one or more files that let you put
your templates to use instantly. After making a backup copy of your disk, feel
free to move the files to other disks and folders on your hard disk.

What's on The 9-to-5 Disk

our disk contains 121 items. These items are arranged in five folders

by subject matter (i.e., Connectivity Templates, Database Templates,
Forms Templates, Spreadsheet Templates, and Word Processing). These
subject folders contain all the templates that are discussed in The 9-to-5 Mac.

The following is a list of what’s on the disk:

Connectivity Templates

The ClarisWorks templates folder contains “Confidential” and “Draft.” A
second folder called Microsoft Link template contains a “Quarterly Sales”
Microsoft Word document and a “Sales Memo" Excel document.

Database Templates

The Medical Expenses templates folder holds the document “Medical Ex-
penses.” The Phone Message template folder holds two documents “Phone

T L U R A e Ll Y il



Messages” and “Phone Msg Art.” Another folder is the Schedule C template
which holds a FileMaker Pro document entitled “Books.”

Forms Templates

The Shipping Request template folder contains the document “Shipping
Request.” The Statement template folder holds one document, “Statement.”
Another folder is entitled the Work Order template which holds a document
entitled “Work Order.”

Spreadsheet Templates

The Invoice System template folder holds the following document files:
“AddScript*Add to DB*Clear DB*Go to Invoice * Invoice ®* New Invoice * Print
Invoice.” The P/L template f folder includes two Microsoft Excel documents:
“P/L Template” and “P/L SYLK.”

Word Processing Templates

This subject folder holds six folders which contain the majority of templates
and document files found on the disk. These folders and their contents are
listed below:

The Envelope & Label template folder holds the following folders: Avery
4146 template folder, contains “Avery 4146” (a Word document), and “Label
Data” (an Excel document) * Envelope Merge template folder contains two
Word documents, “Basic Merge Data” and “Envelope Merge.”* Envelope
template folder holds four documents, “Envelope (MacWrite II), Envelope
(Word), Envelope (WordPerfect),” and “Envelope (WriteNow).”* The Ship-
ping Label template folder contains “Basic Merge Excel Text (Microsoft
Excel),” and “Shipping 5164 (Avery).”

Another folder is the Mail Merge templates folder. This folder includes: The
Advanced Merge template which contains “Advanced Merge” a Microsoft
Word document and “Advanced Merge Data” an Excel document. *A Basic
Merge template folder holds four Microsoft Word documents: “Basic Merge,
Basic Merge Data, Data Doc. Template (Word),” and “Data Doc. Template-
TABS.”* The Intermed. Merge template folder holds four more Microsoft
Word documents: “A, B, Intermediate Merge,” and “Intermediate Merge 2.”

The Other Word Processors folder holds five folders containing files for five
word processing programs. MacWrite II folder contains four documents:

Using the 9-to-5 Disk



The 9-to-5 Mac

“Advanced Merge Data” (Excel), “Advanced Merge-MW,” “Basic Merge Excel
Text,” and “Basic Merge-MW."* The Nisus folder holds “Advanced Merge
Data-N, Advanced Merge-N, AN, Basic Merge Data-N, Basic Merge-N, BN,”
and “Intermediate Merge-N.”* The Taste folder contains six documents:
“Advanced Merge Data 2, Advanced Taste 1, Advanced Taste 2, Advanced
Taste 3, Basic Merge-Taste,” and “Taste Data 1."*The WordPerfect folder
contains the following nine documents: “Adv. Merge 1-WP, Adv. Merge 2-WP,
Adv. Merge 3-WP, Advanced Merge Data-WP, Basic Merge Data-WP, Intermedi-
ate Merge-WP, Negative, Neutral,” and “Positive.”*The WriteNow folder
include the following eight documents: “A, Advanced Merge, Advanced Merge
Data, B, Basic Merge Excel Text, Basic Merge-WN, Intermediate Merge 2,” and
“Intermediate Merge-WN.”

The Word Process. Templates folder includes an Award template folder
which holds “Award template (MacWrite).”* Fax template folder holding a
“Fax template (Word)” document.*The Letter templates folder holds three
Microsoft Word documents, “Letterhead 1 (Word 5), Letterhead 1 (Word),”
and “Letterhead 2 (Word).”* The Memo templates folder holds two Microsoft
Word documents: “Memo template (Tabs)” and “Memo template (Word).”
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mYDEN Copyright © 1992 Hay‘:-“n :‘,l‘l:. l::\::;
Steven A. Schwartz
What's on The 9-to-5 Disk

C;ﬁn;nlﬁw Templates * Database
Templates * Forms Templates * Spreadsheet
Templates * Word Processing Templates

For a descriptive listing of disk
contents, see “Using The 9-t0-5
Disk,"” p. 539.

To order more Hayden Books call:
1-800-438-5331
ISBN: 0-672-48515-X




: ®  The Complete Resource to
={0= Getting Business Done on the M

This is not your father’s Macintosh. Yes, it’s still the same machine that

religiously cranked out camera-ready art and the tool that ignited a -.I, NFORMATION
desktop publishing revolution. But now—it’s changed. Faster and more ; LSkill Lavel
powerful, the Mac has become The 9-to-5 Mac! ‘ -._l N

Complete with a disk packed with timesaving document, spreadsheet,
and database templates, this book is your resource for getting down to
business. Image seems to be everything nowadays. Now—you can turn .
to the Mac to make your business documents look splendid. All your General Macintosh
solutions are spelled out in clear terms along with dependable examples. . p
From word processing, mail merge operations, and impressive business "
presentations to database management and number crunching, you'll - CENTE
learn both the science and the common sense of business computing.

Book / Disk

Make your life easier on the Mac by discovering what System 7 does for
you. Really. Move on to power-trip topics such as data security, disk
performance, and networking. Lean and meaty chapters on these
unfamiliar topics all add up to help you reach Macintosh success. Plus,
a special troubleshooting section helps right your wrongs, and a product
index makes your Mac complete. Just like this book.

Get to work on your Mac with The 9-to-5 Mac!

The 9-fo-5 Mac shows you how to:

Work with words and your word processor
Compose your own customized business forms

Make charts and graphs for business
presentations

Build streamlined, organized databases
and accurate spreadsheets

4 8¢
Protect your equipment, software, ISBN O-b72-4B5]5-
and data
Save over $2,100 on valuable Mac software,
hardware, and other stuff

| H "I 900¢
9 "780672"485152

”AYDEN ~ $29.95 US/$37.95 C4
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