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Be sure to constrain the selection tools so that the rectangle stays 
properly aligned. It is importan t that you a lways move the 
corners in pairs, rather than one at a time, in order to maintain 
alignment of all the corners. 

When the rectangle appears to be just a little larger than the area 
of the text, use the lasso tool to select the text. If the text is on a different 
part o f the page, use the Cut command in the Edit menu to place 
the text in to the system Clipboard. Then reposition the page so 
you can see the letterhead box in the window, and paste the text 
into the box. 

If the box is too big, you can use the lasso tool, selecting two 
corners at a time, to shrink the rectangle to fit perfectly around 
the name and address. The resulting letterhead is the one shown 
in Figure 8- 1. 

Step 8: Save the letterhead o n disk. Simply choose the Save As command 
from the File menu and save the letterhead u nder the name of 
your choice. 

You can a lso use the Scra pbook as the permanent storage loca­
tion for this and any other letterheads you might design. This 
will a llow you to store the letterhead until you are ready to use it. 
If you choose to use the Scrapbook to store the letterhead, just 
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Distributors of the Apple 
Macintosh for 10 Years !! 

123 Maple Street, Sunny City, CA (123) 456-7890 

~~ ~-{1:-12-~-~-ap-le.;;;r;;...tr-ee-:~-. -~-nn_y_C-~-IJ~-ec-~-45-~;;;;;:-8 ~-. (-~-3-~-45-6--7-8-90-

~omputel' ~ompanr 
123 Ha.ple Street 
Sunn.9 Ci.t!J. CaliforniA 45678 
( 123) 456-7890 

Computer Company 
1 23 Maple Street 

Sunny City, California 
45678 

( 123) 456-7890 

Figure 8-2. Letterheads created with MacPaint 

copy the letterhead directly from MacPaint into the system Clip­
board and then into the Scrapbook. In the following sections, 
you will see how to integrate the letterhead with your letters. 

Figure 8-2 contains several ideas for other letterheads that you can easily 
create with MacPaint. These letterheads were all designed with standard 
MacPaint tools-particularly text, box, rounded box. paint bucket. and line. 

If you have a company logo. mascot. motto, or any other special symbol of 
identification, you may want to include it in your letterhead. 
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INTEGRATING THE LETTERHEAD 
INTO MACWRITE 

Once you have saved the letterhead, there are several ways you can integrate 
it into a MacWrite document. 

First, you can set up the lenerhead as part of the header in a MacWrite 
document. Recall from Chapter 3 that MacWrite a llows you to set up a 
header that includes the date, time of day, and page number. You can also 
add text or graphics of your own design to the header. 

Placing the letterhead in the header is a logical choice with onl y one 
potential disadvantage: MacWrite places a copy of the header at the top of 
every page in a document. So if you have multipage letters, each page will 
be printed out with the lenerhead. 

To avoid this problem, the letterhead can simply be placed at the start of 
the letter. This ensures that it will only appear once. However, if you use the 
header (for example, to insert the current date at the top of the page), you 
also need to select the Title Page option in the Format menu to prevent the 
header from appearing before the letterhead. 

Let's set up a header to include the letterhead. You should sti ll have a 

r • Fi le Edit Seorch Formot Font Style 

Heoder 

~ ~ 

-~··'···• ···1.. ......... ..1.? •... 1 •.. • . .1 ...• . 1 .••• • ..1~ •... 1 .••• ••• L • ... 1 ..•• • ..1.4 •... 1 ..•• .•. 1... •... L. • ... I.!i. ·· '··· •·:;!;_·•··'···•·.1.~ •.. 1 .••• .. .1 ...• . 1 .•• •. j}• 
~~ 1~1 1 I I I ll§al l- 11 I I I 
~c;:; 

~ (C@!il}fj){!) /l@!r 
;c>~ 

(C@!il}fj)lll!ilJ? . ~ 
tZ3 ;f1J(spl¢ i>tt'¢d 

~unny Qtity, Qtalifot'nia 45678 It 

~;A. 
(tZ3) 456-7890 --k 

~ 

~ 
I-

Figure 8-J. Moving the letterhead to the header 
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copy of the letterhead on the Clipboard. If not, use the Copy command to 

transfer a copy from either the Scrapbook or from the file where the letter­
head is stored. Then you can start up MacWrite to create the new document. 
From MacWrite, pull down the Format menu and choose the Open Header 
command. This will open up the header window on your MacWrite screen. 

Select the Paste command from the Edit menu to copy the letterhead from 
the Clipboard into the header as shown in Figure 8-3. 

You can now select the letterhead. To select a MacPaint object that is in 
MacWrite, just move the cursor within the object and click the mouse but­
ton. This allows you to manipulate the complete object. 

You can do three things to a selected MacPaint object in MacWrite. You 
can move it horizontally (from left to right) in order to center it or position 
it as you desire. You can add Return characters in front of the object in order 
to position it vertically. Or you can stretch and shrink the object. 

To center the letterhead on the page, move the cursor so it touches the far 
right or left border of the selected letterhead and hold down the mouse but­
ton. You can then drag the letterhead into the appropriate position. 

If you want to stretch or shrink the letterhead, move the cursor to one of 
the small squares along the bottom of the rectangle that surrounds the let­
terhead. Click the mouse button and hold it down while you drag the cursor 
around the screen. This technique changes the size of the letterhead, but be 
aware that it may distort your MacPaint object. 

Here is a portion of a letter in which the letterhead is part of the header. 
Notice from Figure 8-3 that the Date facility of the header was used to cause 
the current date to be printed out. 

Mr. John Smith 
Acme Computer Supplles 
111 North :Birch Avenue 
Cloudy Gulch, Montana 0000 1 

Dear John 

May 15, 1934 
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CREATING A FORM LETTER 

You can use the Clipboard to move the letterhead into a MacWrite form 

letter. To do this, Copy the letterhead onto the Clipboard and Paste the 
letterhead into a blank MacWrite document. Then go ahead and set up any 
margins, line spacings, and other settings that you will be using in the let­
ter. Save the Mac Write file on disk with a name such as "FORM LElTER," 
identifying it for future reference. 

When it comes time to write a letter, you just open up the FORM LET­
TER file and type in the text. This way you do not have to be concerned 
with the margins, spacing, and the letterhead each time you write a new 
letter. When you finish the letter, use the Save As command in the File menu 
to save the letter in a separate file. 



P A R T F I V E 

• 

The remaining chapters describe additional 
applications for MacPaint and MacWrite. The goal 

of these chapters is twofold. First, you will see by 
example how many of the commands discussed in earlier 

chapters actually work. Second, you will see new 
ways in which you can use the combined power of 

MacWrite and MacPaint to meet your particular needs. 
By the time you finish working through these chapters, 

you can put your creative ideas and your understanding of 
the Macintosh's capabilities to work on projects of your own. 



C H A P T E R N I N E 

WORKING 
WITH TEXT 

IN MACPAINT 

MacPaint offers a variety of text-oriented operations that allow you to enter 
and edit strings of text on the MacPaint window. You may edit to delete 
characters or change the font, style, or font size of the text. Text-oriented 
operations are accomplished with the text tool and the commands found 
within the Font, Fontsize, and Style menus. 

Comparing the text manipulation features of MacPaint with those of 
MacWrite may lead you to believe that there is little or no difference in how 
the two programs handle text. However, because of the fundamentally dif­
ferent goals of the two programs, MacPaint and MacWrite perform text 
operations in quite different ways. 

MacWrite, being a word processor, is geared toward text-editing tasks. 
When you create a memo or some other text document, MacWrite saves the 
contents of that document as a set of text characters, each character having 
its own character attribute (the font, font size, and style associated with that 
character). You can edit any portion of text within a document simply by 
selecting that text (as discussed in Chapter 3) and performing the appropri­
ate MacWrite operations. 

MacPaint, being a graphics processor, is geared toward efficient graphics 
design. When you use any MacPaint tool to place an image on the window, 

125 
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whether it is a filled-in oval, a figure drawn with the pencil tool, or even 
text typed in with the text tool, MacPaint treats the object only as an image. 

When you use the text tool to type in characters, MacPaint temporarily 
treats those characters as text, and you have the opportunity to edi t them. 
However, as soon as you perform a graphics-oriented command, MacPaint 
no longer considers the text as a string of characters, but rather as a group of 
graphics objects on the window. 

USING THE TEXT FEATURES 
OF MACPAINT 

Let's work through a simple example to demonstrate the use of MacPaint 
text operations. Start up MacPaint and select the text tool. Point the cursor 
to a position on the window where you would like to enter text. Click the 
mouse buuon to set the insertion point, which indicates where the text is to 
be placed (see Chapter 3 fo r more on the insertion point). Now type in some 
sample text. For example: 

0 untitled 

This is sample text. 

I 

You may now pull down the Font, FontSize, and Style menus to experi­
ment with the variety of character attributes available. If you choose the 18 
point London font and the underline style, the text will change as shown in 
the following illustration. 
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untitled 

I 

1!l:b.t.s t.s .sa:mylt ttxt.l 

The text-oriented commands (all of which are found in the Font, Font­
Size, and Style menus) were covered in Chapter 3 with the exception of three 
commands unique to MacPaint: the Align Left, Align Middle, and Align 
Right commands in the Style menu. The Align Left command, the default 
choice, sets the left margin of the text at the initial insertion point. Align 
Right sets the right margin of the text at the initial insertion point. Align 
Middle causes the text to be centered on the initial insertion point. If you 
pull down the Style menu and select the Align Middle command, the pre­
vious example will look like this: 

untitled 

1!l:b.t.s t.s .sa:mylt ttxt.l 

I 

Notice that each time you select a text-oriented command, every character 
that you entered is affected. You can even press the RETURN key, type in 
more text, and change the attributes for all the text at once. At this point, 
MacPaint recognizes the entire portion of text as a string of characters. 

Press the ENTER key and type in some more text. If you now change some 
of the character attributes, you will notice that the only characters affected 
are those you typed in after the ENTER key was pressed. The ENTER key is 
used to indicate that you are finished with the editing and attribute ch anges 
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to a portion of text. Using the previous example, press the ENTER key, select 
the Align Left command from the Style menu, and enter some more text. 
Now you can change the font and style attributes to obtain the following: 

untitled 

Pressing the ENTER key, repositioning the insertion point, or using any 
graphics-oriented command actually alters the way in which MacPaint 
views the characters you have entered. From that moment on, MacPaint sees 
the previously entered text characters only as graphics shapes. You will not 
be able to edit those characters with any of the text-oriented commands. 
Thus, you should be sure that you are done editing the text before you press 
the ENTER key or use any non-text MacPaint function. 

