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Pro 
FileMaker Pro started as a simple database years ago and has become an easy­
to-use, yet powerful application. Databases are difficult to learn at best, but 
Claris has done a good job at making FileMaker Pro the easiest to get started 
with. It has the same type of interface that you might remember from Mac­
Write II and MacDraw. In the following sections, you'll use FileMaker Pro to 
create a small, familiar address book type of file that tracks your business 
contacts. 

a Da-eabase 
Before you plunge into the building of a database, you should plan out its 
design. You may even want to make a rough sketch with a pencil and paper, 
so you have an idea of how you are going to organize things. Even if you just 
scribble the thing out on a napkin, any design is better than no design. After 
all, a database is a just a way of organizing information. The better you or­
ganize it, the easier the information is to find and use. 

The basic building blocks of database organization are fields and records. A 
field is an area that stores a single piece of information. It's like one line on a 
card of your rolodex. Each field of your address book will store a different 
type of information. You put together a bunch of fields to make a record. 

A record is about the same as a single rolodex card. It contains all the infor­
mation about a single item. You put the records into some kind of logical 
order, so you can zip through them and find things quickly. Alphabetical 
order works well for lists of names or objects. 

If you are organizing a list of names and addresses, for example, you set up 
fields for the name, street number, city, state, and zip code for the records. 
Then you fill in the fields with data for each person, so each one has a 
separate record. Then you put the records in alphabetical order, so you can 
look up any person's information by going to their name. In the sample ex­
plained below, you'll see each step of the process in detail. 
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F~aure 11.1 
The FileHaker Pro icon 

Openllna a Docu111en-e 
You have to take different steps to open a new document in FileMaker Pro, 
depending on whether you have started the application or not. Use the fol­
lowing steps if you have not started File Maker Pro: 

1. To start the application, double-click on the FileMaker Pro icon, 
as shown in Figure 13.2, or double-click on an alias of it. A 
dialog box appears, asking you to open an existing document or 
create a new one. 

t. Click on the New button. The New File dialog box appears. 

1. Type in a name you like, such as Business Contacts. 

4, If you want the file to be stored in a different folder from the one 
listed, use the menu under the folder title to move a new folder. 

5, Click the New button again. The Define Fields dialog appears, 
with the cursor in the Name box. 

~ 
FileMaker Pro 

To open a new document if you have already opened File Maker Pro and are 
looking at an existing database file, use the following steps: 

1. Choose New from the File menu. The New File dialog box 
appears. 

t. Type in a name, such as Business Contacts. 

1. If you want the file to be stored in a different folder from the one 
listed, use the menu under the folder title to move to a new 
folder. 

f, Click the New button again. The Define Fields dialog box 
appears, with the cursor in the Name box. 
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You are now ready to set up the fields of your address book. Follow these 
steps to make them: 

1. Start by typing First Name in the Name box (if you make a 
typing mistake, use the Delete key to fix it). The Create button 
comes to life. 

I. Click the Create button, as shown in Figure 13.3. Notice that 
the field name is displayed in the text box. 

!1. Repeat steps 1 and 2 to create fields for the following 
information: 

Last Name 

Street Address 

City 

State 

Zip Code 

Phone Number 

f, Now look over your field names in the list box at the top of the 
dialog. If you created a field name that has mistakes in it, select 
the field name. Then select the typo in the Name box, type in 

Define Fields for "Business Contacts" 

Name View by I creation order .,..I 
Q 

Name I First Name 

.--Type ·-····-····-·-·--·-····························-····-·-·········································1 

I ® TeHt 31:1 0 Picture 38P I 
! 0 Number 38N or Sound I 
i 0 Date 38D 0 Calculation 38C ~ 
l 0 Time 381 0 Summary 38S ! 
t .. -·-·-·-·-·--0-00000000000000000ooo00000-0-00000000000000000000000000000o000000000000000000000000000000000000000.! 

([ Create .. II( Options ... ) 

[ Change ( Duplicate J 

Delete ) ( Done 

F~sure 11.1 
Defining fields for database 
records 

Using FileMaker t+o 301 



• • • • • • • • • • • • • • • • • • • • • • • • • • 

..... p 
To see what mode you are 

in, look at the indicator bar 
at the bottom of the win­

dow, near the left side. 

F•gure I :1.4 
Entering a record's data in the 

fields 

the correction and click the Change button. This corrects the 
selected field name. 

5. When the fields are all correct, click the Done button. 

The Define Fields dialog box goes away and a blank record appears, with the 
fields you defined. 

Enterina Records 
After you click the Done button, FileMaker moves into Browse mode. This is 
the place you go when you want to enter or edit a record. Use the following 
steps to create your first record, beginning with the First Name field . 

Iii 

I. Click in the blank space to the right of where it says First Name. 

2. Type Tracey. 

il. Press Tab to advance to the next field . 

4. Type Smith and press Tab again to advance. 

5. Fill in the remaining fields for Tracey, using the information in 
Figure 13.4. 

Business Contacts 

R-.!s: 
4 

FirstNU>e 

LastNU>e 

Street Address 

City 

Stale 

Zip Code 

Phone Number 

!OOI.-.IIIIIIIIi:l ¢ 1 
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6. Choose New Record from the Edit menu. You now have a blank 

record and the cursor is in the First Name field. You did not 
destroy the last record, you merely added another blank card to 
the rolodex-type stack. 

l • Create the following records, using the same procedure you 
used for Tracey$: 

Adam Adams 

789 Some Blvd. 

New York, NY 12345 

(123) 555-0987 

Mike Mandel 

456 That Way 

Chicago, IL 7654 3 

(321) 555-4567 

Mark Mandel 

456 That Way 

Chicago, IL 76543 

(321) 555-4567 

In most applications, you'd want to save after doing all this, but you do not 
have to save your work in FileMaker Pro; the application saves your files to 
the FileMaker Pro folder. In fact, there is no Save command in FileMaker 
Pro's File menu. 

Us~na -ebe ,.oolbar 
Now that you have a little database to work with, you can manipulate it with 
the tools FileMaker Pro offers. Some of the most accessible and useful of 
these tools are located on the toolbar in the area to the left of your record. 

• The title "Layout #1" at the top of the bar means that this is 
your first layout. You will create another layout later on. 

• Just below the layout marker is a picture of a rolodex. This 
rolodex is a representation of your database file. If you click the 
bottom card of the rolodex, you advance to the next record. 

~ 
Mote~ 

If you press Tab when you 
have filled the last field of 
a record, the cursor advan-
ces to the first field in the 
record again. 
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Clicking the top card moves you to the previous record. (If you 
are at the top card of the database, the previous card button will 
be blank; if you are at the bottom the next card button will be 
blank.) You can move quickly through the database by sliding 
the bookmark. Nifty, isn't it? 

• The buttons at the bottom of the window let you change your 
view of the database. The number 100 tells you the magnifica­
tion percentage that you are seeing. To magnify the card, click 
on the button showing a large mountain; to shrink the card, 
click on the button showing a distant mountain, and to get back 
to 100 percent, click on the current percentage number to the 
left of the mountains. 

• The last button looks just like a little FileMaker Pro window 
with the toolbar highlighted. Clicking on this button makes the 
tool bar disappear. This can be great if you need a little more 
space to work with, especially if you are working on a small­
screen Macintosh. 

None of these lower buttons changes your database; they just change the way 
you see it, so you should try them all out. Experimentation is the best way 
to make yourself comfortable, and a good program like FileMaker Pro en­
courages you to experiment. 

SoPC;jna Records 
OK, so you've got an address book and you can flip back and forth between 
the records. So far, so good, but you may be wondering how this is any better 
than the rolodex on your desk. Well, for starters, it's a lot more flexible. If you 
want your records to be in a particular order, you can have FileMaker Pro sort 
them in just about any order you can imagine. For example, you could have 
FileMaker Pro do what you'd normally do with a rolodex-sort alphabetically 
by last name. Or you could sort the addresses by state, or by first name, if you 
have trouble remembering last names. Sorting is one of the most often used 
features of a database. Follow the steps below to sort your database by last 
name. 

I, Choose Sort from the Select menu. A large dialog box appears 
with many choices in it. You can ignore most of them for now. 
The important things are the two list boxes. The box on the left 
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represents each of your fields. The box on the right represents 
the sorting order. 

2, Click on Last Name in the left list box. 

1. Click on the Move button as in Figure 13.5. 

4, Last Name appears in the sort order list. This means that the 
alphabetical (ascending from A to Z) sorting will start with the last 
name of each person, just like in a real address book. You still have 
a problem, though; the two brothers have the same last name. 

5, To sort by first names too, click on First Name in the left list 
box, and then click the Move button again. Now when the com­
puter gets to the brothers it will sort them by their first names. 

