




































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































The 9-to-5 Mac 

graphs, using in presentations, 

155-159 
grounding cords, 422 

H 
hand-outs, 151 
hard disks 

removing from Desktop, 9 

storage capacity, IO 
see also disks 

hardware 

problems, 23 
protecting, 422-423 

repairing, 432-433 
service companies, 433 

requirements, System 7 
operating system, 436 

u·oubleshooting, 475-477 
Hayes compatibility, 355 

hierarchical file system, 3 77 
high resolution images, 138 

HyperCard, 15 
database program, 15, 175, 228 

stacks, 269 
HyperDA 11 DA database, 228-230 

I 
IBM, connecting with Macintosh, 

336-338 
icons, 8 

dragging to Trash, 9 
modifying, 439 

identification (ID) numbers, Small 
Computer System Interface 
(SCSI), 471 

Image Grabber screen capture 
program, 160-162 

image processing programs 

Adobe Photoshop, 138-139 

Digital Darkroom, 138-139 
images, bitmapped, 139 

scanned, cleaning up, 144-146 

importing data, 280-282 
Address Book Plus, 290 
Dynodex,285 

INtouch, 291 
MacPhonebook, 282-283 
QuickDEX II, 293 
Smart Alarms with Appointment 

Diary, 301 
improving Finder, 392-403 

DiskTop, 395-397 

File Director, 392-394 
Postscript fonts, 405 

POWERicons, 400-401 
Shortcut, 397-400 
Tiles, 401-403 

income taxes, preparing Federal tax 
return with MaclnTax, 276-278 

incompatibility, 21 
increasing memory, 481 

incremental backups, 450-451 
indexing, 169 
Informed Designer program , 

124-132 
!NIT/program conflict, 479 
INITs, 10 

combined with DAs, Smart 

Alarms with Appointment 

Diary, 300-303 
First Things First appointments 

and to-do list, 303-305 
version numbers, 14 

ink-jet printers, 32 
installing software, 22 
Instant Update work group 

software, 58-59 
instruction booklet,.Macintosh, 

19-20 



integrated programs, 317-324 
inter-application connectivity, 

311-325 
interactive mode, 51 
IN touch 

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 

K 
KaleidaGraph program, creating 

graphs, 158-159 
key fields, 169 
KeyChains, 410 

L 
labels, 101 

INtouch DA, 102-103 

MacEnvelope program, 105-106 
Macl..abelPro 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 Ill, 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, 

315-317 
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, 3 71 
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 

M 
MacDraw Pro, 136 
MacEnvelope, envelopes and 

labels, 105-106 
MacFlow program, 271-272 
MaclnTax 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, 3 7 
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 ftle recovery 

program, 374-375 
disk optimizer, 376 
utilities 

Mirror, 375-376 
Rescu, 375-376 



MacWrite II 

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, IO 

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 

(MN P), 356 
speed (bpi) issues, 356 
troubleshooting, 476 

modes 
interactive, 51 
Tiles auto-create, 402 

modifying 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 

N 
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 

0 
On Location 

file search DA, 3 71-3 72 
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 
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, 

206-207 

generating reports, 199-200 
parameters, communication, 

setting, 359-361 
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 

po rts, 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 



The 9-to·5 Mac 

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, 369·3 72 
file recovery, 374-375 

1st Aid HFS, 3 77 



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, 13 7-139 

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 
MaclnTax, 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 

R 
RagTime 3 desktop publishing 

program, 146 
RAM (Random-Access Memory), 

9-10 
range names, spreadsheets, 23 7 
range of cells, 235 

read-only files, 18 
Ready,Set,Go! desktop publishing 

program, 148 
receiving forms, 113 
RecordHolderPlus database, 

184-185 
Medical Expenses template, 

185-189 
customizing, 191-194 
generating reports, 189-190 

records, 166 
data documents, 63 
databases, 242 

recovering 

data, 373-374 
files, 3 73-380 
text, 378-381 

Redux backup program, 456, 460 
relational databases, 165, 207 
relative addresses, spreadsheets, 

236 
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 11 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 

s 

("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 



selecting 

objects, 8 
records, database function, 169 
telecommunications 

software, 358 
text, 8 

self-extracting archives 

creating, 386 
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 

!NIT/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 ll, 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 
Stufllt 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 mols, 
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 
applicatio ns, 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 
lenerheads, 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 

SmartArt, 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 

u 
UL (Underwriters' Laboratory) 

seal, 423 

undeleting files, 375-378 

u nfragmenting 

disks, 389-390 

disks with DiskExpress II, 

391-392 
hard disks, 376 

Uninterruptable Power Supply 

(UPS) , 423-424 
universal macros, 416 

UnStufilt 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, 3 71 

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 

w 
"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 



r---------------------------------, 
Scientists, Engineers, and Researchers ... 
Get numerical data from your printed charts! 