MANIPULATING TEXT 
AS GRAPHICS OBJECTS 

Since MacPaint normally views text characters as standard graphics objects, 
you are free to use any of the normal graphics tools like the lasso or the 
eraser to manipulate all or part of the text string. If text changes are 
required after you press ENTER, you will have to erase the text (using the 
eraser) and start over again. 

One tool that is particularly useful with text is the selection rectangle 
(discussed in Chapter 5). Recall that this tool allows you to select a rectangu­
lar area for a variety of operations, such as repositioning, deleting, or mak­
ing an exact copy and moving it somewhere (either to another part of the 
window, to the Clipboard, or even to the Scrapbook). 

Once you have selected an area of the MacPaint winqow with the selection 
rectangle, you also have the opportunity to stret~h or shrink all of the 
objects within that rectangular area in horizontal and vertical directions. To 
accomplish this, you move the cursor within the selected area until it 
becomes an arrow, hold down the COMMAND key while pressing the mouse 
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buuon, and drag the cursor left, right, up, down, or along a diagonal. You 
will see the shapes within the selected area stretch or shrink as appropriate. 

In the following example, the image has been selected with the selection 
rectangle: 

robot 

You can make the object wider and shorter by positioning the cursor arrow 
in the lower-right corner of the selected area, holding the COMMAND key 
down, and dragging the cursor to the right and slightly upward. Notice, 
however, that the image tends to distort somewhat. 

robot 

r-- ----- ----- - ----------------- -- -

----:~ 
· : · 
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PROJECT 

AN EXAMPLE: BANNER TEXT 

Let's combine the stretching capabilities of the selection rectangle with 
MacPaint's text manipulation features to create characters larger than the 
maximum 72 point size offered by the FontSize menu. 

Step 1: Clear the MacPaint screen. Select the text tool. Pull down the 
Font menu and select the Chicago fon_t. Pull down the FontSize 
menu and select 72 point. Pull down the Style menu and select 
the Align Middle, Bold, and Underline commands. 

Step 2: Place the cursor about a third of the way down and halfway across 
the MacPaint window, and click the mouse button to position 
the insertion point. Now type in BANNER. Press the RETURN 

key and type in TEXT. Your screen should look like this: 

sO untitled 

I 

BANNER 
TEHT 

Step 3: Choose the selection rectangle. Draw as small a selection rectan­
gle as possible to enclose the text completely. Reposition the 



Step 4: 
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selected text in the upper-left corner of the window by pointing 
the cursor within the selected region, holding down the mouse 
button, and dragging the entire area into the corner. 

I 

________ IEH_I _____ ~ __ : 

You can now stretch the text to fill the screen completely. Move 
the cursor into the lower-right corner of the selected rectangle. 
Press and hold down the COMMAND key; then press and hold 
down the mouse button. Drag the cursor down to the lower-right 
corner of the window. This should stretch the text so it fills the 
screen: 
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Step 5: Pull down the Edi t menu and select the Trace Edges command. 
This tells MacPainL LO "ho llow" out all of the objects in the 

selected area. 

0 
0 

Step 6: Select the paint bucket from the tool paleue. To choose a differ­
ent pattern for each leuer, point the cursor at the desired pattern 
from the pauern palelle and click the mouse button; then paint 
the letter by moving the paint bucket cursor into the leuer and 
clicking the mouse buuon. T he fina l result looks like this: 

BR
.,,,,,,., ... , ..... 

l":T!':'' ,,l,,,:,,. 

:·'·:-*:·' :·'·:·'·:· 
:·'--:·'·:·' r'-:·:.,. 
,.: . .,.:..,.·. :·'-:·'·:· 
:-'-:·'·p: •• :.,.r ••• :.,. 

:-'--:·'·:-" :·=·:-'·:· 
:-'-:·'·:· .·'-:·:.,. 
;-!·:·'·:- ,•1·:·'·:· 
;"":.!":,.· :·'·:•:...:. Ell 

As you can see, MacPaint makes no distinction between text characters 
and other graphics objects. While this may seem restrictive, it actually gives 
you more freedom LO intermix graphics and text with all of MacPaint's 
graphics-oriented LOols. 



C H A P T E R T E N 

CREATING SCIENTIFIC 
AND MATHEMATICAL 

FORMULAS 

Formulas combine text and graphics to form a specialized language for 
communicating thoughts and ideas. In this chapter, you will look at some 
methods for creating formulas on the Macintosh. You will see that the 
unique features of the Macintosh allow you to depict formulas clearly and 
accurately-something not possible on most microcomputers. 

AN INTRODUCTION TO FORMULAS 

A formula is simply a collection of symbols that are joined in such a manner 
as to express a concept or thought concisely, providing a standardized 
method by which all members of a particular group can exactly understand 
a concept. Each branch of science and mathematics has its own special types 
of formulas, and oftentimes its own set of symbols. Even when symbols are 
shared among different fields, their meanings can differ. Figure 10-1 gives 
examples of formulas from different areas of science and mathematics. 

Notice the variety of symbols used in these formulas. Formulas may 
include alphanumeric characters, Greek characters, custom or special­
purpose symbols, and superscripted and subscripted variations of all of 

133 



134 I Using MacWrite and MacPaint 

I dx 
(x+ 1) ./ ln(x+ 1) 

P40 10 + 6H20 ~4H2P04 
Phosphor"Us Phosphoric 

Oxide Acid 

L = Jb .J [ f'C t) l 2 + [ g ·c t) l 2 d t 
a 

ammonium 
cyanate 

where 

Figure 10-1. A sampling of formulas 

ur~a 

_s_!_ 
r!(s-r)! 
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these. In addition, character styles like boldface and italics, as well as differ­
ent character sizes, are used in formulas. 

Most microcomputer systems have a limited set of characters, sizes, and 
styles available for creating formulas. To avoid this limitation, the actual 
formula is often replaced with the best approximation possible using the 
available characters. This is true of even very simple formulas. For example: 

A.n~a of a cir-cle = TJr 2 

Votu.me of a spher-e = ~ TJr 3 

On many microcomputers, these formulas would be displayed as 

Votu.me of a spher-e= 4/3 *PI * R .. 3 

While the differences are not too radical in these examples, more complex 
formulas become almost indecipherable on most microcomputers. The 
Macintosh provides two methods of accurately representing formulas in 
documents: a quick method using MacWrite, which will usually give you 
acceptable though rough-quality results, and a more detailed approach 
using MacPaint, which yields formulas that are close to picture-perfect. 

ENTERING FORMULAS 
WITH MACWRITE 

The basic idea of the quick MacWrite approach is to use its wide selection of 
characters, fonts, styles, and sizes to make the best-looking formulas that you 
can. The Macintosh offers a number of special characters that are useful for 
writing formulas. In addition to the standard alphanumeric (A-Z, 0-9) and 
punctuation characters, the Macintosh offers the special characters shown in 
Figure 10-2. 

Looking at your Macintosh's keyboard, you may well wonder where these 
characters are. They are entered by holding down the OPTION key and then 
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i"IM f..¢oo § q • ~ g '¢ 
0 -+ 

reC£2:®'¥ " 0nn " ,, ' , << >> 
0 A. B a f @ ll ... re/£0 c; <; a I ~ 

~ 0 J ll ~ ~ + (., 
NOTE: Each of the characters below is entered 

via the SHIFT-OPTION-- keys from 
particular FONTs. 

Figure 10-2. Special character set 

pressing one or two other specified keys. The keyboard layout (for the 
United States version of the Macintosh) is shown in Figure 10-3. Figure 
I0-3a shows the normal charact~rs that are entered when a key is pressed. 
Figure l0-3b shows the unshifted and shifted characters entered when a key 
is pressed in conjunction with the OPTION key. Notice that not every key has 
an alternative character. 

NOTE: Certain font types and sizes available on the Macintosh will 
not display some of the special characters. See Appendix A for a listing 
of the different characters that can be used with each font and font size. 

There are no special tricks to entering formulas with MacWrite. All it 
takes is a little thought about the most suitable placement, style, and size of 
the characters to be used. Once a formula has been typed into a document, 
you can use the features of MacWrite to make changes. 
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Figure 10-Ja. Standard character k eys on Macilltosh keyboard (U.S. version) 
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Figure 10-Jb. Special character keys 
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Figure 10-4 shows MacWrite versions of the formulas shown earlier in 
Figure 10-1. Notice that the biggest problem with these formulas is the posi­
tioning of the characters. The reason is that MacWrite is primarily a word 
processor. While characters of all different sizes and typefaces can be mixed 
on the same line, MacWrite will automatically expand the height of the line 
to accommodate the largest character. Furthermore, the bottoms of all char­
acters on a line must align. This means you cannot place individual charac­
ters in any position you wish. Nevertheless, MacWrite can be used for many 
formulas and give quite acceptable results. 

PICTURE-PERFECT FORMULAS 

If you need to enter formulas accurately, you can take advantage of the 
graphics tools in MacPaint. The idea here is to use MacWrite as you type up 
reports or papers, but leave space for any formulas; then you can work with 
MacPaint to design the formulas and integrate them into your MacWrite 
documents. 

It is quite easy to use MacPaint to enter formulas, and after just a little 
practice, you can do it fairly quickly. Most important, though, the results 
will be excellent. For examples of formulas entered with MacPaint, look at 
Figure 10-l again-those formulas were all generated with MacPaint. 

Creating formulas with MacPaint is superior to creating them with Mac­
Write for two reasons. One, as you saw earlier, MacWrite is limited in its 
ability to position characters in the formula. For example, even though you 
can intermix both small and large characters on a MacWrite text line, you 
cannot freely position characters in the text line. 

This is done easily with MacPaint, however. MacPaint allows you to spec­
ify the position of any character or group of characters on a page, because it 
does not distinguish between text characters and graphics objects, as you saw 
in Chapter 9. 