6, Click the Sort button to put your address book in alphabetical 
order. 

Sort Records (English) 

Field List 
Clear ~F-irlsltN-~,m~~--llllllf! 

Street Address (» MouelfJ 
City 
State ([ Sort ]} 
Zip Code 
Phone Number ( Unsort 

Done 

•• 1 ® Ascending order 
1 •. 0 Descending order 

Sort Order 

0 Include summary fields 

1 •• 0 Custom order based on field's ualue list 

Ftndtna Records 
You can also use FileMaker Pro to find records or particular groups of 
records. Suppose you need to contact everyone in Chicago for a business con­
vention. If you were using a real address book, you'd have to leaf through the 

F~aure 11.5 
Setting up sorting order 
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whole thing page by page, looking for contacts that live in Chicago. This 
would be tedious. Using Find mode, you can easily select all the people from 
Chicago and separate them out, even if you have hundreds of contacts. 

1, Choose Find from the Select menu to enter Find mode. A panel 
appears with the field names and blank spaces, much like what 
you see when you enter data for a record. 

t, Make sure that your toolbar is showing. Click the toolbar button 
at the bottom of the screen if the bar is not in view. 

1, Tab down to the field labeled City and type Chicago. 

4, Click on the Find button in the toolbar or press the Return key 
on your keyboard. 

You're done! No leafing, no looking. You should now be back in the Browse 
mode with only the people from Chicago showing. You can double-check to 
see that you are truly in the Browse mode by pulling down the Select menu 
and making sure that there is a check mark next to Browse. 

Run through all the records in your database now. All you see are the two 
brothers from Chicago; the other records you typed in earlier are missing. 
Not to worry; they are not actually deleted, they are just hiding so that you 
can look at the specific data that you are interested in. 

To bring all the records back, just choose Find All from the Select menu. Find 
All brings you back to where you were. All the records should now show in 
exactly the way you typed them into the address book. 

Cbana~na Your Layouc 
FileMaker Pro's Layout mode is where you do the actual design of your 
database file. To get into it, choose Layout from the Select menu. In Layout 
mode you can change every aspect of your database's appearance on screen 
and on paper. For example, you can change the type style of the field names 
to make them stand out, or you can change the arrangement of the fields to 
give certain information priority. In fact, you can even have several layouts 
that you switch between. In this section, we'll spruce up your address book 
a bit and create a new layout for it. 

1, After choosing Layout from the Select menu, select all of the 
field names. To do this, move the pointer to a position above 
and to the left of all the field names, then drag a selection rec­
tangle down and to the right until it encloses all the field names 
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completely. Release the mouse button and check that all of the 
names have handles (small boxes on the corners). 

I, Now that they're all selected, pull down the Format menu to 
Font. 

1. Choose Times from the Font submenu. (If Times isn't installed 
choose another of your favorite fonts.) 

4, Choosing Times makes the type look a bit small, so pull down 
the Format menu again. This time go into the Size submenu and 
choose 14 or 18. 

Great! Those field names look much better. It would be nice, however, if they 
were arranged a bit better. This is easy; just click and drag the field where you 
want it to go. Using this method I moved the fields as in Figure 13.6. You can 
copy me or pick your own format. The style of your database file is entirely 
up to you, so be creative. 

You can also change the size of your fields by dragging the handles. Make sure 
the tip of the pointer is on a handle, not on the whole field. To make a field 
larger or smaller just drag the handle until the field is the desired size, as 
shown in Figure 13.6. 

L .. ~.~~-~~-~ .... 1 ..................................................................................................................................................................................... .. 
First Name Last Name 

(Elr.s.t.Nrun~ ...................................... J (Las.t.Nrun~ ....................................................................... J 

Street Address 
]s.b::~~.tAddr~ss ............................................................................................................................................. I 

City State Zip Code ~ 
(C.i~ .................................................................. J (S.tat~ ..... J JZjp. .. C.Q.~ ......................... J 

Phone Number 
(l?..bQ.r:l~ .. Numb.~r.... ............................... J 

CBL1 
j""j;~~t~·;"'"i"""'"" ............................................................................................................................................................................ .. 

F~sure 11.6 
Reformatting the fields 
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Add~na i:o i:he Dai:abase 
Once you've set up the basic structure of your database, you're pretty much 
done. Oh, you'll add records, and delete them, and change them, but File­
Maker Pro takes care of the real work-sorting records, finding them, keep­
ing them safe. 

There will be times, though, when you'll want to change your database's 
structure. Maybe your needs have changed, or maybe you have needs that 
you didn't anticipate when you planned your database. Then you'll want to 
add new fields. Let's add a Notes field and a Last Contact field to your address 
book, so you can keep track of your last contact with each person. 

1. Pull down the Select menu and choose Layout. This takes you to 
Layout mode, where you can change the design of your database. 

t, Choose Define Fields from the Select menu. You see the same 
dialog box that you began this chapter with. 

I, Type Notes in the Name box and click on the Create button. 

4, Type last Contact in the Name box and click on the Create 
button. 

5, Now you have two more fields to work with. Instead of clicking 
Done, this time click on the Options button to automate the 
Last Contact field. 

6, Again you see a dialog box swarming with options. You don't 
need to learn them all now, but just think what you could do, 
given a little time and experience! For now, just click in The 
Creation Date check box under the heading "Auto-enter a value 
that is." 

1. Place the pointer on the words Creation Date, pull down the 
menu, and select Modification Date. By choosing this setting, 
you've told FileMaker to automatically update this field to the 
current date every time something inside the record changes. 
Each time you talk to the person, you can make a note in the 
new Note field, and the date will change automatically, so you'll 
always know when you last talked to the person. 

8, Click the OK button and then click the Done button to get back 
to your new layout. 

I, Adjust the font, size, and position of the fields to match the rest, 
as in Figure 13.7. 

3 0 8 Chapter 13: Databaees 



• • • • • • • • • • • • • • • • • • • • • • • • • • 

L .. ~.~~.~~.~ ... J ...................................................................................................................................................................................... .. 
First Name Last Name 

(Elr.s.t.blam~ ...................................... J ,..,...(La:....;..s..,.....,.t.bl,...... .. am..;;...;.,.,;;;~= ...... .;;_ ..... -..... -..... -..... -..... -..... -...... -..... -..... -..... -..... -................ J 

Street Address 
JS.!r.~~.tAdQr:~ss ............................................................................................................................................. J 

City 
JC.l~ .................................................................. J 

State 
(S.tat~ ..... J 

Zip Code 
IZ4l .. C.Q.d~ ......................... J 

Phone Number Notes 
(P..hO.r.l~ .. Mumb.~r ................................... J rbi~Q.~t~;.;;..S .. ;;_ ..... -..... -..... -..... -..... -..... -.... -..... -..... -..... -..... -..... -..... -..... ~ .. ~ 

Last Contact ...................................................................................... .. 
(Las.t.C.o.ota!::t .......................................... J ...................................................................................... .. 

~ ..... -.. ---···-·····--····-··-······- ;;,:;;;;;;;;;;:~~~:=.~~~:.~:;;;;;;;;::;;,~;;;;;;;;;;;;,; ~r··········-

Crea-e~na a Ma~ljna 
For the grand finale, we'll make your address book capable of producing en­
velopes. Creating mailings is one of the greatest features of databases. Once 
you set up FileMaker Pro to print out your envelopes, you can go have lunch. 
When you come back your printer will have produced a tremendous amount 
of work with only minimal effort on your part. 

Before you envision a mass mailing to the world, create the new layout. Don't 
worry about the old layout; FileMaker Pro saves it and you can get back to it 
in the Layout menu at the top of your tool bar. 

1. First, make sure you are still in the Layout mode. Choose 
Layout from the Select menu if you aren't. 

t, To start a new layout, choose New Layout from the Edit menu. 
FileMaker Pro presents you with a dialog box to let you set the 
name and type of your new layout. 

!1. Type in Envelope Layout and click in the Envelope radio button. 

4, Click the OK button. The dialog box that appears allows you to 
choose which fields you want to be printed on your envelope. 

F~aure 11.7 
Formatting new fields to match 
a layout 

Uelng FlleMaker Pro 3 0 9 



• • • • • • • • • • • • • • • • • • • • • • • • • • 

F~aure 11.8 
Setting the field order 

5, Click on each field you are interested in, then click the Move 
button. The field names for the envelope appear on the right 
side of the dialog box. The order is important, so be sure that 
your dialog looks like Figure 13.8 when you are all done. If you 
make a mistake, click the Clear button and start again. 