If you have a Macintosh™ and a Payroll to meet. 
you are only missing one thing ... SCHEDULEMAKER™ 

ScheduleMaker 4.0 runs on a Macintosh Computer with a Hard Drive, at least 1 meg of RAM memory 
and requires a Macintosh compatible printer. From worker database, to worksheets and within minutes 
you have a balanced, cost effective schedule. Retail cost of ScheduleMaker 4.0 is $395.00. 

With this coupon, you receive a 25% discount. Your Cost: $296.25 
Send this coupon along with a check to: 

Craig Systems, Inc. 
16717 Monitor Avenue 
Baton Rouge, LA 70817 

Leatlll- ... UI lnn1-'-'!s.""----~ 
ln1nu111l1.,.-~n-fan-se-.11t I 
-Inn- I . 

ai1!1e_...,. f11a1a~ zi.1- I 

--IN+MM I a- DIM a- 0111e 

... o-CJ-D-D 
-~-0 

Code: SM23a Database 

Visa MasterCard orders (ref coupon code): Call (504) 756-2322 
For Full Running DEMO ($35.00): Call (504) 756·2322 

Demo cost applies to purchase of program, non refundable. 

Completed Schedule 



.Ready~t,Go! Special Oller Order Fonn 
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,Gol with this coupon for 
just $225 (regular price $395). SAVE $1701 

YES! I 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 
per student, now just $480.00! 

NAME: ___________ _ 
COMPANY NAME: ____________ _ 
ADDRESS:------------
CITY: ___________ _ 

STATE: ______ ZIP: ___ _ 

PHONE: --------------
offer expires June I. 1993 

Send your registration fee of $480.00 along with 
this completed coupon and we11 reserve a seat for 
you in our next seminar. 

MICRO PLANNING INTERNA TI ON AL 
3801 E. Florida Avenue, Ste. 605 Denver, CO 80210 

Project Management Seminar 

• 2-day course from the world's leading 
experts in Project Management 

• Learn "hands on" how you can use 
your computer and MPI software 
to get projects done on time and on 
budget everytime or your money back!! 

CALL NOW: (303) 757-2216 



$50.00 SAVINGS! 
This coupon good for a $50.00 discount with the 
purchase of MICRO PLANNER Key Plan 2.0. 

List Price: $249.00 

NAME:·------------"--­
VISA/ AMEX/MC #: -------
SIGNATURE: ______ EXP:_ 

ADDRESS: ---------~ CITY: ___________ _ 

STATE:. ______ ZIP: ___ _ 
PHONE: __________ _ 

offer expires June I, 1993 

Call now to Older your copy of MICRO PLANNER 
Key Plan 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 

$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 I, 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 sa~! Or send this coupon with your 
check or credit card# to: 

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

PLANNER 

,~ KeyPlan 
The perfect feasibility/proposal writing tool! 

Project Management at its easiest. 