MacPaint's second advantage is that it allows you to customize select por­
tions of the formula. If you need a special character that is not part of the 
Macintosh's character set, you are free to design it yourself with MacPaint. 
You can also modify and enhance an existing character to fit into your for­
mula. In the following example, you will use this capability to extend the 
bar of the square root character to form a more traditional square root sign. 
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J dx 

(x• 1 )J 1n(x• 1 ) 

n 4 3 2 

}: t • mn+IM6n +9n +n-U 
i=l 30 

Phosphorus 
OXIde 

Phosphoric 
Acid 

b 2 2 

L =I -/([f'(t)] +[g'(t)] ) dt 
a 

heat 

NH4CNO ---> C=O: 

ammonium 
cyanate 

(r )( b ) 

H2N 
urea 

!k.l(n-kl where (s) = s' 
(r+b) (r) r!(s-r)! 
( n ) 

Figure 10-4. Formulas created with MacWrite 
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PROJECT 

ENTERING FORMULAS 
WITH MACPAINT 

The procedure for entering formulas with MacPaint has two steps: (1) break 
the formula into segments and enter each segment on the MacPaint window, 
and (2) assemble the segments into the final formula. 

Step 1: First, separate the formula into groups of characters that are sim­
ilar in size and alignment. Enter each group into the MacPaint 
window in any position. This will give you an "exploded view" 
of the formula. Once the parts of the formula are entered, you can 
combine these groups into a single formula. 

As an example of this step, let's look at how you might divide the 
following formula: 

L = r ../ [f'Ct)F+[g'CUF dt 
a 

You can divide this formula into ll different segments, all of 
which you enter separately into the MacPaint window. The font, 
size, and style of each of these ll parts is specified in Figure 10-5. 

An important part of this step is to select appropriate character 
fonts, sizes, and styles for the components of the formula. For 
example, if a formula includes superscripted or subscripted sym­
bols, you will probably select a small character size for them, say 
9 or 12 point. You might then choose the Plain character· style 
since this is often more legible at small sizes than are the Bold or 
Italics styles. 

After selecting the font, size, and style for a component of the 
formula, select the text tool from the MacPaint tool palette. Move 
the cursor to an unused portion of the screen. Click the mouse 
button to position the insertion point and type in a component. 
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b 

I ..f 
L 

2 2 

a [ f'( t)] + [ g '( t)] 

Font, Size, and StY-le of Each Part: 

L New Vork, 24 pt, Bold 

New Vork, 18 pt, Bo I d 

I Geneva, 24 pt Bo I d 

..[ Geneva, 24 pt, Bo I d 

b Geneva, 12 pt. PI ai n a 

2 Geneva, 9 pt, PI ai n 
2 

dt Geneva, 18 pt, Plain 

[ f'( t)] + [ g '( t)] 

LINE Operation 

Geneva, 18 pt, PI ai n 

Figure 10-5. Parts of a formula 

dt 

Repeat this step until you have entered all the components of the 
formula in different areas of the screen. 

Step 2: This step is like assembling a simple puzzle. Using the lasso, all 
you need to do is to select and move the pieces around so they fit 
together to create the final picture. 
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Select the lasso from the tool paleue. Move the Jasso over to a 
part of the formula that you want to move. Pressing the mouse 
button, draw a loop around that part. Release the mouse button 
to cause the loop to tighten around the image. 

ell 
2 

a [ f"(t)] +[g"(l ) ] 

Having selected a component from your formu la, move the cur­
sor into the selected image until it changes into an arrow. Press 
the mouse button so you can drag the image around the screen. 
Move this image into p lace and release the mouse button. 

Rather than try to assemble the whole formula at once, you may 
want to build subassemblies from the individual components. In 
other words, if the formula consists of three or four natural sub­
units, assemble these first. Then you can easily join the sub­
assemblies together to form the final formula. T he example eas­
ily divides into three subassemblies: 

Sub-assemb ly • 2 

Sub- assembly •1 
dt 

I L = s: I 
Sub-assembly •3 

[ n uP + [ g ·cuP 
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After completing the construction of the subassemblies, you can 
use the lasso to merge these into the final formula. 

MOVING THE FORMULA 
INTO MACWRITE 

Once your formulas have been created with MacPaint, you will need to move 
them into a Mac Write document. If you have only one formula to move, you 
can use the Macintosh Clipboard to transport it into the MacWrite docu­
ment. This is a simple process. Using the selection rectangle in conjunction 
with the Edit menu's Cut command, move the completed formula into the 
Clipboard. Exit MacPaint. Open your MacWrite document and Paste the 
formula into the proper part of the document. 

If you have more than one formula, you will probably be better off if you 
save each one on a separate Hpage" of the Macintosh Scrapbook. You can 
then open your MacWrite document and transfer these formulas one at a 
time. The mechanics of moving items back and forth between MacWrite and 
MacPaint are explored more fully in Chapter 7. 

After creating a formula with MacPaint and moving it into a MacWrite 
document, you may discover that you need to change the formula. Mac­
Write, of course, does not allow direct editing of any item created by Mac­
Paint, even if that item consists only of text. In that event, you will have to 
move the item to be edited back into MacPaint, make the necessary changes, 
and then move it back again to the MacWrite document. 

A suggestion: When creating a document containing formulas, you might 
want to use MacWrite to enter the formulas quickly while typing in the 
document. This makes it easier for you to edit the formulas as changes are 
needed. When you are finished with all of the changes, you can use Mac­
Paint to create the final formulas and move them into the MacWrite 
document. 
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TEXT 
HIGHLIGHTING 
AND EMPHASIS 

An important goal in writing good reports (or memos or letters or even 
books) is to make them easy to read. There are few things as difficult to read 
as a long report filled with unbroken text, regardless· of the quality of writ­
ing. One technique often used in report writing is text highlighting, to 
emphasize the major ideas of a discussion. By applying several highlighting 
techniques, you can use MacWrite and MacPaint to produce visually excit­
ing and well-organized reports. 

You will look at two types of highlighting in this chapter. First, you see 
how to design headings that identify major sections of text. An example 
illustrates the design of an attractive chapter heading for use in a report or 
book. Second, you will work with various MacPaint tools to emphasize por­
tions of the text itself. This type of highlighting can help ensure that very 
important points are brought to the reader's attention. 
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PROJECT 

CREATING 
CHAPTER HEADINGS 

Chapter 4 discussed the advantages of using level headings to identify the 
various divisions of a report. The design of the level headings presented in 
that chapter are adequate for most needs, but sometimes you might want to 
go still further and create some very distinctive headings to separate major 
divisions. For example, you might use MacPaint to design very eye-catching 
chapter headings. 

In much the same way that a letterhead was created in Chapter 8 using 
MacPaint and then transferred to a MacWrite document, you can use Mac­
Paint to design attractive chapter headings and then integrate them into a 
MacWrite document. 

There is really nothing special about the techniques used for creating 
chapter headings. In fact, you can take some of the designs used as letter­
heads and easily adapt them as chapter headings. Should you desire more 
practice in the combined process of using MacPaint and MacWrite, you may 
wish to take a few minutes to try the following example. 

Step 1: Start up MacPaint with a clear window and select the paint 
bucket from the tool palette. Choose the solid black pattern from 
the pattern palette. Move the cursor to the window and click the 
mouse button. After a moment, the entire window should turn 
solid black. 

Step 2: Select the filled box from the tool palette and choose the larger of 
the two grid patterns from the pattern palette. Pull down the 
Goodies menu and select the Grid command to turn on the grid 
feature (see Chapter 6 for more information on the Grid com­
mand). Move the cursor to the window and draw a filled box 
covering the entire screen except for a solid black border. 
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Step 3: Again select the black pauern from the pattern palette, and still 
using the filled box tool, draw a smaller solid box on the win­
dow, something like this: 
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Step 4: Select the solid white pauern from the pattern paleue. Still using 
the filled box tool, draw a white rectangle on the screen overlap­
ping the black rectangle. Notice the three-dimensional effect that 
results from this. 

r a File Edit Goodies Font FontSize Style 

This gives you the skeleton of a chapter heading. You should save 
a copy of this on disk so you can use it for each chapter of the 
report. To do this, pull down the File menu and select the Save 
As command, supplying an appropriate filename. 

Step 5: Select the text tool; then choose Athens from the Font menu, 18 
point from the FontSize menu, and Bold from the Style menu. 
Turn the grid off by pulling down the Edit menu and seiecting 
the Grid command again. 

Move the cursor into the upper-left corner of the white rectangle 
and click the mouse button. This sets the insertion point. Now, 
enter the chapter heading, for example, "CHAPTER THREE­
BUSINESS FORECASTING," pressing the RETURN key after 
each word. Your screen should look like the illustration on the 
following page. 
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CHRPTER 
THREE 
BUSinESS 
FORECRSTinG 

Step 6: Choose the selection rectangle from the tool palette. Move the 
cursor over to the window and draw a rectangle around the words 
"CH APTER THREE." Pull down the Edit menu and select the 
Trace Edges command, as shown here: 

:-ciiiiJiT'i:if -- -- j 

i_TJ!!l_~~- _______ ~ 
BUSinESS 
FORECASTinG 
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This will "hollow out" any objects within the selected region, in 
this instance, the "CHAPTER THREE" heading. 

Step 7: Now select the paint bucket tool. Choose the light gray shading 
from the tool palette. Move the cursor to the white area of the 
chapter heading. 

Press the mouse button to paint the white area gray. You will 
need to paint the inside of any closed letters, for example, any 0 
or Q. The final chapter heading looks like this: 

Step 8: You need to store the chapter headings as you create them. The 
Scrapbook is probably the best place to store them. 

To move a chapter heading into the Scrapbook, select the entire 
MacPaint window by pointing the cursor at the selection rectan­
gle and double-clicking the mouse button. Pull down the Edit 
menu and select the Cut command to move the chapter heading 
onto the Clipboard. 

Step 9: Pull down the desk accessory menu (the apple icon) and select the 
Scrapbook accessory. Use the Paste command in the Edit menu to 
place the chapter heading into the Scrapbook. 
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For each chapter of the report, you can copy the heading skeleton saved on 
disk in step 4. Then add in the chapter number and title, and save the com­
pleted heading in the Scrapbook. When you are done, the Scrapbook should 
contain all of the chapter headings. At this point you can exit MacPaint, 
start up MacWrite with your report, and insert the chapter headings into the 
report. 