Set Field Order 

Field List 

First Name 
Last Name 
Street Rddress 
City 
State 
Zip Code 
Phone Number 
Notes 

Field Order 

First Name 
Clear 

Moue 

6, When you're done, click the OK button to get back to designing 
the layout of the envelope. The fields you selected are stacked 
up at the bottom of the window. 

J, Orient the fields so that each is on its correct line, as shown in 
Figure 13.9. This can be a little tricky when working with small 
fields. Here are a couple of hints for moving fields around: 

• Use the magnification buttons (below the toolbar) to magnify 
what you're working with. 

• Fields can be moved by a single pixel by selecting the field 
and using the arrow keys. This is great for tiny adjustments. 

• Drag a selection rectangle around all the fields if you want to 
move the whole batch to a better position on the envelope. To 
deselect the whole batch, click somewhere in blank space 
with the pointer. 

When you get the layout looking something like Figure 13.9, pat yourself on 
the back. You have just created an envelope layout. You can switch back to 
the first layout by using the toolbar. Click on Envelope in the Layout box at 
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Wir.stN.arneJ(L~tN.arne ................................................ J 

~SM~e.l.hl1dr:es.:. ............................................................... J 
[~it\1 ............................. 11St~e .. @ip .. C.ol1e ............................ [ 

~ 

the top of the bar and a pop-up menu will appear with all your layouts in it. 
Look at the first layout if you want, but then switch back to Envelope layout 
and try looking at some of the data in it by choosing Browse from the Select 
menu. You may want to go back to Layout mode to resize and move the fields 
a bit to line up the par ts of the address. 

Once the address looks good, everything would be dandy if you had en­
velopes preprinted with your return address. But preprinted envelopes are 
expensive, and you have a Mac to work with. So why not have FileMaker Pro 
print your name and address in the correct position of each envelope? 

All you have to do is add a header that wi ll be the same on every envelope. 
The header is separate from the body of the layout, where the record fields 
appear. 

I, Go back to Layout mode by choosing Layout from the Select 
menu. 

I, Make sure that you're back in the Envelope layout by using the 
pop-up menu for layouts at the top of the toolbar. Click on it 
and select Envelope Layout. 

Fisure 1 i1.9 
Adjusting the layout for 
envelope addresses 
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Fllaure 1 J.l o 
The completed layout for an 

en~elope 

J, Click on the A tool in the toolbar. This allows you to create 
fields of text that don't relate to the data that you've entered in 

the records. 

4, Move your cursor to the header section of the layout and type in 
your return address. Don't worry, the field expands as you type, 
and you can press Return to start a new line. 

5, Click the pointer tool, then click in the return address to select 
it and drag it to the left side of the header area, as shown in Fig­

ure 13.10. 

This example, although it looks great on the screen, is somewhat simplified. 
To actually make the envelopes print you have to set the computer up for 
your exact envelopes and your exact printer. The following example shows 
how to print envelopes on a Laser Writer NT. The steps may be different if you 
have a different printer, so see your printer's owner's guide for details. 

I, Choose Page Setup from the File menu. 

2, Choose Envelope - Edge Fed from the pop-up menu for the 
Tabloid option, click the Landscape orientation option, and 
click OK. 

Your Name 
Your Address 
City, State, Zip Code 

~ll.astNfi.IXle. ......................................................... l 
(S.u:ee.tMd~s.s ..................................................................... l 
l~i~v ............................. I(S.IJMe..JjZiP .. C.od.e ............................ J 
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I, In Layout mode, raise the address fields until they are in the 

center of the upper envelope, just under the header. Make sure 
your return address is still placed correctly in the header area. 

f, If you see a slashed line under the address fields, raise the body 
marker in the bottom left comer of the envelope until the 
slashed line disappears, so your layout looks like Figure 13.10. 

5, Choose Print from the File menu. 

6, In the Print dialog box, click the radio buttons for Manual Feed 
Paper Source and the Current Record. 

J, Open your LaserWriter NT multipurpose tray, as explained in 
"Manual Feed Printing" in the owner's guide. Place the en­
velopes face down in the feeder. 

8. Click Print. Click OK in the two PrintMonitor dialog boxes. 

Your envelopes print out! 

Sawina and Prin-eina a 
Fileltaker Pro Docu111en~ 
One of the best features of FileMaker Pro is that it saves your work automat­
ically. You never have to choose Save while working with FileMaker Pro. In 
fact, it's not even an option. As soon as you enter data or change a layout it 
automatically saves everything for you in the File Maker Pro folder. However, 
if you want, you can save a file to a different folder by choosing Save a Copy 
as from the File menu. 

Printing in FileMaker Pro is not as cut-and-dried as saving, but there are quite 
a few added features to help you know when everything is going to print out 
well. To print the address book that was created in this chapter, simply 
choose Print from the File menu and then click the OK button in the Print 
dialog box. 

For most cases this should be all you need to do to print out your file. How­
ever, there are a few exceptions. FileMaker likes to print out everything, and 
if you have hundreds of people in your address book this could be pretty in­
efficient. In these situations it would be better to print only a portion of the 
file. Near the bottom of the Print dialog box there are a few options that allow 
you to print different portions of your file, such as just the current record. 
Choose the one that you need and go on printing as usual. For more infor­
mation on printing, see Chapter 3. 
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,.roubleshoo~llna Problems 
wll~h Fllleltaker Pro 
The following subsections cover the problems you are most likely to have 
while working with FileMaker Pro. 

lo• Enouab Memory 
This problem will only occur if you have just double-clicked on the File­
Maker icon. Since FileMaker is an extremely complex program, it takes up a 
considerable amount of your Mac's RAM. 

To solve this problem, you need to free up some memory to give to FileMaker. 
Start by turning off any system extensions you don't need. These devices can 
be "turned orr· by removing them from the System Folder or by holding 
down the Shift key when your Mac is starting up. 

If this doesn't work, you might try increasing the amount of memory allo­
cated to FileMaker Pro. See Chapter 7 for more information on memory al­
location. If you can't give FileMaker Pro enough memory to start it, you'll 
have to add some RAM to your Mac. See a qualified technician for help. 

When You Press lab, •be Cursor Goes •o 
•be Wrona Jjelds 
Unfortunately, the computer is not quite intelligent enough to decipher in ex­
actly what order you would like the cursor to go. It moves the cursor to the 
next field in the order that the fields were created. This is fine for most pur­
poses, but when fields get moved around, then FileMaker Pro gets confused. 

To fix this, choose Layout from the Select menu. Then choose Tab Order from 
the Arrange menu. A small window will appear on the screen to help with 
the different options for setting the tab order. In your database file, your fields 
should be displayed with an arrow next to them. If the Tab Order window 
covers your fields, you can move it by dragging it from its title bar. Each 
arrow now displays its current order. Click in the Create New Tab Order 
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radio button to clear the incorrect order. To set their new order, click on each 
field in the correct order. When you're finished, click in the OK button and 
your troubles should be solved. 

ltjss•na Records 
You may have accidentally deleted a record, so before trying anything else, 
see if you can undo the deletion by choosing Undo from the Edit menu. If 
this doesn't help, you may be in the wrong mode for viewing your records. 
For example, if you're in Find mode, only a small portion of your records are 
available for viewing. just choose Find All from the Select menu, and you'll 
be back in Browse mode, and back in business. 
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FirBt Step6 
To open a new file for Quic;ken ac;c;ounte: 322 

If you have never opened Quicken before, you see a dialog 
box that asks if you are upgrading; click No in it to get into 
the dialog box for naming your new accounts file. If you 
have used Quicken before, it opens a window showing the 
last check register you had open. In this case, choose New 
from the File menu and click New File in the small dialog 
box that opens. The dialog box for naming opens, so you 
can name the file for your accounts. Once you have named 
your new file, click New. When the dialog box for setting up a 
new account opens, enter the name of the first account you 
want to open, enter the balance of your account and the date 
of your last bank statement, and add a note or the account 
number for reference. Click OK and Quicken sets up the ac-
count; the account register soon appears in a window. 

To rec;ord a c;hec;k in the Quic;ken c;hec;k 
register: 326 

The Quicken register works much like a standard paper 
check register. First you enter a date, then press Tab to 
move to the next field, where you enter the check number. 
You must press Tab after entering data for each of the fol-
lowing fields: the description or name of payee, the amount 
of payment, a memo (if you need to add one), and the 
category. When you have filled in all the data, click Save to 
complete the entry and lower your balance. 
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CHAPTER 14 

To enter a deposit in the Quic;ken register: 
You enter a deposit much as you enter a check, but you tab 
past the number field, enter a description of the source in­
stead of a payee, and tab past the payment field so you can 
enter the amount of the deposit in the deposit field. You can 
use a category for a deposit if you get deposits regularly 
from the same source. When you click Save, your balance 
increases. 