m 
• A planning tool that works like you 

think! Enter your plan in OUTLINE 
fonnat, 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 

~~~~~c 
PLANNER 
~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 fonnats 

• Customize reports and symbols to 
meet your specific requrrements 

ORDER NOW: (303) 757-2216 



Only $59 ~f!lane Add $3 shl, CA Res add 7.75% tax 
International orders call for piicing. 

Name: 

Address: 

List $99 

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

City: ________________ _ 

State: ZIP: MacUser's Highest Ratlngl 

Phone: 
------------------~ + Simple to use. First time spreadsheet 

Please charge my D VISA 

Card#: 

O MasterCard users find BiPlane easy to use. 
+ On-line help makes learning easy. 

------------------- + Creating impressive reports is a snap. 
Expiralion Date: ______________ _ 

Signature: -----------------

Mall to: NIGHT DIAMONDS SOFTWARE 
P.O. BOX 1608 • Huntinglon Beach, CA 92647 

+ 102 built-in functions provide versatile and 
powerful tools. 

+ System 7 compatible. 

Order direct! Call (714) 842·2492 

SPECJAL OFFIR from OLDUVAI • ' rear Money 8adc Guarantee and a GIW' FRIE GIFT 
~ tfte HOf 8Uf ~!nJ prodwts Read·ltf_~.C.I., _VideoPalnt, MultlGip ~-
_gm~--- - How to Instantly become a graphia wilard! f:I.• 

• • • ~ • • Ch~r SO NEW :tnd sopbislicat«I.. lffi..I},~ around j-0 n 

palntlngand 
30 rendering 

with 
sophls ticated 

special cff<.-cts 

Cn"YJlt-k'R<>J. tmlmalloruo,,d 
<>1lx-r n mu/ t'let1w,,b tbat an• 
cmt ciftbt.~ ll'Qttt/ m111J.l 1mw:­
l11& !i/X'tk1J(ffe..:ts m1d hr11ll·t11 
:JIJ <op<1hlllli'" 1o /J(.-rr.m1dt• t/)c! 
,,,,..,, ~1ona1u/111,1.t 141ulU111c•"S 

;-°].-: j 

Automatic ~ 
Optical L...>~...u._,_ _ __:==~ 

Character R•:AJ>-fl' 0 C II PA'O Is bolh 

Rccognltion ~l~~~~:~~'j,~~uu/ 
for the ~lac 11e<Mnidv nvulJ rnnqllc:r d11C· 

and any 1mrcm1S u"itb nmll1fJle c.olunm.s 

scanner ""d mUJxJ.111 l{mph1n 

lncttdlble spccl21 c1Tce1.• lplll.> mululJ )'\.'1' • Ad\'2.1\ccd lmpon/crpo fo . 
IL1<~drop and .\task) including blur. d10u...,, • 16 ·tnk• a nd 32 sclcdlon modes 
lx:nc..~. :.mud~c. fractals, ~phLT17.ali<m. 
dlther, grJdi<:nl-., and more .. 
• Complc1c d lsto rdo n functions. 
• Uuilt-ln color separatio n capabUlUC5. 

• Am:ulng color ani.m.ations. 
• RGU, CMYK and l!LS color cdl~ 
• Po"'Ctful o pen architecture. 

• 3 -0 wlrcfrnmc cre:arlon and n;nck•ri_n~ 

- Full con1ro l OVl·r light :-.ources, sh~u.k~. ~ !, ~ ! ! ' ll<.."ISp<.'ti:ll Elrcru~"'ltd' 
~lwl"klu,.,1 

tt."Xturt.·s .md nx1rc" I ndudc·~ ahiluy w wr:1p f'IVE.i\fJ(l! RATING! 

~.~.,~-=.~=.~etype.~~·~ 
• Wor~ w ith any scanner mUuc.hn~ • \hnuuum h:Jrdv.-arc rcqutn .. "CI Work' on J 

tun<l-hdd "o(.-:Jnnc~ and F:tx Mod<.-m' Plu, or 3 01-'.'\IC'. 
• Sma rtl.cant trnlnin~ for poor-c.1u."1l1ty • Proven technology - on:r 30.000 uscn 
m.1tc:ri.al-. • MllT lntclll-
• Au toBloc,k ft..":ltllrC :iutnm.Jtically 1w l.Hn gem O.C.R. dk -
cnlumn~. nu:u.-d gr.1phic."'. doHTUtrL'( and tionury fa SI 19 
t}'fX.'x1 11 i.11crfal \,11ue' 
• fully Sys1c:rn 7.-savvy: indu<l!!.~ llalloon 
Hl'lp and ~uppon for Apple.Events 10 Om\ 
· hH·· l(.'XI into a.·o rd pmo..-s..\Offi. FOUR·l/l RATING! 

"fu< pefonnana: and 
..iuc. 1t£Ao.m 1s .m 

excclk:or chok'lC, • 
MacW 

OUJllYAI 



The Power of 
Multiple clip­

boards and 
scrapbooks 

to vastly 
Improve your 
productivity! 

• OrsanJzc your clip an and text. 
View multiple images :u 1.he :,.:amc 
time plus name your dippin~ for 

=::-"3.:: superfas1 and eas)· nnd<. 
- - · • Edlbbk cllpboatd5 · trim ===::::11 lnLigcs for a perfect fi1 :um ~"<lit text. 

At 1Junt1dltpk Cllp/xitutls mul • F\JU Printing capablU1lC1. 