HIGHLIGHTING TEXT 

The idea behind text highlighting is to set off selected portions of a docu­
ment so they stand out. Creative use of highlighting not only helps make a 
report more readable but can also ensure that very important points will not 
be overlooked. If the most vital themes are summarized in small highlighted 
text areas scattered throughout a report, even a casual reader will be able to 
get the point. 

You can highlight words, phrases, or sections of text. If you just want to 
emphasize a particular word or phrase in the midst of a paragraph, using a 
different character style may suffice. For example, you can use some combi­
nation of boldface, italics, and underlining to get the desired result. If you 
want to set off a section of text, you can place it between two solid lines 
made with the underline character. 

A common and effective method of highlighting special text is to build a 
box around it. These boxes are called highlight boxes. Using MacWrite, you 
can build a crude highlight box with characters like the asterisk. However, if 
you want professional-looking highlight boxes, you will need to use the 
facilities of MacPaint. The advantage of using MacPaint is that you can 
design any kind of box that you want. The disadvantage is that you must use 
MacPaint to build the complete box-including the text to be set within 
it-and then move the results to your MacWrite document. If you later need 
to edit the text in the box, you will have to move the box back to MacPaint 
to make the changes. 

SIMPLE HIGHLIGHT BOXES 

Building highlight boxes in MacPaint is a breeze. The box and rounded box 
tools give you all that is needed to create a box of any size. The line width 
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palette gives you a selection of border sizes for these boxes. 
The best approach is to enter the text to be highlighted and then build an 

appropriate box around it. In fact, you can enter the text with Mac Write and 
use the Clipboard or Scrapbook to move the text into MacPaint. Then you 
can use MacPaint to create the highlight box. 

Figure 11-1 shows a variety of simple text boxes created with the box and 
rounded box tools. The first box, Figure li-la, is the traditional highlight 
box. This is often the most effective method of highlighting because of its 
simplicity. It catches the reader's attention without being a source of 
distraction. 

The box in Figure ll-lb was shaded with the paint bucket tool. Shading 
can sometimes be effective, but the result in this example is less than perfect. 
The shading only makes the text hard to read. 

If you wish, you can build a box with a border of a selected pattern. The 
boxes in Figures ll-lc and 11-ld take advantage of a special feature of the 
shape tools like box and rounded box that allows you to select custom 
borders. To draw a custom border, select an interesting pattern from the 
pattern palette and then choose a heavy line width from the line width 
palette; move the cursor onto the window, and hold down the OPTION key 
while you press the mouse button and draw the border. 

To create the box in Figure 11-le, first use the filled rounded box tool and 
the pattern of your choice to create the outer portion of the highlight box. 
In a separate part of the MacPaint window, use the plain rounded box tool 
to enclose the text (as in Figure Il-Ia). Next, select the lasso and draw a rope 
around the text box. Move the cursor within the selected box and press the 
mouse button. Now drag the text box into the larger filled box. Position it 
appropriately and release the mouse button. 

With the large selection of patterns to choose from and the ability to create 
your own patterns (using the Edit Pattern command in the Goodies menu), 
you can design many variations of highlight boxes. 

ICON BOXES 

The highlight boxes just discussed are easy to create, but they take little 
advantage of MacPaint's capabilities. You can use the extensive drawing fea­
tures of MacPaint to help you create icon boxes, special types of highlight 
boxes. An icon box is a text box with a special icon or picture that imme­
diately identifies the function of the box. The icon box can be used to attract 
a reader's attention. However, you should take care not to overuse it. 



a 

b 

c 

d 

e 
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Using just a simple box around ordinary 
text is really quite effective. Notice that 
this would stand out well in a report and 
is very legible. 

:···,···~~·~~,,~,,~·~'~'~'''~~·······~····: 
:This box takes advantage of the : 
• • :OPTION key to dra'! the border of the : 
:box in a selected pattern. : 
• • ····~········,~·,······,.,,., ........... ,,. 

,.,.,..,.,.,.,..,.,..,..,..,.,.,..,..,.,..fl'.,..~,..,..f/".,.,.,..,..,.,..,..,.,..,.,.,..,..,.,.,., ... 

~r~";~;~,;;,~;,d~;;;;;;~~t~;tt;;;~~;;;ri~~'~'~l~ 
!~ draw the border of the rounded box. ~~ 
;~i.ti:tl'ti:tl!l'fi!i.!!..*tl~l-:i.:~!..!!..-:::c:.-:t.fi:ti.(i:ti.!i.'Ci.!i:t:.~:.-::.~:.!!.!i:t!..!!.-:t-:::r:.-::.-::.-:::ci!~S· 

Figure 11-1. Highlight boxes 
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Figure 11-2 shows three different icon boxes: one to flag the reader's atten­
tion, one to caution the reader, and one to act as an alarm. There are many 
more forms that an icon box could take, each broadcasting a special type of 
message to the reader. 

The first two icon boxes in Figure 11-2 were drawn with the standard tools 
found in MacPaint. When creating icon boxes, concentrate on creating the 
icons first. Once you have made an icon that is acceptable, save it in the 
system Scrapbook for future use. You can then use the line tool to box in the 
icon and the text to be highlighted. 

FLAGII 
This box will contain things of 

interest. 

CAUTION II 
This box will contain very important 

warnings and notes of caution. 

ALARffill ~ 
~ This box can be used to 

emphasize vital information. 

Figure 11-2. leon boxes 



Text Highlighting and Emphasis I 155 

CAPTURING MACINTOSH ICONS 

Let's look for a moment at the alarm box in Figure 11-2. It would not be too 
difficult to draw the alarm clock icon freehand, but there is an easier way­
by copying the alarm clock icon from the Macintosh alarm clock accessory. 
Following the steps described here, you can "capture," or copy, any Macin­
tosh icon for use in your MacPaint canvases. 

Pull down the desk accessory menu in the upper-left corner of the menu 
bar. Select the alarm clock accessory to display the time of day on your 
screen. Move the cursor to point to the "switch" on the right side of the box 
and click the mouse button. This should open up the clock window to show 
you the current date: 

0 6:03:16 PM r 
2/11/84 

At the bottom of the alarm clock window are three icons, a clock, a 
calendar, and an alarm clock. Selecting the clock icon will let you set the 
current time of day. Selecting the calendar icon allows you to view and 
change the date. The alarm clock icon allows you to set the alarm. It also 
lets you turn the alarm feature on or off. 

Notice that the alarm clock icon looks almost like the icon used in the 
alarm box of Figure 11-2. The only difference is that the alarm clock in the 
accessory is not "ringing." To add this detail, first click the mouse button 
with the cursor pointing to the alarm clock icon. Next, turn on the alarm by 
moving the cursor to the switch at the left end of the clock window. Finally, 
move the cursor to the calendar icon and click the mouse button. The screen 
should look like this: 

0 6:03:51 PM r 
2/11/84 
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The alarm clock icon is now ringing. The next step is to move the a larm 
icon into MacPaint so you can build the alarm box. 

The Macintosh has a special "snapshot" feature that you can use for 
doing this. If you ho ld down the SHIFT and COMMAND keys and press the 3 

key, the Macintosh will take a snapshot of the screen. That is, an exact 
image of the screen as you see it is placed into a file on the disk. The first 
snapshot you take will be given the name "SCREEN 0. " Successive snap­
shots will be called SCREEN 1, SCREEN 2, and so forth. The wonderful 
thing about this feature is that the Macintosh saves each snapshot in a Mac­
Paint file. This means you can use MacPaint to edit or print the contents of 
the snapshot. 

Going back to the example, take a snapshot of the entire screen, making 
sure to include the ala rm clock icon . Start up MacPaint. Select the Open 
command from the File menu and open the SCREEN 0 file. This will load 
the snapshot of the screen onto the MacPaint canvas. Looki ng at this wi th 
the Show Page command found in the Goodies menu, you see 

Use the grabber tool to move the snapshot around until you can see the 
alarm clock icon in the window. Then use the selection rectangle to draw a 
selection box around the alarm clock. Select the Copy com mand in the Edit 
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menu to place a copy of the alarm clock on the system Clipboard. Close 
SCREEN 0. 

Next, open a new file and select the Paste command from the Edit menu. 
Now you can position the alarm clock icon wherever you wish and finish 
designing the alarm box using MacPaint. 

This same approach can be used to make a copy of any icon used in 
MacPaint, MacWrite, or even the system desktop. Pressing the SHIFT, COM­

MAND, and 3 keys always saves a snapshot of the current screen in a 
MacPaint file. 



C H A P T E R TWELVE 

MACPAINT 
SHORT TAKES 

You do not have to be an artist in order to create exciting images with Mac­
Paint. But for those lucky few who do have an artistic bent, MacPaint offers 
unlimited opportunities for experimentation. 

This chapter offers ideas for exploring the creative possibilities of Mac­
Paint. In most cases, the examples provide more challenging applications of 
the features and functions introduced in earlier chapters. All of these tech­
niques are fun to try and can come in handy at the most unexpected times. 

FREEHAND DRAWING 

The two basic tools used in freehand design are the paint brush and the 
pencil. You can draw any imaginable shape with them- the only limita­
tions are your drawing talent and ability to use the mouse. 

Moving the cursor around the screen for pointing and selecting is easy 
with the mouse. The mouse also works quite well for drawing such things 
as lines, boxes, and ovals. However, drawing anything more complex 
requires practice and patience. 

Becoming adept at drawing with the mouse is the most difficult part of 
creating freehand drawings. But what MacPaint loses in ease of drawing 
with the mouse, it more than makes up for in its selection of tools. With its 

159 
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wide variety of brush shapes, the ability to undo (cancel) a previous opera­
tion, and the use of the Fatbits command, which allows you to make 
detailed changes to an image, you can readily experiment with a vast range 
of freehand drawing techniques. 

As you try to create more and more detailed and precise drawings with 
MacPaint, the difficulty factor increases, but fairly simple and straightfor­
ward pictures can be sketched by almost anyone. For example, Figure 12-1 
shows a section of body tissue. This modest but effective diagram could 
easily be included in a report written with MacWrite. 