To write a c;hec;k using Quic;ken: 
If you don't have Quicken checks, you have to obtain them 
before you can start. Then choose Write Checks from the 
Account menu. When you see the check writing window, 
enter information in the date, payee, amount, address, 
memo, and category fields. Press Tab to move from field to 
field (if you press Return, Quicken thinks you are clicking 
the Save button). After filling all the fields, click the Save 
button to complete the transaction. 

327 

330 

319 



• • • • • • • • • • • • • • • • • • • • • • • • • • 
Do you need help with your financial affairs? You can't get cash advances 
from your Mac, but you can get help with the nitty-gritty chores of keeping 
your finances in order. Personal money managing applications make it 
simple to manage your checkbook and keep track of your financial situation. 
You can automate recurring transactions, print out checks, plan your budget, 
and check your net worth, all without having to scribble tiny ciphers in a 
giant double-entry ledger. And the Mac does all the calculating for you, so 
you can be sure your records are accurate when it comes time to prepare your 
tax returns. 

The best personal finance applications make it easy to set up your check 
register and bookkeeping files. They automate repetitious tasks, but make it 
easy for you to enter the figures that vary month to month. You can keep 
simple records of where your money carne from and how you spent it, or you 
can generate sophisticated reports to aid in financial planning. 

Wbllch Money tlanaallna 
Appl~cacllon for You1 
There is a wide range of applications that can help you with your personal 
finances. The simplest ones are just computerized checkbooks with the 
ability to print out checks and keep a tabulated register. The most advanced 
financial management applications can do specialized tasks for different 
types of financial management. Some can take care of small business needs 
like accounts payable and receivable, inventory control, and payroll. Other 
money managing applications can track investments and project their future 
values, based on detailed analysis of data you enter. 

Baraa~n Budae~~na ,.ools 
Of the personal finance tools that cater to the penny-pincher, Quicken is the 
most popular, and for good reason. The interface and documentation are 
easy; anyone who can keep a check register and balance their checkbook can 
master the Quicken system. Checkbook II covers most of the same ground, 
and although the interface is not so intuitive, the program provides tools to 
design your own checks, and it has a database for addresses. But the basic 
jobs of recording cash flow and preparing records for tax purposes are much 
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easier to handle in Quicken. Quicken can memorize your regular monthly 
payments and print out the checks for you, and it makes budgeting a clear 
and simple process, because the categories of transactions are so intuitive. 
For more information, see "Using Quicken" later in this chapter. 

There are also special-purpose applications, such as Maclntax, that do a great 
job of preparing federal and some state tax forms. Turbo Tax is another tax­
preparation application, but it is much less intuitive and direct; you have to 
be a spreadsheet whiz to get all your data entered. Both of these tax tools can 
accept input from Quicken and from the more sophisticated financial 
management applications. 

Hjah-Cos-t Fjnancjal 
Manaaen~en-t Appljca-tllons 
The higher priced money managing applications aim at either the profes­
sionals who want investment portfolio management, or the small business 
people who want to take care of all their accounts, their payroll, and their 

Publisher: 
Intuit, Inc. 
Upgrades available 

Quic;ken 

Requires: 
Mac Plus or better 
System 6.7 or later 
2MB of RAM 
1MB of free disk space required; 40MB 

hard drive recommended 

Deeariptlon: 

Any Mac-compatible printer; although 
some print checks more easily than 
others 

Quicken Is the best personal accounting application for users who don't have a degree 
in bookkeeping, but who want to get better control of their finances. It can't do business 
tasks like payroll and Invoicing, but for personal finances it is more than adequate. It is 
about as easy to use as a paper checkbook register, and it takes advantage of the Macin­
tosh Interface, so you don't have to learn any special skills to enter your checks and 
deposits, keep track of what you spend In different categories, and print out checks and 
reports. It can also memorize repeated transactions, so you don't have to enter data 
over and over each month. The documentation and support are also excellent. 
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inventory. Andrew Tobias's Managing Your Money (MYM) is the leader in the 
investment managing arena and the most expensive choice. Mind Your Own 
Business (MYOB) is a good example of the small business package. Mac­
Money is cheaper than either MYM or MYOB, and is somewhere between the 
two in features; it can be used as a personal finance tool like Quicken, but it 
has more power to calculate things like loan payments and the ability to 
generate color graphs. If you have a simple business, you may be able to get 
by with MacMoney. If you have a growing, varied business, MYOB would be 
a better choice. If you are developing an investment portfolio and are willing 
to do lots of data entry to make good projections and keep accurate records 
for taxes, get MYM and get busy. 

Usllna Clullcken 
Quicken takes the pain out of writing checks and keeping financial records. 
You set up one or more accounts, then enter transactions, categorizing each 
deposit, check, and withdrawal so you can track it later. If you order per­
sonalized checks for your type of printer, you can print checks instead of 
writing them out. This saves a lot of time and effort, and keeps your records 
up-to-date automatically. 

When your bank statement arrives, you just enter the information and 
Quicken reconciles the account for you. You can create a wide variety of both 
personal and business reports that display transactions by time period, 
category, class, payee, or account. At the end of the year, at tax time, you have 
the information you need at your fingertips. 

Crea-tlina a Flile for Your 
Cluicken Accoun-ts 
When you first open Quicken, you have to start an account. You can keep 
bank accounts, cash accounts, and credit card accounts with Quicken, but to 
start with, you open a standard bank account for checking. 

This section and the ones that follow use a simple account as a model. You 
can create this test model to become familiar with how Quicken works before 
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you start entering your real-life checkbook figures. Take the following steps 
to create a first account called Home Checking: 

I, Double-click the Quicken icon, as shown in Figure 14.1, to start 
the application. What you see depends on whether the applica­
tion has been used before. 

• If the application has never been opened on this disk, you see 
a message box asking if you're upgrading from an earlier ver­
sion of Quicken. Click No. A dialog box for naming a new 
accounts file appears. 

• If the application has been opened before, you see the check 
register that was last open. For example, if you did the Quick 
Tour, you see one of the Sample Data accounts. Choose New 
from the File menu. In the small dialog box that opens, click 
New File. A dialog box for naming a new accounts file 
appears. 

t, Enter a name for the file in the File for your accounts box. Click 
to put an X in the Home categories check box if there isn't one 
there already. Check the Business box too if you have both home 
and business accounts. 

1, Click the New button. Quicken makes your file; a message box 
tells you how the category-copying is coming along. Then the 
Set Up New Account dialog box opens, as shown in Figure 14.2, 
but without the data filled in. 

F~aure 14.1 
The Quicken icon 
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Fjaure 14.1 

The Set Up New Account dialog 
box 

Set Up New Recount 

Recount Name: I C & T Checking 

Recount Type: 
® Bank Recount 

0 Credit Card 

ocash 

0 Rsset 

0 liability 

Opening Balance: .._I __ 5_4_3._2__,1 I as of: 111/22/931 

Note: Enter the ending balance from your last bank statement. 

Description: I #0-314-04321 
(optional) 

···········•···•···························•···· 
c~-<~d~1 Limit~ L. ............................ ~~.:.~~-~~j 

( :::~~ii!;!: .. ~i: 

Cancel Notes 

Openina a llew Accoun-e 
You are moving right along. You have created a file to keep all your accounts 
in, and now you are going right ahead and making your first account to put 
in that file. 

1. Make sure you're looking at the Set Up New Account dialog box. 
Then enter an account name in the Account Name text box at 
the top. The name should tell what the account is for, or who 
uses it. 

1. Leave the default Account Type selection at Bank Account. Press 
Tab to move to the next field. 

1. Enter the opening balance of the account. This should be your 
ending balance from your last bank statement, and it should be 
reconciled. 

4. Enter the date of the bank statement from which you took the 
ending balance. 
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lai...J 

5. Enter an account description, if you want; I put my account 
number here. 

6, Click the Notes button at the bottom of the box if you want to 
add things like the bank's address and telephone number. Click 
OK in the Notes dialog box when you are finished. 

1. Click OK in the Set Up New Account dialog box when you are 
satisfied with the entries. Quicken creates a new bank account 

and displays the account register as shown in Figure 14.3. 

c & T Checking Register 
DATE HUMBER D!SCRIPIIOH PAYM!HI [-1 D!POlll BAlAHC! Q 

MfMO CAlfGORY 

11!22 Open! ng ~lence l-1 543 121 543 [2 
1993 (C & T Checkillill 

· ~:~~ ~ 

n Save H [ l --- Current Balance: $543.21 

* 
Usina i:he Check Reaisi:er 
The register is a record of all the transactions that occur in an account. It 
looks like the paper check register you probably carry around attached to 
your checkbook, with entries for date and type of transaction, check number, 
description, amount, and account balance. There is also a column for a check 
mark to tell when a check or deposit has cleared. 