Stmpboo/dilO.muc.m u"ro""ut- • Olpplng.s menu · Paste dippin~ 
a1U)'cut,cutnndcopy1mdtbcn from J mc:nu in :mrappli<":lliOn. 
ptuli'.paslt!alUlfltJ!ld. AJ/U'IJIJout • BacJrupmodc. 
los1'QlJOurt>al1u1bki,rfumwrio11 • Imports and Expons Scr:iphooks 

':,,,~"'::i;'r.':t::::::t:;::!:;:./' T<·xi, 1>:iint. PICT and oc1w,,,. 

• Never lose a rue again . nu m:111cr if it'!" buried mc:­
whcn· on your h:ud disk ... or our there on rhc m.--twork. 
• Find files and foldcr:t by any nitl....-i:t and s,dco them 
~imultanrousl}' and from d1fTcn::m Jocni<>rut. UhraFast.! 
• Powerful catalojp for llgbtnlng-f2s1 search. wen in 

off-line floppies and hui:c CD·KO~l.s! ~--
• Open a rue C'\-'en Whl.'1l the appli- an •M:SOmt.IDOt 
cation lh:u cr~ccd ic i.s not a\'·.lilablc. ~ eobker. 
• t au.nch any .appllc n.Jon or Ale 
ins1anlly from :i menu. • • • 
• Opens recently used foWcrs ca:;- ~ ! ~ ~ 
ily :ind fa~t! Masrerf indcr nc\'c·r forgcL'! 4 MICE RAIDiG! 

Ol.DllYAI 



'·- , .. · Free Information Packet. 
;Oij { M _;..If ( Or 40 paper tex!ures-a SSO value-r ~ .. v rt.:~ free with purchase. 

If you've bttn waiting for a painc program 1ha1 combines U1< raw 
beauty of fine-art technique with the efficiency of tl1c compmcr, 
mccc Fractal Design Painter"'. 

Painccr simulucs che tools and ccxrmcs of narur.i.I media. Wich 
Painter, your eye can accually sec rhc mia~ surfuo: of oil paint, the 
saturated bleed of fch markers and the nubby richness of charcoal. 

Painter also hdps you 2chievc • v>riety of artistic dli.-cts by offering 
you an assortment of p•pcr textures. From fine grain 10 rough, from 
h:ilf..tonc 10 canvas, Painter offers surf.ices that r<::ict 10 drawing and 
painting tools much like p.1pcr rt."Octs to paint. 

Use Painrer for cr<::iting background< and rexmrcs fur all your pre' 
scnration applications and 3-D modeling sofrwarc. With Painter. 
even a photographic image can be made imo a Van Gogh or a lush 
w:uercolor. Just imagine the possibilities ... 

FraCT31 Design Paim~.r is a Winna! 
19'>1 MxUkt £/JyAwri 

1991 ,\b.:WE.EJ\ Tt1'f'IA•w,J 
IY91 Pmoml f'ub!ishing P'lwlwr#f't/Jt lN1 

To~• ft.. inf0rnu00n px:l<n on Frxnl Design l'>im<r. 
jlm cornplac thU couron. 

Or IK~· Vcnlon 1.2. and g« SSO W<lnh of xlditionaJ papa =· 
tUtt$ (rec. To rtdttm the off'rr. c.omplccc this ooupon and anxh 
)'OU< origin.al d.neJ W.. r«cipt anJ compla.d product rqi;,.,.. 
uonard. 

__ Yes.! Stnd me SSO "on.ho( p1pcr tocnu-c:s fftt'. 

t'amt.__ __ _ 

A<ld ..... ____ , _ ______ _ 

Clcy _________ s...,__.z;p __ _ 

l'hoor['o ( __ , _________ _ 

M•J• 1"""1 °"'f" ,..,.,._ • PO. &r :!J8V . ,.,.,.. C4 !llQfJ/ 

OfP"'l""'•..J~-/,,,..,,.mwth)}#M /, /!J'J) 
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The Macintosh Problem Solver 
Send in this coupon and 

SAVE 25°/o 
off the retail price of Help!™ 

Help!n• 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! 

To receive Helpl at a 25% discount off tha retail price of $149.00, send $111.75 plus $5.00 shipping to: 

Teknosys, Inc. 
3923 Coconut Palm Drive, #11 1, Tampa, FL 33619 
Phone: (800) 873-3494 



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

$19.95! A 
(wi th this coupon plus $450 shipping and handling in the U.S.) $40 

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

Mai I this coupon to: 
Microlytics 

Value! 

Now The Elements of Style is available for your Macintosh. 
Part of Microlytics' INFODESK series , The Elements of Style 
provides a concise reference tool for crisp. succinct and 
powerful wri ting. It 's an easy-to-access, educational reference 
work for the rules and principles of correct English usage. 