BRUSH MIRRORS 

The Goodies menu contains a special command called Brush Mirrors. If you 
select this command a nd then use the paint brush tool on the MacPaint 
screen, you can obtain some interesting effects. Multiple copies of your 
brush strokes will appear as if they were being reflected in a mirror. 

Interstitial (between the cell) space 

Figure 12-1. Freehand sketch using MacPaint 
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When you select the Brush Mirrors command, the following window wi ll 
appear: 

OK None 

Each line of the square represents a mirror. You can select the horizontal, 
vertical, or either of the diagonal mirrors by clicking the mouse button on 
the appropriate line. Any or all of the four mirrors can be selected. Click the 
OK switch and select the paint brush from the tool palette to start your 
drawing. 

For example, if you select just the horizontal mirror line, MacPaint places 
an imaginary mirror a long the horizontal axis in the cen ter of the screen. As 
you paint a brush stroke o n the screen, the movement of the paint brush is 
mirrored to make a reflecting line: 



162 I Using MacWrilc and MacPaim 

The brush mirrors let you create symmetrical shapes, something not pos­
sible (or at least not easy) with freehand drawing. Notice one thing, though: 
the mirrors reflect the movement of the brush, not the lines drawn by the 
brush. 

The previous screen display was created wi th a round paint brush. Since 
the paint brush was symmetrical, the resulting drawing a lso was symmetri­
cal. The following example illustrates the. use of one of the angular paint­
brush shapes. If you look closely at the curves, you will notice that the shape 
they form is not truly symmetrical; only the path that the brush followed 
was perfectly reflected: 

.../········ 

-
This i s an image mirrored on the v ertical axis 

using the / brush shape. Notice that the images 
are not truly symmetrical; only the path o f the 

brush is symmetri cal. 

• 

, 
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PROJECT 

EDITING PATTERNS 

MacPaint offers a total of 38 standard patterns that you can choose from the 
pattern palette. However, you can replace any or all of these with patterns of 
your own design. To create a custom pattern, first pull down the Goodies 
menu and select the Edit Pattern command. This will allow you to edit the 
currently selected pattern. As a shortcut, you can point the cursor at any of 
the patterns in the palette and double-dick the mouse button to edit it. 

Creating your own pattern involves the same process as that of creating 
your own desk pattern in the desk accessory Control Panel (see Chapter 2 for 
more on this). Selecting the Edit Pattern command will result in the follow­
ing display: 

• ••••••• • ••••••• • • ••••••• 
·····~· ~:····· ••••• • • • • •••••• ••• • •••••• 

( OK ) ( Cancel ) 

The left-hand box shows the dot structure that makes up the currently 
selected pattern. This box is eight dots wide by eight dots high. Each of the 
dots can be independently turned on or off by pointing the cursor at it and 
clicking the mouse button. As mentioned in Chapter 3, this box can show 
over 18,000,000,000,000,000,000 different patterns, so you can really have 
some fun creating them. The right-hand box shows the changes you make to 
the pattern. 

Let's look at an example of setting up six custom patterns in the pattern 
palette. You can then use them as you would use any of the standard patterns. 

Step 1: Using the steps just discussed, replace six of the standard patterns 
(any six of your choice) with the custom designs shown on the 
following page. 
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OK 

1:L I 
( OK ) 

[] 
( OK ) 

Cancel 

1HHHH 
11111111 
11111111 
11111111 
IIIIIIII 

Ill II I II I 

( Cancel ) 

+++++++ TTTTTTT 
TTTTTTT 
TTTTTTT 
TTTTTTT 
·ltlfft+ 
( Cancel ) 

OK 

• I •• • • •• •• • 
OK 

••••• • • •• • • •••• 
OK 

Cancel 

Cancel 

II 
Cancel 

Step 2: Select Chicago from the Font menu, 72 point from the FontSize 
menu, and Outline and Bold from the Style menu. Use the text 
tool to type the word "PAINT" on the MacPaint window in out­
lined, or "hollow," letters. 

Step 3: Select the paint bucket tool; then select the appropriate custom 
patterns and paint each hollow letter on the screen. For example, 
select the "P" pattern, move the cursor inside the P of PAINT, 
and click the mouse. Repeat for the remaining letters in 
"PAINT." 

Step 4: Select the sixth custom pattern; then select the box tool from the 
tool palette. Using the heaviest line from the line width palette, 
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hold down the OPTION key and draw a rectangle around the word 
"PAINT." The OPTION key causes the selected pattern to be used 
as the border for the rectangle. Your screen should look like this: 

To save any custom patterns for future use, you can use the Save or Save 
As commands in the File menu. Then anytime you open this saved file, the 
custom patterns will be available in the pattern palette. 

REPETITIVE EDGE TRACING 

If you are looking for some interesting and unexpected (maybe even a little 
bizarre) special effects, you might experiment with the Trace Edges com­
mand in the Edit menu. This command was introduced in Chapter 9, where 
it was used to outline the edges of text characters. It also can be applied to 
any solid object on the MacPaint window. 

Let's try this now. Select the Brush Mirrors command from the Goodies 
menu and turn on a ll four mirrors as discussed in the previous section. 
Select the Brush Shapes command from the Goodies menu and select an 
interesting brush shape. Paint a design on the MacPaint screen; it doesn't 
need to be intricate or even pretty. 
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Point to the selection rectangle in the tool palette and double-click the 
mouse button. This will select the entire MacPaint window. Now select the 
Trace Edges command from the Edit menu to show the design in outline: 
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The result is not very interesting, but let's see what happens when you 
execute the Trace Edges command a number of times. (NOTE: You might 
want to use the shortcut for executing Trace Edges; that is, hold down the 
COMMAND key and press the E key on the keyboard. To repeat the command, 
hold down the COMMAND key and press the E key again.) 

r a File Edit Goodies Font FontSize Style 
., 

Notice that with each execution of the Trace Edges command, the last 
edge itself is traced. The newly formed edges radiate like ripples on a pond. 
As the ripples intersect, they form interference patterns. This technique is 
called repetitive edge tracing, and it can be used with any shape on the 
MacPaint window. 

You can use different patterns from the pattern palette and various brush 
shapes to get strikingly unique results. You can even limit the ripple effect 
to a small area of the display by selecting the area with the selection rectan­
gle, rather than selecting the entire screen. Figure 12-2 illustrates examples 
of repetitive edge tracing. 

SHADING 

The spray paint tool can be interesting but somewhat difficult to work with. 
You use it as you would a real can of spray paint. Once you select the spray 
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Note: 

This is a varwnt of the "tu.mb£in9 bwcks " pn.tchworR. 
pattern from Chapter 6. The patchworR. is fi.Ued 

with the pn.ttern A.FTER the ed!Je tmcin9. 

Figure 12-2. Patterns created with repetitive edge tracing 

paint tool from the tool paleue in MacPaint, you can make quick stroking 
motions with the mouse while holding the mouse buuon down to spray an 
object lightly, or you can make slow strokes and multiple passes to fill in an 
area completely. Since the Macintosh cannot display colors, MacPaint 
allows you to spray paint with different patterns. You can select any pattern 
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from the pattern pa leue (including a pattern of your own design) and spray 
in tha t pattern. 

One application of the spray paint tool is to use it to shade o bjects so they 
look three-dimensional. In the following example, a fl at circle was shaded to 

look like a sphere: 

Circle 

Three-dimensional shading is a difficult technique to master but can be 
fun to experiment with. 
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PRINTING 
WITH 

THE MACINTOSH 

This chapter looks at the similarities and differences in pnnung with 
MacWrite and MacPaint. An understanding of how and why these programs 
print in slightly different ways may help you decide which method to use for 
printing. 

The primary printer for the Macintosh is the Apple Imagewriter. The 
information in this chapter deals specifically with the Imagewriter and may 
or may not apply to other printers. But regardless of the printer used, the 
mechanics of printing are greatly simplified with the Macintosh. You need 
to know absolutely nothing about the technical aspects of the printer in 
order to use all of its capabilities. 

PRINTING WITH MACWRITE 
AND MACPAINT 

You look in the File menu to find the printing operations for MacPaint, 
MacWrite, and most other Macintosh applications programs. The MacPaint 
File menu o££ers two printing selections, Print Draft, which gives you very 
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good quality printed output of the MacPaint document, and Print Final, 
which produces even better looking output than Print Draft. Once you select 
one of these printing commands, the current MacPaint graphics page will 
be printed out immediately. 

MacWrite offers two sets of printing options. The first is accessed by 
selecting the Page Setup command from the File menu. This gives you the 
following setup choices: 

Paper: ® US Letter 

0 US Legal 

Orientation: ®Tall 

0 A4 Letter 

0 International Fanfold 

0 Tall Adjusted 0 Wide 

OK 

(Cancel ) 

These options allow you to choose the type and size of paper on which 
your documents will be printed. Once you select settings, they will be used 
each time you print a document. 

You are offered a second set of options after you select the Print command 
from the File menu. At that time you will be presented with the following 
choices: · 

Quality: QHigh 0 Standard ®Draft OK 
Page Range: ®All 0 From: D To: D 
Copies: D 
Paper Feed: ® Continuous 0 Cut Sheet (Cancel ) 

These choices allow you to print a portion of a document and to select the 
quality of printing you want. (See Chapter 3 for more information on these 
options.) 

MacWrite gives you all of these choices while MacPaint gives you only 
two because of fundamental differences in the way the programs work. 

Recall from Chapter 7 that MacPaint looks at everything, including text 
characters, as graphics objects. When MacPaint prints a page, it simply 
prints out rows of dots in the same form as they appear on the screen. How­
ever, when MacWrite prints a document, it prints out the document as a 
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series of characters and as a result has control over the appearance of each 
character. 

The following four figures combine text and a MacPaint graphics image 
to illustrate the differences between the two printing methods. Figures 13-1, 
13-2, and 13-3 show the three qualities of printing in MacWrite. Note that 
the text within the graphics image was created with MacPaint and thus is 
not affected by the print quality of MacWrite. Notice also that the draft­
quality copy in Figure 13-3 does not include the MacPaint image and uses 
only one character font and size. The purpose of these restrictions is to give 
you the fastest printing speed. 