Each account has a separate Quicken register. Although the register for dif­
ferent account types display different column headings, all registers work the 
same way. 

The first empty transaction line in the register appears with a bold frame 
around it; this is the one you can fill in. You enter transactions in the register 

Fllsure 14.J 
The Register window, showing a 
new checking account 
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by typing information in the fields; the fields are just like the spaces you see 
in your paper check register. Press Tab to move from field to field. When you 
write a check using Quicken rather than by hand, Quicken enters the check 
information in the register automatically. See "Writing Checks" later in this 
chapter for details. 

Once you have entered some transactions as described in the section that fol­
lows, you can use the scroll bar to move through the register window. A date 
box appears next to the scroll bar when you drag the scroll box. The dis­
played date shows you the date of the transaction that will be selected if you 
release the scroll box at that point. 

You can search for, change, or delete transactions in the register at any time. 

Record~na a Check ~n cbe 
Rea~scer 

To enter a transaction in the register, you just fill in the fields. If a blank trans­
action is selected, as in Figure 14.3, just fill in the fields. If it's not selected, 
choose New Transaction from the Edit menu (X- N). Once you have selected 
the blank transaction, you can enter the data for a handwritten check to the 
grocery store. 

1. Enter a date. You can leave the current date, or type any date 
you want. Pressing the plus ( +) or minus (-) key increases or 
decreases the displayed date by one day. After entering the date, 
press Tab. 

t. Enter a check number as shown in Figure 14.4. Press Tab to 
move on. 

I, Enter the description. When recording a check, enter the name 
of the payee. Otherwise, enter a word or phrase that describes 
the transaction. Press Tab to continue. 

4. Enter the amount of the payment. That's the amount of the 
check in this case. Use this field for bank fees and withdrawals, 
too. Press the period key or spacebar to move from the Dollars 
field to the Cents field. Press Tab to go to the Memo field. 

5, Enter a memo if you need to. This field is optional. You can use 
it to indicate an account or invoice number. Press Tab to go on. 
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6, Enter a category. You can type it in, or choose Category & Trans­

fer List from the Shortcuts menu, then find the category that fi ts 
and double-click it. See "Using Categories" later in this chapter 
for details. 

1, Click Save to complete the entry, as in Figure 14.4. Quicken 
does the arithmetic for you, and selects the next transaction line. 

Skip the little field wi th the check at the head of the column (the one to the 
right of the Payment field) . It is for checking off cleared checks as you recon­
cile your account when you get your monthly statement from the bank. 

I Restore I 

Enterina Deposits in the 
Resister 
To get a little more practice, enter a couple of deposits in the register. Tab past 
the number field and enter a description instead of a payee. Tab past the pay­
ment field and enter the amount of the deposit. If you need to specify where 
the deposit came from, and it is a regular source of income, you can make a 
category for it, as described in "Setting Up a Category" later in this chapter. 
Click Save when you are done entering each deposit. Quicken does the math, 
and your balance goes up. A nice thing, even though it never lasts. 

F~8Ure 14.4 
Recording a check in the 
register 
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Correctjna ltjstakes jn -ehe 
Reajster 
If you make a little mistake of just a couple of characters in a field, press the 
Delete key to back up over them, then type in the correction. If you decide a 
whole field is wrong, choose Undo from the Edit menu, then start the field 
entry from scratch. If you decide a whole transaction is wrong and you 
haven't saved it yet, click the Restore button instead of Save. Quicken clears 
all the fields except the date, so you can start over. 

If you decide a transaction is wrong after you have saved it, but before any 
money has changed hands, you can choose Delete Transaction from the Edit 
menu. Quicken puts up a little dialog box to make sure you want to do this 
risky thing. Click Delete if you do. 

If you write a check and then void it after entering the transaction in the 
register, just select the transaction and choose Void Transaction from the Edit 
menu. Quicken undoes the change in your balance and puts the word VOID 
in front of the name of the payee. 

Usjna Cateaorjes 
The secret to controlling your finances is seeing the patterns that are hidden 
in all the detailed information in your accounts. The Category field is the tool 
that helps you see the patterns. Quicken uses the Category field to sort in­
formation into reports. You can create reports at any time to see how you are 
doing on the different categories of income and expenditure. 

Categories let you track expenditures for specific items. For example, you 
might want to see how much money you have spent fixing up the old car you 
are driving. If you categorize these checks as car-repair transactions you can 
create a report showing all the money you have poured into that old heap. To 
limit yourself, you can create a budget and then compare budgeted items to 
actual amounts. 

Your needs determine the categories you set up. Think carefully about the 
categories you want. If you want to compare what you budget with what you 
actually spend, you need a category for each comparison you want to make. 
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Quicken provides you with two lists of categories-one for home, and one 
for business. You can use these lists if you want, or you can create your own 
list of categories. 

Choos~na a Ca~eaory or 
Wransfer Accoun~ 
When the cursor is in the Category field in the register, you can either type 
in the category if you know it, or you can choose it from a list. To get at the 
list, choose Category & Transfer List from the Shortcuts menu (X-L) or 
double-click on the Category field. Select a category from the list by double­
clicking on the category name, as shown in Figure 14.5. Quicken copies the 
category name to the Category field. 

If you can't find a category that the check fits into exactly, you can create your 
own category. See the section that follows for information on how to do this. 

You can also specify transfers of money from one account to another by 
choosing the name of an account from the list. You must have several ac­
counts set up to use this feature. See the chapter on transferring money be­
tween accounts in the Quicken User Manual for details. 

Child Care 
Clothing 
Dining 
Dividend Inc 
DVI videos 
Education 
Entertainment 
Gift Received 
Gifts 

Home Repair 
Household 

Expense 
Expense 
Expense 
Income 
Income 
Expense 
Expense 
Income 
Ex 

F~sure 14.5 
Choosing a category from the 
Category & Transfer list 
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Ftaure 14.6 
Setting up a new category 

seccllna Up a caceaory and 
Addllna lc co che Lllsc 
Use the following steps to define a new category and add it to the list so you 
can choose it for future checks or deposits. 

1. Choose Set Up Categories from the Shortcuts menu. The Set Up 
Categories dialog box appears. 

t. Enter a category name, and if you want, enter a description. 

1. Specify whether the category is an expense or income item and 
if you want it stored as a tax-related item (anything you have to 
report for taxes is tax-related). 

4, Click Save to add the new category to the list, as shown in Fig­
ure 14.6. Click Restore to discard it if you change your mind, 
then click the close box to exit the dialog. 

If you type a nonexistent category name in the Category field on the register, 
Quicken tells you the category cannot be found, and offers you three options: 
select another category from the list, set up this category, or cancel. 

§(!j Set Up Cote_gories 
Category Type 
Auto Exp ~ Category: IDYl uideos I Fuel 
Service I Description: I Royalties from bike uideo~ I Banlc Charges Exp (optional) 

Bonus Inc lilfli Type: Canada Pen Inc iJ!Ill 
Charity Exp W!

1
1 ®Income 181 ToH-related t:l+ Child Care Exp i!1i·l 0 EHpense 

ClothinQ Exp ~I· 
Dining Exp ~ (( Saue ~ ( Restore ) ( H11d SutH ~~ h~I.IOriJ ) Dividend Inc Inc .a. 

Wrllcllna Cheeks 
If you have ordered Quicken checks for your type of printer, you can make 
out a check on your Mac and Quicken will enter the information in the check 
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register and print the check for you. To do this, follow these steps: 

1. Choose Write Checks from the Account menu (31:-j ). A blank 
check appears in a window. 

2. Change the date if you need to. Press Tab to move to the next 
field. 

il. Enter the payee name in the Pay to the Order of fi eld and 
press Tab. 

4. Enter the amount of the check in the $ field and press Tab. 
Quicken fills in the next field for you. The cursor goes on to the 
Address box. 

S. Fill in the payee name and address if you intend to mail the 
check in a Quicken window envelope. 

6. Press Tab to go on to the memo field where you can enter memo 
information if you want. You might want to give the payee addi­
tional information-memo information is printed on the check. 
Or, you might want the information for your own records. Press 
Tab to go on to the Category field. 

7 • Assign a category, in the same way you do for any other 
transaction. 