Two Tobey Village Office Park 
Pittsford. NY 14534 

Coupon expin.'S 6/1/93 
Microlytics 

Attn: Customer Suppon/Salcs 

Questions? Please call: l-80CJ.828·6293 
(Canada and NY State, call: 7 I 6·248-9150) 

Get a $25 rebate 
when you purchase 
Graph Master! (Retails for$295.00) 

m 
VBS 

\t '>t \ I. 81 'l'l " ' 
-,\'~H,•I~ 

'I/ 

Return 1his coupon with your GraphMaster registration 
card comple1ed to: Vernon Gooden 

VBS lnc. 
380 Interstate North Parkway 
Suite 190 
Atlanta, GA 30339 

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



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

CeoQuery sells for just $395. Order direct and receive a FREE 
stale atlas. Just call 1-800-541--0181 to order. Be sure to 
mention this coupon lo receive your FREE state atlas. Or, fill 
out the coupon below and send to: CcoQuery Corporation, 
P.O. Box 206, Naperville, IL 60.566-0206. 

~~---------------. 

I~~~ I 
I Address I 
I City /State/Zip I 
I Phone# I 
I Payment Method: Check VISA MC AMEX I 
I C:ard # Exp. Date_ I 

i.;;,;,;;;,.;;;;;--;,;;,;i;,;,;,;,;;;;;.;,;;;,;,;,.jl t.:'.gna~r:__ _ - --- - ---- --- ~ 



~-· 





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 
lntouch; all screen shots were taken with Snapjot; and graphics were 
created with Excel 3.0, SmarcArt, 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 I/Maker. 



The 9-to-5 Mac 

Using The 
9-to-5 Disk 

The 9-to-5 Disk contains all the templates d iscussed in The 9-to-5 Mac. In 
most cases, templates are accompanied by one or more files that let you put 
your templates co 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 

Your 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 Tbe 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 



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 lnvoice•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 (\Vord)," 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 ho lds "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 l."•The WordPe1fect folder 

contains the following nine documents: "Adv. Merge 1-\VP, 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 \VriteNow folder 

include the following e ight 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 d ocuments, "Letterhead 1 (Word 5), Letterhead 1 (Word)," 

and "Le tte rhead 2 (Word)."•The Memo templates folder holds two Microsoft 

Word documents: "Memo template (Tabs)" and "Memo template (Word)." 



....,_._ ......... 
What's on 1be 9-to-5 Dtsk 
Conncctivily Tcmpla1cs • Oaiabase 
Tcmpla1cs • Fonns Tcmpla1cs • Sprcadshee1 
Templa1es • Word Processing Templa1es 

For a descrip1ive lis1ing of disk 
con1cn1s, sec "Using The 9-10-5 
Disk," p . 539. 

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



THE 9 ·to·Q MAC® The Complet.e Resource t.o 
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 
desktop publishing revolution. But now-it's changed. Faster and more 
powerful, the Mac has become The 9-to-5 Mac! 

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 
solutions are spelled out in clear terms along with dependable examples. 
From word processing, mail merge operations, and impressive business 
presentations to database management and number crunching, you'll 
learn both the science and the common sense of business computing. 

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 re..tch 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! 

'ftte 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 

Protect your equipment, software, 
anddata 

Save over $2,100 on valuable Mac software, 
hardware, and other stuff 
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