Figure 13-4 shows the example document printed out from MacPaint 
using the Print Draft command. The output from the Print Final command 
is not significantly better when using the Imagewriter printer and is not 
shown. The quality of text printed with MacPaint falls somewhere between 
standard- and high-quality printing with MacWrite. But the print quality of 
graphics objects in MacWrite is inferior to those same objects printed with 
MacPaint. The tradeoff is that some graphics quality will be sacrificed for 
superior text output or some text quality for superior graphics reproduction. 

This is a sample of the quality of printing done by 
macPaint and macWrit.e: 

ts lohlt loQoa toat 
9 Point Geneva Font 

12 Poiat New Yort Poat ill Bold 
12 Point Toronto Font in Bold Italics 

M DW.u81bdka ~boo lbQimd 

Let's also include a ffiacPaint graphics object here: 

Figure JJ-1. High-quality MacWrite printing 
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This is a sample of the quality of printing done by 
macPaint and mac Write: 

tS ~oint lon()'on 1ottt 
9 Point GE"neva Font 

12 Point New York Font in Bold 
12 Point Toronto Font in Bold Italics 

fi&1}~~~~ 

Let's also include a macPaint graphics object here: 

Figure JJ-2. Standard-quality Mac Write printing 

Th1s is a sample of the quality of printing done by 

MacPaint and H~cWrite: 

18 Point londor. Font 
9 Point Genna Font 

12 Point NfN York Font in Bold 
12 Point Toronto Font in Bold Italic• 

14 Point Venice Font Outlined 

let's also include a MacPamt graphics object here: 

Figure JJ-J. Draft-quality Mac Write printing 
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This is a sample of the quality of printing done by 
mac Paint and mac Write: 

t S :loittt l&on~on font 
9 Point G~n~va Font. 

12 Point New York Font in Bot<l 
12 Point Toronto Font in Bold .Italics 

n~~~~~ 

Let's also include a macPaint graphics object here: 

Figure 13·4. MacPaint print quality 

PRINTING WITH THE FINDER 

If you are using the Macintosh Finder (see Chapter 1), you can print any 
MacWrite document or MacPaint page simply by selecting it, pulling down 
the File menu, and selecting the Print command. The Finder will then start 
up the appropriate application and begin to print, giving you a choice of 
printing options if the document was created with MacWrite. When the 
printing is complete, you will return to the Finder. 

You can print more than one document at a time by selecting all of the 
documents you want to print and then selecting the Print {:ommand. To 
select more than one document, point the cursor to each document in suc­
cession and hold down the SHIFT key as you click the mouse button. If you 
print several MacWrite documents with this method, you must use the same 
settings for all of them. 
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THE PRINT SCREEN FUNCTION 

If you want a quick printed copy of the Macintosh screen, you can use the 
print screen function. This function can be used at any time (provided you 
are not printing something else) by holding down the SHIFT and CONTROL 

keys while you press the 4 key. This takes a snapshot of the screen and prints 
it out. 

An alternative approach is to hold down the SHIFT and CONTROL keys 
and press the 3 key. This will save a snapshot of the screen on disk as a 
MacPaint image. You can then use MacPaint to print this image. You can 
also use any of the MacPaint tools to manipulate the screen snapshot. For 
example, you can copy an icon for use with another MacPaint image. An 
example of this was discussed in Chapter 11. 



A P P E N D I X A 

THE KEYBOARD 
AND 

CHARACTER SET 

The Macintosh keyboard is made up of 58 keys: 10 control keys and 48 
character keys. The control keys are generally used for the specific purposes 
listed here; however, their uses may differ among applications programs. 
The I 0 control keys are: 

TAB Has the same function as the TAB key on a typewriter. Causes the 
cursor to jump to the next tab setting on the screen. 

CAPS LOCK Locks the letter keys into shifted position, but does not shift 
the numeric and punctuation keys. 

SHIFT (two of these) Enters the uppercase or shifted character for a given 
key. As on any typewriter, you hold down the SHIFT key and press the key. 
There is no difference between the left and right SHIFT keys. 

OPTION (two of these) Works in the same manner as the SHIFT keys. Can 
be used in conjunction with the SHIFT key and other keys to enter over 60 
special characters. (NOTE: These special characters are not shown on the 
keyboard. See the next section for more information on special characters.) 
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COMMAND (Cloverleaf) Used in conjunction with other keys to issue spe­
cial commands to an applications program. Each application specifies the 
use of the COMMAND key. This key is frequently used in shortcuts for 
commands that are normally accessed on pull-down menus. 

RETURN Tells an applications program to move the insertion point to 
the next line on the screen. 

ENTER Generally used to tell an applications program that you are fin­
ished with a certain part of a text entry. Acts like a special-function 
RETURN key. 

BACKSPACE Deletes the character to the left of the insertion point. If a 
section of text or some object is selected, BACKSPACE will erase the entire 
selected area. 

THE MACINTOSH CHARACTER SET 

The 48 standard character keys can be used in conjunction with the SHIFT 

and OPTION keys to enter a wide range of characters. There are four different 
ways of entering characters: the normal way (that is, using neither the SHIFT 

nor the OPTION key), using the SHIFT key, using the OPTION key, and using 
the SHIFT and OPTION keys (holding down both the SHIFT and OPTION keys 
while pressing a character key). The keyboard characters are shown in Fig­
ure 10-3. 

There are two special features to be noted in the figure. First, notice the 
key in the upper-lef~ corner of the keyboard (with the accent and tilde char­
acters). This key, when used with the SHIFT and OPTION keys, generates a 
number of special shapes depending on the character font and size you 
choose. 

For example, using this key with the New York font at 9 points generates 
a heart-shaped character, while the same key and font at 12 points gives you 
a picture of a small robot. If you select the Geneva font at 18 points and use 
the SHIFT and OPTION keys, you get a sheep character. All of the SHIFT­

OPTION characters for this key using each of the character sizes (9, 10, 12, 14, 
18, and 24 points) ahd the fonts are shown in Figure A-1. 

Second, notice the five keys in Figure 10-3b that show a shaded rectangle 
for the OPTION character. These keys generate special accent characters for use 



with international character sets: 

OPTION-"' 
OPTION-e 
OPTION-i 
OPTION-u 
OPTION-n 

The Key board and Character Set I 179 

Grave accent 
Acute accent 
Circumflex 
Umlaut 
Tilde 

If you enter one of these characters with the OPTION key, nothing will 
appear on your screen. However, if you then press a vowel (a, e, i, o, or u), 
that vowel will appear with the appropriate accent above it as a single 
character.· 

Figures A-2 through A-12 list the full character set for each of the eleven 
fonts. These are arranged in columns that show the normal, SHIFT, OPTION, 

and SHIFT-OPTION characters for each key. The sequence of keys begins in 
the upper-left corner of the keyboard and continues from left to right. Notice 
that if a font does not support a given OPTION or SHIFT-OPTION character, 
the Macintosh displays a box for that character. 
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Cbit191: 

D 0 0 [] 0 D 
Gen~~~-

.... !) 

New York: 

• i • i 
Monaco: 

il I 
~; 

• 

lon~on: 

4 .! .e. JJ. 

Rthens: 
., ~ •.: ., 

Q • ., • ..,. ., 
·~ •.:. 

To[Qnto· 

" " • 
Ban IPPaooiSoo: 

Q l! 

Los tJ.ngeles: 

D 0 0 0 0 D 

Figure A-1. Characters for SHIFT OPTION (9, 10, 12, 14, 18, and 24 point) 
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we M6lD JJ®JNV= 

• \ I « » 
I D A 

0 A a a 
2 @ 

tN D s s 8 D 
3 # £ D d D D D 
4 $ ¢ 0 f F 0 0 
5 % D 0 g G @ 0 
6 § D h H D D 
7 & q 0 j J D D 
8 * • 0 k K D D 
9 ( I D I L D D 
0 ) 2 D D 

ce tE 
+ 0 0 z z 0 0 

q Q m <E X X 0 0 
w w D D c c c <; 
e E D v v 0 0 
r R ® 0 b B D 0 
t T D n N 0 
y y y 0 m M 0 0 
u u D < D D 
i I D > 0 0 
0 0 B e I ? 0 l 
p p 0 D 
I { •• 

) } 

FiguTe A-2. New York font character set (normal, SHIFT, OPTION, SHIFT-OPTION) 
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IEIIIJEVIA lfMI; 

Q \ I « » 
1 0 a A a A. 
2 @ TM 0 5 s B 0 
3 # £, D d D a D 
4 $ ¢ D f F f D 
5 ~ 00 D g G ® 0 
6 § D h H D 0 
7 & q D j J ll 0 
8 * • 0 k K 0 0 
9 ( iJ 0 1 L , 0 
0 ) g 0 0 

a9 1£ 
= + - ± z z 0 0 
Q Q re a: X X ~ 0 
w w I D c c c; ~ 
e E 0 v v " 0 

r R ® 0 b B f 0 
t T D n N 0 
y v ¥ 0 m M J1 0 
u u 0 < ~ D 

I 0 > ~ 0 
0 0 " 0 I ? i 
p p TT n 
[ { 

,. , 

] } 

Figure A-J. Geneva font character set (normal, SHIFT, OPTION, SHIFT-OPTION) 
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Figure A.-4. Toronto font character set (normal, SHIFT, OPTION, SHIFT-OPTION) 
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lmiP JIQIPVa 

,., 
ll \ I « ) 

1 D a A 8 n 
2 @ - D 9 s B D 
3 • £ D d D D D 
4 $ t D f F D D 
5 • • D g G D D 
6 A. § D h H D D 
7 8 • D • J D [] J 
8 * • 0 k K 0 11 
9 ( g D I L D D 
0 ) g D D 

n 
G I 

= + 0 ± z 2 0 0 
q Q • I X )( D 0 

• u D 0 c c 9 c 
E 

, 
[] u [] e u • 

r R 0 D b B 11 D 
t T t [] H 

,., 
[] n 

y y ¥ D I n D D 
u u D I < ~ [] 
• I A. 0 > l D I 

0 8 I 1 + • 0 e l, 

p p 0 0 
[ { tl II 

] } 

Figure A-5. Monaco font character set (normal, SHIFT, OPTION, SHIFT-OPTION) 
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'IIJDCifOOID [JQJ:JI Iii 