8. Click Save when you are finished, as in Figure 14.7. If you click 
Restore, the transaction is deleted. 

9. Click the close box when you are done. The register window 
returns. 

c & T Checking: Write Checks 
-o-DATE 11/23/93 If!', PAY TO THE 

ORDER Of Colin MacKenzie, MD $ 46.93 !Iii!! 
forty-~ix end 93/ 1 00************************************* DOllARS 
ADDRESS r·s~~~~;·y;jj'~'y'cj'j'~j'c'""'""'''' ............................... ,l 

i 23 1 6 El Moro Drive ' 
! Scotts Ve11ey , CA 95660 
i 

t. .............................................................................................. ' !t. 

~M=EM=O=======-=================~------------------~~~ I CATEGORY Medicell % 

liiil~ ••_u~ ~ Curre nt Balance : $ 1 377 95 n Seve &lJ I Res tore I : ; ~: ' . 

Warn•na~ 
After typing the name, press 
Tab to move down to the 
next line of the address. If 
you press the Retu rn key, 
the check is saved and a 
new blank appears. 

Fjgure 14.7 
Writing a check 
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Your check is recorded in the register. You can make corrections in the 
register and they will appear on the check, if you haven't printed it yet. If you 
saved a check with mistakes on it, you can select it in the register and choose 
Delete Transaction from the Edit menu, then confirm the deletion in the 
dialog box. 

llen~or~z~na ,.ransact~ons 

If there are checks that you write every month, you can put them on a 
Memorized Transaction List. Then you don't have to reenter the information 
every month. If the amount of the check varies from month to month, you 
can leave the amount blank and fill that field in each time you make out a 
check. 

To create a memorized transaction, use the following procedure: 

1. Choose Write Checks from the Account menu. 

1. In the Write Checks window, enter the check exactly as you 
want it to appear each month. For example, if the amount is 
likely to change every month, as it usually does with the 
telephone bill, leave the amount blank. 

a. Choose Memorize Transaction from the Shortcuts menu (X-M). 
Quicken memorizes the transaction. 

4. You can complete the check and save it as a specific transaction; 
for example, if you did not enter an amount, you can do so now. 

Once you've created your memorized transactions, you can use them to write 
checks by following these steps: 

1. Get ready to write a check. If you are already in the Write 
Checks window, you're set. If you're in the register, choose New 
Transaction from the Edit menu. 

I. Choose Memorized Transaction List from the Shortcuts menu. 

a. When the list displays, double-click on the item you want. 
Quicken creates the check for you. 

If you decide the memorized transaction is not needed after all, you can select 
it in the register and choose Delete Transaction from the Edit menu, as long 
as you haven't printed out the check yet. 
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You can change information in a memorized transaction at any time by 
choosing Edit Transaction from the Edit menu (X- E). just make your 
changes and click Replace in the dialog box. 

To delete a memorized transaction, choose Memorized Transactions List 
from the Shortcuts menu. Then select the transaction you want to delete and 
choose Delete Memorized Transaction from the Edit menu (X-D). Click OK 
in the displayed dialog box to confirm. 

Prini:ina 
You can use Quicken to print custom Quicken checks or checks made by 
other companies. You can also print reports that give an overall picture of 
your finances. How you do this depends on the kind of printer you have. The 
following sections tell you how to do some of the most common printing jobs 
in Quicken. Read your Quicken manual for more information on printer 
setup. 

Prin•ina Checks on a Paae·Orien•ed 
Prin•er 
Use the following procedure to prepare for printing and print checks by the 
page: 

1. Load the checks in the paper tray. Make sure the checks are face 
up. The top of the checks should face into the printer. If you are 
printing to an Apple Personal LaserWriter or HP Laserjet liP, 

load the checks face down. Since the printer pulls the top page 
off the pile, you have to reverse the order of the checks so the 
first sheet is on top when you're looking at the checks face down. 

1. Choose Check Setup from the File menu. Make sure that the 
settings match the paper you have for checks and that the style 
suits you. 

i. Choose Print Checks from the File menu and fill in the Print 
Checks dialog box. 

4, Click OK, as shown in Figure 14.8. 
5, Check the settings in the Print dialog box and click OK to begin 

printing. 
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F~aure 14.8 
Printing checks to a page 

printer 
Print Checks 

Storting check number: ~~~ 
Print: 

®Checks doted through: l tl / 23/ 931 
0 Selected Checks ... 

Checks on first poge: 

'I~ I'll~~~ 
One Two Three 

H OK J Concel 

6. After your checks print, Quicken asks if they printed correctly. If 
they did, click Yes. If they didn't, click No and start the proce­
dure over. 

Printina Checks on a Continuous-Feed 
Printer 
It's probably a good idea to do a test run before actually printing the checks, 
to make sure everything is lined up correctly. Then follow these steps to print 
your checks. 

I. Load the checks in your Image Writer. 

2. Choose Print Checks from the File menu and fill in the Print 
Checks dialog box. If you are printing a sample check, click the 
Check Alignment Test button. 

J. Click OK. 

f. Position the top check. If you're printing to an Image Writer I, 
align the fifth line of the check with the top of the type head. 
Snap the roller into place to hold the checks in place. If you're 
printing to an ImageWriter II , align the top of the check with 
the top of the plastic guard in front of the print head. If you're 
printing to an Image Writer LQ, align the top of the check with 
the top of the print head . 

5. Click OK. 

If the checks do not come out with the text aligned correctly, start the paper 
again, adjusting the alignment to correct the problem. 
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Creacina Reports 
You can also use Quicken to create reports based on your transactions. Enter­
ing transactions in the register, whether by hand or by writing checks, creates 
a database of all your transactions that you can sort and summarize in a 
report. 

For example, to create a summary of your tax-related information, first make 
sure you've designated your tax-related items. Then open the Reports menu 
and highlight Home. Move into the Home reports submenu and select Tax 
Summary. A dialog box appears. Specify the information you want the report 
to contain by filling out the dialog box. Quicken searches the account(s) you 
specified, collects the information you requested and displays it, as shown in 
Figure 14.9. 

You can print out a report by choosing Print Report from the File menu when 
the report is in view. Select any options you need in the Print dialog box, and 
click the Page Preview button to see how the report will look. Click Print in 
the Preview window to begin printing. 

Moalay. Ju.ury 13, 1993 
B of A - B OF A2 

Dalt: H.._ 

TaK Summary Report 

Tu S1lJilliUUY Repon 
611192 Tlroql> 1113193 
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7116192 
7116192 
8116192 
8117192 
9110/92 
9130192 
1115192 

11118/92 

wiE"' 
Ex;,tasu 
~}"" 

2692 BMUG 
2693 MEDIA AlLIANCE 

EGGH£AD SOFTVARE 

2713 =~·:c~ EXPRESS 
tQilu,. son wan ,. .. 
MAC 

Com.p\ller 
Compur.er 
CoD>plltr 
Com.pv.ltr 
Com. pvur 
CompWtr 
Compl.ltr 
Com.pW:tr 

F•sure 14.9 
A tax summary report 
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7roubleshootllna Problems 
wich Cluicken 
The following subsections cover the types of problems you are most likely to 
encounter when using Quicken to keep your financial records. 

Can•~ En•er a lransfer from One Accoun~ 
~o Ano~her -~~hou~ En~er~n1 •he •••• 
lwtce 
Quicken actually has a nifty way to transfer money and write both the 
withdrawal and the deposit for a transaction at the same time. You just write 
up the transaction for the withdrawal, then choose the name of the account 
you are depositing in the Category field of the transaction. 

For example, to transfer money from your checking account to your savings 
account, first make sure you have created both accounts in the same file, then 
write out a check. When you get to the Category field, choose Category &: 

Transfer List from the Shortcuts menu, then scroll all the way down to the 
bottom of the list and choose the name of your savings account. Bingo; two 
transactions appear in the registers: one for your check and one for the 
deposit. 

Can•• Chanae a Ca~eaory or Accoun• 
lame, or Can•~ Dele•e a Ca~eaory or 
Accoun• 
You can't make big changes to categories or accounts while you are looking 
at transactions in the register. You have to list the accounts or categories first. 
For example, to change the name of an account or to delete it, you first 
choose Account List from the Account menu. When the list of your accounts 
appears, select the name of the account you want to edit, then choose Edit 
Account from the Edit menu. The Account Info dialog box opens. You can 
edit the name, the type, and the description of the account, then click OK. If 
you want to delete an account after closing it, just select the account name 
in the Account List, then choose Delete Account from the Edit menu. 
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I Keep Sawtna My Checks When All I 
wan• •o Do Is MoYe •o •he lex• Fteld 
You have to press the Tab key to move from field to field when entering data 
in the check-writing fields. If you press the Return key, Quicken thinks you 
are giving the keyboard shortcut for clicking the Save button. Most annoying. 
I really have a strong tendency to do it when I'm entering the address at the 
bottom of the check. 

The answer is easy. Choose Other Settings from the Options menu, and when 
the dialog box opens, click in the check box next to the option that says 
"Pressing Return tabs to the next field." Click OK, and you can go ahead and 
enter data in checks without having to worry about those premature saves. 

Can•• Ftaure ou• Wha• •o Do wt•h 
ca•eaortes 
If you aren't an accountant, you may wonder what all those categories are 
about. Why fill in a category for a check, if you have already written in what 
the money went to in the description field? Or why have a category for in­
come, if you know where the money is coming from? 

The answer is that the description field is for telling WHO the money went 
to or came from. A category is a way of recording WHAT you spend the 
money on, or what type of source it came from. 

Categories are useful because you can tell Quicken what you are spending 
each check on, then make up a report at the end of a month and see how 
much you spent in each category. Usually, all you need to do is see how much 
money you have been spending on things, and then you'll learn to budget 
more wisely. 
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Fea•urllna 
+ How to cut, copy and paste via the Clipboard 

+ How to copy and paste things to and from the Scrapbook 

+ How to correct Clipboard mistakes 

+ How to update items with dynamic links 

+ How to publish editions and subscribe to them 

+ How to use frames in Claris Works 

+ Troubleshooting problems with data integration 
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First Steps 
To c;opy or c;ut part of a doc;ument to a 
different plac;e: 

Select the block of text, graphics, or other data, and choose 
Copy or Cut from the Edit menu. Scroll to the location 
where you want to place the data, or click in the window 
where you want to place it. Click with the 1-beam or drag 
with the pointer to define where the data will be placed. 
Finally, choose Paste from the Edit menu to insert the 
copied or cut data. 

To place an item in the Scrapbook: 
Select and copy the item to get it into the Clipboard. 
Choose Scrapbook from the Apple menu and choose Paste 
to add the item on the top page. You can cut and paste 
items from page to page in the Scrapbook to rearrange their 
order. 

To paste an item from the Scrapbook into a 
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doc;ument: 349 
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Open the document you want to paste the item into, then 
open the Scrapbook by choosing Scrapbook from the Apple 
menu. Scroll through the Scrapbook to the item you want, 
and choose Copy from the Edit menu to copy the item into 
the Clipboard. Then click in the window of the target docu­
ment, place the insertion point, and choose Paste from the 
Edit menu. 
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CHAPTER 15 

To c;reate a pul11isher item in an applic;ation 
that supports publish and sul1sc;ril1e: 

Select the item first, then choose Create Publisher from the 
Edit menu. In the dialog box that appears, enter a name for 
the edition file that will contain the publisher item, then 
click the Publish button. The publisher item appears on the 
desktop with a gray textured border. 

To sul1sc;ri11e to a pul11ishetJ item in an 
applic;ation that supports pul11ish and 
sui1sc;ril1e: 

Open the document in which you want the published item 
to appear, and place the insertion point. Then choose Sub­
scribe to from the Edit menu. In the dialog box that ap­
pears, find the edition file in the file list and select it. Click 
the Subscribe button and the data in the file appears in your 
document; if you select it, it displays a linked pattern border. 

To use a frame in Claris Works: 
Open a document for any of the environments. In the win­
dow of the open document, choose Show Tools from the 
View menu, then click on any of the top tools for drawing, 
text, spreadsheets, or painting. Drag the pointer for that 
tool to make a frame, and inside that frame you can use all 
of the functions of the environment. You can also click on 
the pointer tool and move the whole frame inside the docu­
ment where you placed it. 

353 

353 

357 

341 



• • • • • • • • • • • • • • • • • • • • • • • • • • 
Once you have had some experience creating documents in two or three dif­
ferent applications, you will begin to see opportunities to include data from 
one type of document inside other types of documents. For example, you 
might want to include a graph from your spreadsheet application inside a 
financial report you are creating with a word processor. Or you might want 
to put titles you create in your word processor under graphics you create in 
your drawing application. The Mac makes it as easy to move things from one 
application to another as it is to move parts of the same document around. 
Practically any kind of data you can see in one document, you can move to 
another document, as long as the two documents have compatible formats. 

This chapter explains the different ways you can integrate data of different 
types within a single document and transfer data into documents created by 
other applications or even other users. The first section describes how to 
move and remove parts of documents by means of the Clipboard. The second 
section describes linking documents created by the same and different ap­
plications. The third section explains the Publish and Subscribe features 
found in many Mac applications running under System 7, which allow the 
exchange of information between documents belonging to different users 
and created by different applications. The fourth section describes integrated 
applications and how to use frames in Claris Works to combine both text and 
drawing elements in one document. 

CuUina, Copyllna, and 
Pas'* ina 
This section describes how to move and remove parts of your documents. It 
explains the Clipboard and tells how to use it to cut, copy, and paste things, 
either inside a document, or between documents, or between documents 
created by compatible applications. 

ln-troducjna -the Cljpboard 
Your Mac provides a special temporary storage place called the Clipboard. 
When you cut something out of a document, it is held in the Clipboard. You 
can undo the cut and bring the item back from the Clipboard, or you can 
paste the item in the Clipboard someplace else. You can also copy an item 
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in a document, which leaves it where it is and places a duplicate in the Clip­
board. This copy can be pasted into the same document or other documents. 

The only odd thing about the Clipboard is that normally you don't ever see 
it. You can see what's in it in the Finder and in some applications (choose 
Show Clipboard in the Edit, Window, or View menu) but otherwise, the Clip­
board does its work behind the scenes. You cut, copy, and paste without ever 
having direct contact with the Clipboard. If you are like me, and you are 
curious about where the heck the Clipboard actually is, just go to the Finder 
and open the System Folder. There it is. Double-click the icon, and you get 
a window showing what's in it. 

Whenever you are cutting and copying things into the Clipboard or pasting 
things out of it, keep in mind that the Clipboard can only hold one item at a 
time. If you copy an item into the Clipboard so you can paste it somewhere 
else, but then cut something else before you get around to pasting, the copied 
item will be lost, and the cut item will be all that is left in the Clipboard. For 
a way to recover from this error, see the Troubleshooting section at the end 
of this chapter. 

Although the Clipboard holds only one item at a time, you can paste that item 
as many times as you want. Pasting does not remove the item from the Clip­
board. It will stay there until you either cut or copy something else, or shut 
down your Mac. 

CuUina and Pascina co Nove 
Pans of Doc:un~encs 
To move part of a document, you select it and cut it out of its original place, 
then move to the new place and paste it in. For example, if you want to move 
a sentence that seems out of place, use this procedure: 

I. Select the sentence that's out of place by dragging the 1-beam 
over it, as shown in Figure 15.1. (In graphics applications, drag 
a selection rectangle or lasso around the image, or click on it if it 
is a selectable object.) 

1. Choose Cut from the Edit menu, or press %-X. 

I. Place the insertion point where you want to paste the text, as in 
Figure 15.2. (If you are placing something in a graphics applica­
tion, scroll the window until you can see the spot where you 
want to paste the item.) 
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Ftaure 15.1 

Selecting text to move 

F~aure 15.1 
Placing the insertion point for 

a paste 

Figure 15.1 
The text moved to the right 

place 

y 
jjr/hy should there 

not be a patient confidence in the ultimate justice of the people? 

Abraham Lincoln, March 4, 1861 

I Why should there not be a patient confidence in the ultimate 
justice of the people?! 

Abraham Lincoln, March 4, 1861 

4, Choose Paste from the Edit menu, or press %-V. The new text ap­
pears, as in Figure 15.3. 

5, In a bitmapped graphics application, drag the pasted item to the 
place where you want it. In a text or object-oriented application, 
adjust the pasted text style, or the surrounding text and images, 
so the old blends well with the new. 

This procedure works for cutting items out of one document and pasting 
them into another one, too. If you have two or more documents open when 
using an application, make your cut in one window, then click in the second 
window, or choose the second window from the Windows menu. Find the 
place where you want to paste the item in the second window and paste it as 
described above. 

Why should there not be a patient confidence in the ultimate 
justice of the people? Is there any better or equal hope in the world~ 

Abraham Lincoln, March 4, 1861 
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One minor problem with cutting and pasting from one document to another: 
The style of the cut and pasted text usually stays the same, so the newly 
pasted stuff, like text, for example, may look different from the stuff all 
around it. To fix this, select the pasted text, then apply the style of the sur­
rounding text to it. If you have styles like those in Word, you can just choose 
Style from the Format menu, choose the surrounding texts style from the list, 
then click OK. Otherwise you have to match the surrounding text by choos­
ing each attribute from the Font and Format menus. PageMaker is an excep­
tion to this rule. If you use the pointer tool to place a text block, it keeps its size, 
shape, and style. If you use the text tool, the pasted text block assumes the 
size, shape, and style of the stuff that's surrounding it. A fine thing, PageMaker. 