' ,., ' D \ I « » 
1 D 6 A A A 
2 @) TM D s s 0 0 
3 # £ 0 d 0 I 0 
4 $ t 0 f F f 0 
5 ~ 00 0 g G 0 0 
6 A § 0 h H 0 0 
7 & .. 0 j J ~ 0 
8 * • 0 k K 0 0 
g ( ! D I L .., 0 
0 ) ! 0 ... 0 

u • IE 
= + '* ± z z n 0 
q Q 0! (( H H ,:s 0 
w w I 0 t c ~ ~ 
e E 

, 
D u u ..{ 0 

r R ® 0 b B I D 
t T t D n N ,., 0 
y y ¥ D m M J1 0 
u u 0 < i D 

I A. 0 > l 0 
0 0 If • I 1 + l 
p p 1f II 
I { " " 
I } 

Figure A-6. Chicago font character set (normal, SHIFT, OPTION, SHIFT-OPTION) 
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gaupooagnn 

• \ I « » 
0 

0 

t I I 0 Q. .t G .A. 
2 0 0 0 s s .B 0 
3 # 0 0 " D 0 0 
4 s 0 D f r 0 D 
5 • 0 D 9 G. 0 0 
6 "" 0 0 h. K 0 0 
1 • D D j 1 0 0 
a * D D ~ JC, 0 D 
g ( D 0 t L 0 0 
0 ) D 0 0 0 .. 0 D 

+ D 0 z z D D 
q Q D D X. X 0 D 
w w D D c c ~ ~ 
e E D " " 0 D 
r R. D D & I 0 D 
t T D D " N 0 
g y 0 0 m n 0 0 

" u 0 D < D 0 
i. 1. "" 0 ) D D 
0 0 • " I ? D l 
p p 0 D 
[ ( • " 
1 } 

Figure A-7. Venice font character set (normal, SHIFT, OPTION, SHIFT-OPTION) 
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7lQlDlljiJD £liD'illl 

0 0 0 0 \ I 0 0 
1 ' D D I I 0 D 
2 (i) D D • i 0 D 
3 t1 D D ~ • 0 D 
4 • 0 0 ' , 0 D 
5 ~ D D ' • 0 0 
G 0 0 D ~ " 0 D 
1 lc D D j , 0 D 
8 • 0 0 k 1 0 D 
9 { D D 1 ]. D D 
0 J 0 D 0 0 

D D 
• + 0 0 ' J 0 0 
Q • 0 0 X .I 0 0 

• • 0 0 e ' 0 0 
e e D D b ' 0 D 
t • D D b I D D 
t 1t D D a • D 0 

' I D D 11l • D 0 
u II D D D D D 
t I D D D D D 
0 • D D I ? 0 D 
p ' D D 
r { " 

,. 

J } 

Figure A-8. London font character set (normal, SHIFT, OPTION, SHIFT-OPTION) 
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rmn:plltl@l •Y= 

4 \ I < :. • 
1 [] a 8 ' A 
2 @) nt [] I s 8 [] 

3 • f. [] d D [] [) 

1 ' c [) f F [] [) 

5 " [] [] g G 0 [] 

6 [) [) b B [] [) 

7 & [) [] j J [] [] 

8 • • 0 k K [] [) 

g ( • [] 1 L [) [) 

0 ) I [] [] 

•• • IE 
= + [) [] z z [] [] 

q 0 II IE z I [] [) 

DJ w [] [] c c t; ~ 
a E [) • v D <> 
r B I) [) b B D [) 

t T [] D n [) 

g y y [] m m D [] 

u u [) ( [] [] 

i I [) ) [] [) 

0 0 • I I ? [] L 
p p [) [] 

[ ( " It 

] I 

Figure A-9. Athens font character set (normal, SHIFT, OPTION, SHIFT-OPTION) 
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MrrlnliiJChiD!!IJIW: 

0 .. \ I 0 0 
1 I 0 D a A 0 D 
8 @ D 0 I 8 0 D 
I # D D d I) 0 D 
4 • D 0 f , D D 
5 X D D u G 0 D 
6 D D D h H D D 
7 & D D J J D D 
8 • D 0 k K 0 D 
9 ( 0 0 I L 0 D 
0 ) D 0 0 D 

D 0 
= + D D z z 0 0 
q Q D D X X 0 0 
m w 0 0 0 c 0 0 
8 E D 0 y v 0 0 

• R 0 0 b B 0 0 
t 'I 0 D n N D 0 
J y D D • M 0 0 
0 u 0 0 ( 0 0 
I I 0 0 > D 0 
0 0 0 0 I ? 0 D 
p p 0 D 
[ { ,, ,, 
] ) 

Figure A-10. San Francisco font character set (normal, SHIFT, OPTION, 

SHIFT-OPTION) 
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YIM ... •D= 

0 \ I 0 0 
I I i 0 a A d A 
2 @ 0 0 s s 0 0 
J # 0 0 d D 0 0 
4 s ¢ 0 f f 0 0 
s i 0 0 g G 0 0 
b 0 D n H 0 0 
7 &. 0 0 J 3 0 0 
8 * • 0 k K 0 D 
9 ( D 0 I L 0 0 
0 ) 0 0 0 , 

0 0 
= + 0 0 2 z 0 0 
q Q D D )( X 0 D 
w w 0 0 c c c c 
e f. 

, 
0 v 0 0 v 

r R 0 0 b 8 0 0 
t 1 0 0 n N 0 
y y 0 0 m M 0 D 
u u 0 J 

( D D 
i I 0 > 0 0 
() 0 (6 0 I ? D l 
p p 0 0 
{ { II ,, 
J J 

Figu.Te A-11. Los Angeles font character set (normal, SHIFT, OPTION, SHIFT-OPTION) 
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lj4\UJru!l Jlll!JIU][; 

<!) "Co <!) 0 .. f 0 0 
f .9 D D p J ~ 

a (1: D D .w.,. 8 D D 

' t D D ... ~ 0 D 
& l D 0 t ...... o 0 
~. D D a [Jllllll0 D 

~ ' D D Q .JiiL D D 
~ ~ D D If ti.D D 
l:i r D D r * D D 

• • D D 0 • D D 
b ~ D D [ ~ D D .. ILo D D ' 

.c 0 D "' • t 0 D ~~ D 0 .. I D D ·I" D 
D 

• m9 D 0 ?; ~ D 
._.. Jffi.fu 0 0 Q ~ D D 
+ i D D 6a ~ 0 0 
l II 0 0 \l •• ~ 0 
8 ~ 0 D 0 •• D D 
~~ ~ 0 D I ~ 0 0 
l = ' 0 - ~ 0 0 
~ ~ 0 ' 9 0 0 
~t 0 0 

• ll D D 
~~o D 

FiguTe .4-12. Cairo font character set (normal, SHIFT, OPTION, SHIFT-OPTION) 
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FONTS, SIZES-, 
AND STYLES 

The Apple Macintosh provides a wide selection of character fonts, sizes, 
and styles available to MacWrite, MacPaint, and many other applications 
programs. The actual fonts, sizes, and styles may vary from application to 

application. Figure B-1 demonstrates some of the character choices that you 
might see. By mixing and matching the various character styles with the 
different fonts and sizes, you have several thousand types of characters to 
work with. 

Character fonts are stored on the System Disk and can be used by any 
applications program. These fonts require a considerable amount of disk 
space. In fact, over a quarter of your disk may be occupied by the fonts. 

You can free up a lot of this disk space if you find that you rarely or never 
use some of the fonts. The Font Mover program that comes with your 
Macintosh System Disk can be used to transfer selected fonts from the Sys­
tem Disk to a document file on a backup disk. Later, if you find that you 
want to restore one or more of these fonts, you can again use Font Mover to 
perform that task. 

The Font Mover program instructs you on how to move fonts into and 
out of the system. If you find certain fonts mentioned in this book that are 
not available in your applications programs, you should check your original 
System Disk for a file called Fonts. You can run Font Mover to check which 
fonts are stored in the Fonts file. 
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Character Fonts: 
Chicago font 

Geneva Font 
New York Font 

ftonaco Font 
Vmt.c;efont 

loUoatoat 
Rthans FODl 

Toronto Font 
Ban lPraooiloo lPon t 

Los Angeles font 
't;r+~Q~(t0 (C81ro Font) 

Text stgles· 
Plain Text 

Bold 
Italic 

Underline 
OUtline 
lhadoW 

Superscripting 
Subscripting 

Character Sizes· 

9Pviat 
10 Point 
12 Point 

14Point 

18 Point 
24 Point 

Figure B-1. Character fonts, styles, and sizes in MacWrite 



'""'m!M 
CtdalpFul 
GentM Font 
NewYortFact 

B(I!Ngjk 
tlllngoFant 
9eneYoFont 
New Yort Font 

U I """ml,; 

nonaco Font 
~ 
latnfnt 

1&.18FIIlt 

Toronto Font 

Foms, Sizes, and Styles I 195 

Ban iJPbdoo 11onl 
Los~l~ford 

Chleegcrfont nonaco Font !lhaa1 Fmt Blln l'nn•llllo l'on t 
Geneva Font 1IBnl.oo FDM Toront.o Font Los Angeles Font 

New York Font '"'= :teat 

Of ""IIR; 
Chicago Font 
Geneva Font 
New York Font 
ftonaco Font 
Vmi.c:e Font 

q. "'""* 
Chicago Font 
Geneva Font 
New York Font 
Monaco Font 
~.'mice font 

Chicago Font 
Geneva Font 

~tftt 
BthasFcmt 
Toronto Font 
Ban "•anulloo!Fon t 
Los Anqetesfont 

JAQou lout 
Bthans Font 
Toronto Font 
Ban !Fraooiloo IF on t 
Los An9eles font 

lo®oufout 
RthansFant 

New York Font Toronto Font 
Monaco Font 
Venice Font 

Ban !Praooiloo IPon t 
Los Angeles font 

Figure B-2. Suggested fonts and sizes in MacWrite and MacPaint 
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When you are using different character types in an applications program, 
you may notice that certain combinations of character sizes and fonts look 
better than others. Both MacPaint and MacWrite "suggest" the best size or 
sizes for a selected font by outlining them in the menu of character sizes. For 
example, if you are in MacPaint and select the London font, when you pull 
down the FontSize menu you will see the 18 point size outlined, telling you 
that this is the best size for London characters. 

Toronto 
San Francisco 
Los Angeles 
Cairo 
Chicago 
Geneua 
New York 
Monaco 
Uenice 

..~'London 

Athens 

9 point 
10 
12 
14 

v'flffi 
24 
36 
48 
72 

This does not mean that you cannot or even should not use character sizes 
other than the recommended ones. It is just that the suggested sizes are the 
best choices under most circumstances. Figure B-2 shows the range of char­
acter fonts and sizes (shown only in the Plain style) that are available with 
both MacWrite and MacPaint. 



A 
Aligning text, 40, 42 
Alphanumeric characters, 135 
Auto-repeat, 26 

B 
Banner text, 130-32 
Box tool. See Shape tools 
Brush Mirrors command, 78, 160-62 
Brush Shape command, 78 
By Date command, 14 
By Icon command, 14 
By Kind command, 14 
By Name command, 14 
By Size command, 14 

c 
Calculator, 22-23 
Change command, 46 
Character set, 178-91 

displaying, 23-24 
special, 136 

Clean Up command, 14 
Clear command 

in the Finder, 14 
in MacPaim, 74 

CLEAR key, 82 
Clipboard, the, 18, 103·05 

commands used with, 13-14 
using to create form letters, 122 
vs. the Scrapbook, 107-08 

INDEX 

Clock 
Alarm, 19·21 
internal, 26 

Close All command, 13 
Close box, 8, 15 
Close command 

in the Finder, 13 
in MacPaint, 73 
in MacWrite, 43 

Command blinking control, 26 
COMMAND key, 16, 80-82, 178 
CONSTRAIN key, 82 
Constrained tools, 85 
Control Panel, 25-28 
Copy command 

in the Finder, 13 
in MacPaint, 74 
in MacWrite, 45 
use with the Clipboard, 18, 104-05 
use with the Scrapbook, 18, 107 

COPY key, 82 
Cursor, 5 
Cut command 

D 

in the Finder, 13 
in MacPaim, 74 
in MacWrite, 45 
use with the Clipboard, 18, 104-05 
use with the Scrapbook, 18, 107 

Dates 
control for setting, 26 
displaying, 20 
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Decimal tabs, 39-41 
Desk Accessories, 17-29 

Alarm Clock, 19-21 
Calculator, 22-23 
Control Panel, 25-28 
Key Caps, 23-25 
Note Pad, 21-22 
Puzzle, 28-29 
Scrapbook, 18-19 

Desktop, the, 5 
Desktop pattern control, 27 
Dialog box, 15 
Directory windows, 6-10 

commands to change display of, 14 
Disk drive, 3-4 
Disks 

commands used to organize, 14-15 
Display Footers/Remove Footers command, 

46 
Display Headers/Remove Headers com­

mand, 46 
Display screen, 3-4 

copying contents onto disk, 156-57 
in MacPaint, 67, 69 
printing copy of contents, 176 

Double-click speed control, 27 
Drawing, freehand, 159-60 
Duplicate command, 12 

E 
Edit menu 

in the Finder, 13-14 
in MacPaint, 74 
in MacWrite, 45 

Edit Pattern command, 77-78, 163-65 
Editing text 

in MacPaint, 126-28 
in MacWrite, 35-36 

Eject command, 13 
Empty Trash command, 14 
ENTER key, 15, 127·28, 178 
Erase Disk command, 15 
Eraser tool. 71 

F 
Fatbits command, 76 

using to design patchworks, 93-94 
File menu 

in the Finder, 11-13 
in MacPaint, 72-73 
in MacWrite, 43-45 

Fill command, 74 
Filled shape tools, 71-72 
Find command, 45-46 

Finder, the, 6 
menu bar of, 10-15 
printing with, 175 
shortcuts with, 15-16 

Flip Horizontal command, 74 
Flip Vertical command, 75 
Folders, 6 
Font menu 

in MacPaint, 78-79, 126-27 
in MacWrite, 47 

Fonts, 47, 48 
character sets for all, 181-91 
display of all, 79 
emphasizing text with different, 59 
suggested sizes for difrerent, 195 

FontSize menu, MacPaint, 80, 126-27 
Footers, 47-50 

commands used with, 46 
use in reports, 62-64 

Form letters, 122 
Format menu, MacWrite, 46-47 
Formulas, 133-44 

creating with MacPaint, 139-44 
creating with MacWrite, 135-39 
defined, 133-34 
moving into MacWrite, 144 

G 
Get Info command, 12 
Goodies menu, MacPaint, 75-78 
Grabber tool, 70 
Graphics objects 

integrating into text files. 120-21 
manipulating text as, 128-29 
selecting. 104 
shading, 167-69 

Grid command, 76. 85-89 
using to design patchworks, 89-93 

H 
Headers, 47-50 

commands used with, 46 
use with letterheads, 120-21 
use in reports, 62-64 

Headings 
creating chapter, 146-51 
designing different level, 53, 55 
inserting in text, 54, 56-59 

Hexagons 
designing, 95-97 
drawing patchworks with, 98-100 

Highlight box, 61-62, 151-54 
Highlighting text, 59-62, 151-54 



I 
Icon boxes, 152-54 
Icons, 5 

copying Macintosh, 155-57 
Insert Page Break command, 47 
Insert Ruler command, 46 
Insertion poim, 13, 33 
Insertion poim blinking rate control, 27 
Introduction command, 78 
Invert command, 74 

K 
Keyboard, 3-4 

illustration of, 137 
Keyboard touch control, 27 
Keys 

L 

control, 177-78 
special, 138 
standard, 137 

Lasso tool, 68-69 
Letterheads 

creating, ll3-19 
integrating into text files, 120-21 
using to create form )etters, 122 

Line spacing, 40 
Line tool, 71 
Line width palette, 67, 72 

M 
Margins, 37-39 
Menu bar, the Finder, 10-15 

Edit menu in, 13-14 
File menu in, ll-13 
Special menu in, 14-15 
View menu in, 14 

Menu bar, MacPaint, 72-80 
Edit menu in, 74-75 
File menu in, 72-73 
Fom menu in, 78-79 
FontSize menu in, 80 
Goodies menu in, 75-78 
Style menu in, 80 

Menu bar, MacWrite, 40-47 
Edit menu in, 45 
File menu in, 43-45 
Fom menu in, 47 
Format menu in, 46-47 
Search menu in, 45-46 
Style menu in, 47 

Menus, pull-down, 5 
Mouse, 3-4 

clicking, 5 

Mouse, continued 
double-clicking, 5, 15, 82 
dragging, 5 
drawing, 159-60 
shift-clicking, 15 

Mouse tracking control, 26 

N 
New command 

in MacPaint, 73 
in MacWrite, 43 

Note Pad, 21-22 

0 
Open command 

in the Finder, 12 
in MacPaint, 73 
in MacWrite, 43 

Open Footer command, 46 
Open Header command, 46 
OPTION key, 24, 80, 177 

Index I 199 

Special characters accessible with, 
135-36 

Oval tool. See Shape tools 

p 

Page Setup command, 43-44, 172 
Paint brush tool, 70 

using for freehand drawing, 159-62 
Paint bucket tool, 70 
Palettes, 67-72 

line width, 67, 72 
pattern, 67, 69 
tool, 67, 68-72 

Paragraphs, 36-37 
Paste command 

in the Finder, 13 
in MacPaint, 74 
in MacWrite, 45 
use with the Clipboard, 18, 105 
use with the Scrapbook, 18, 106-07 

Patchworks 
designing, 89-93 
with hexagonal motifs, 93-l 00 
tools used to create, 83-85 

Pattern paleue, 67, 69 
Patterns 

creating custom, 163-65 
Pencil tool, 70 

using for freehand drawing, 159-62 
Poin'ter. See Cursor 
Prim Catalog command, 73 
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Print command 
in the Finder, 13, 175 
in Mac Write, 44, 172-74 

Print Draft command, 73, 171-73 
Print Final command, 73, 172-73 
Printer, 3-4 

Apple Imagewriter, 171 
Put Back command, 12 
Puzzle, 28-29 

Q 
Quit command 

R 

in MacPaint, 73 
in MacWrite, 45 

Repeating keys rate control, 26 
Reports, 51-64 

designing headings for, 53, 55, 146-51 
guidelines for writing, 51-52 
headers and fomers in, 63-64 
highlighting text in, 59-62, 151-54 
setting up using rulers. 54, 56-57 

Revert command, 73 
Rotate command, 75 

using to design patchworks, 92-93 
Rulers, 37-40 

s 

commands used with, 46 
copying, 57-58 
creating a report using, 54, 56-57 

Save As command 
in MacPaint, 73 
in MacWrite, 43 

Save command 
in MacPaint, 73 
in MacWrite, 43 

Scrapbook, the, 18-19, 106-07 
vs. the Clipboard, 107-08 

Scroll bar, 9- 10, 35 
Search menu, MacWrite, 45-46 
Select All command, 14 
Selecting 

graphics objects, 104 
text, 36 

Selection rectangle tool, 69-70, 128-29 
Set Page # command, 46 
Set Startup command, 15 
Shape tools, 71-72 

Short Cuts command, 78 
Shortcuts 

for the Finder, 15-16 
for MacPaint, 80-82 

Show Clipboard command 
in the Finder, 14 
in MacWrite, 45 

Show Page command, 77 
Show Rulers/Hide Rulers command, 46 
Size marker, 10 
Sizes, character, 80, 193-95 
Speaker volume control, 26 
Special menu, the Finder, 14-15 
Spray paint tool, 70. 167-69 
STRETCH key, 82 
Style menu 

in MacPaint, 80, 126-27 
in MacWrite, 47 

Styles, text, 17, 49, 80 
display of all, 194 
emphasizing with, 59-62 

T 
Tabs, 39-40 
Text 

aligning, 40, 42 
creating banner, 130-32 
editing. 35-36 
highlighting, 59-62, 151-54 
selecting, 36 
transferring between programs, 108-09 
using with MacPaint, 126-32 

Text tool, 70, 126-28 
Time control, 26 
Title bar. 8, 34 
Title Page command, 17 
Title pages, 47 

use in reports, 63-64 
Tool palette, 67, 68-72 
Trace Edges command, 74, 132, 165-67 

u 
Undo command 

in the Finder, 13 
in MacPaint, 74 
in MacWrite, 45 

UNDO key, 82 

v 
View menu, the Finder, 14 
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