Copyina and Pas-eina 
The procedure for copying and pasting items in a document or from one 
document to another in the same application is just the same as that for cut­
ting and pasting. The only difference is that the original item stays in place 

when you choose Copy from the Edit menu or press %-C. 

Copyina Pans of Docu111en-es 
between Applica-eions 
To move items from a document created by one application to a document 
created by a different application requires a little more preparation and care 
than moving things around in the same application. It is better to do the 
moving process by copying items rather than cutting them, since a moved 
item may not come out exactly the same if you try to move it back to the ap­
plication that created it. Take these steps to move items between different 
applications: 

1, Make sure the applications have compatible formats. If you are 
copying items from one bitmapped graphic application to 
another, you will not have much trouble. But if you are trying 
to move an item from an object-oriented graphics application to 
a text processing application, you may need to take special 
preparatory steps. See Appendix A and see your applications' 
documentation for more information. 
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Flisure 15.4 
Selecting a graphic to copy 

2. Open both applications, then open the origin document, which 
has the item you want to move, and the destination document, 
where you want to paste the item. For example, l might open 
SuperPaint and Word, as in Figure 15.4. 

J, Select the item in the origin document, as the graphic border 
pattern is selected in the SuperPaint window in Figure 15.4. 

4, Choose Copy from the Edit menu or press %-C. Since Super­
Paint is jus t working with a bitmap, alii have to do is choose 
Copy from the File menu in the sample shown. But you may 
have to enter a special command to copy the fonnat in a certain 
way; for instance, in order to copy something from a PostScript 
graphics application to a word processing application, you must 
press the Option key when you choose Copy from the Edit menu. 

S, Switch to the destination application and document. You can 
choose the destination applications icon in the Applications 
menu, or you can click in the window of the destination docu­
ment. Window clicking sometimes confuses the application, so I 
normally go via the Applications menu. 

,-~---------------------1 

I I 
I I 

·--------------------- ~·!-
' 

Why should there not be a patient confidence in the ultimate 
justice of the people? Is there any better or equal hope in the world? 

Abraham Lincoln, March 4, 1861 
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¢ 1 

6. Place the insertion point or position the window where you 
want to place the item. In Figure 15.5 I placed the !-beam where 
I want the border to show up. 

Borders 

1¢ 

Rbe's words 121§ 

Why should there not be a patient confidence in the ultimate ~ 
justice of the people? Is there any better or equal hope in the world? ~ 

Abrnham Lincoln, March 4, 1861 ~ 
I 
-(} 

I 

Page 1 !Normal 

1. Choose Paste from the Edit menu or press%- V. Your copied 
item appears, as shown in Figure 15.6. 

If the item isn't quite in the right place, you can often move it with tabs. In 
Microsoft Word you can change the size and shape of placed graphics by 
selecting them and moving the comer handles in and out. 

If the item does not appear, or if a blank space the size of the item appears in 
the destination document, see the Troubleshooting section at the end of this 
chapter. 

F~aure 15.5 
Placing the insertion point for 
a graphic 
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F~aure 15.6 

The placed graphic 

Why should there not be a patient confidence in the ultimate 
justice of the people? Is there any better or equal hope in the world? 

Abraham Lincoln, March 4, 1861 

~I 

Usina ~he Scrapbook 
The Scrapbook is an Apple menu item you can use to store things you want 
to have on hand to paste into documents over and over. It is a permanent 
storage place, unlike the temporary Clipboard. Use these steps to put an item 
into the Scrapbook: 

1. Copy the item from a document into the Clipboard. 

2. Choose Scrapbook from the Apple menu. The Scrapbook opens, 
with the item on the current page showing. You can scroll to a 
different page if you want. It's best to leave your most-copied 
item on the front page. 

il. Paste the new item onto a page; it takes over that page and 
moves the other items in the Scrapbook back a page. You can 
cut and paste items from page to page in the Scrapbook if you 
want to rearrange their order. 

You can leave the Scrapbook window open and switch to other applications, 
then choose Scrapbook from the Applications menu to get back to the Scrap­
book when you need it. 
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To paste an item from the Scrapbook into a document, follow these steps: 

I, Open the document you want to paste the item into, then open 
the Scrapbook. 

t, Scroll through the Scrapbook to the item you want to paste. 

I, Copy the item from the Scrapbook to the Clipboard; you do not 
need to select it to do this. 

f, Click in the document window, or choose the application for the 
document in the Applications menu to make it active. 

5, Paste the item into the document and adjust the surrounding 
text or images to blend well with the pasted item. 

Figure 15.7 shows the path an item can take from an origin document to a 
destination document, by way of the Clipboard and the Scrapbook. 

If you do a lot of cutting and pasting, especially if you are designing page 
layouts, you may find the Scrapbook cumbersome. You can purchase other 
desk accessories, such as SmartScrap or ClickPaste, that serve the same pur­
pose and provide sizing and hierarchical storage functions. 

Original document 

Clipboaro ~w 
~ .. ~tF--. 

Scrapbook--~ dt@ tJ 

'-+S 
I 

Destination document 

F~sure 15.7 
A way to cut and paste 
through the Cfipboard and the 
Scrapbook 
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Items that are replaced in 
the Clipboard memory of 

the Mac are held in a 
secret storage spot called 

the Undo buffer. 

Undollna Cljpltoard Nlls'*akes 
If you ever cut an item from a document and realize it was a mistake, you can 
put the item back by choosing Undo Cut from the Edit menu or pressing 
%- Z. If you do something else after the mistaken cut, you can still go back 
to the place where you made the mistake and paste the item off the Clipboard. 
As long as you haven't cut or copied anything else into the Clipboard, the 
item you cut by mistake will still be there. 

You can even recover something you cut just after copying or cutting another 
item into the Clipboard. Choose Undo from the Edit menu or press % - Z to 
undo the last cut or copy; the Clipboard is restored to the previous item, the 
one you want to recover. Go back to the place where you mistakenly cut the 
item and paste it back into your document. 

Dynam~c Upda~alna wlli:h 
Lllnks 
Some applications allow you to link one document to another, so that the 
data in a dependent document will update automatically when corresponding 
data in a supporting document is changed. Similar forms of linking are avail­
able in several different application groups, but in this section, I will describe 
linking as it works in Microsoft products such as Excel and Word. 

Lllnkina • -rex-a Docun~en-e -eo 
• Spreadshee-e 
You can copy and paste a chart from a spreadsheet into many word processing 
documents, but if you are using Microsoft Word and Excel, you can link the 
chart in your text document to the original spreadsheet document, so when­
ever there is any change in the spreadsheet, such as a bunch of sales figures 
changing when the company has a good month, the chart in the Word docu­
ment is updated automatically. The following procedure tells how to create 
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the link so the word processing document is dependent on the spreadsheet 
document. 

1. Open Excel and open the supporting document, then display 
the chart you want to copy into the Word document. 

2. Select the whole chart; first double-click in the middle of it to go 
into chart mode, then choose Select Chart from the Chart menu 
(is that redundant, or what?). Things should look something 
like Figure 15.8. 

J. Choose Copy from the Edit menu. 

4. Switch over into your Word document and place the l-beam 
where you want to place the chart. 

5. Choose Paste Special from the Edit menu. When the dialog box 
opens, click the Paste Link button. The chart appears in your 
Word document, as shown in Figure 15.9. 

6. Now, if you want to see magic, go back to Excel, update a num­
ber somewhere deep in the spreadsheet, then check out the 
chart both in Excel and in your Word document. Yow. 

F•sure 15.8 
Selecting a chart in a 
supporting document 
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F•aure 15.9 

A linked chart in a dependent 
Word document 

The folbwing chart shows how sales went today: 

Macintosh Monitor Printer Modem 

Specjal Considerations for 
Ljnked Documen~s 
As you might expect, there are a few little things you have to take care of with 
this automatic updating business. For one thing, the whole scenario works 
best if both the supporting document and the dependent document are in the 
same folder. So if you are working on a project and you have the supporting 
document (like, the Excel spreadsheet in my sample) in that project's folder, 
just put the dependent document (the Word one, in my sample) in that same 
folder. And if you ever update the supporting document when both it and the 
dependent document are open, save the supporting document first , then save 
the dependent document. If you save the dependent document first, the ref­
erences can get mixed up. 

Publishina and 
Subscribina •• PaHs of 
Documen•s 
Some applications allow you to create items that automatically update after 
being copied to other documents. It is as if these applications can cut and 
paste new information into your documents all by themselves. Applications 
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with this automatic updating feature will have commands such as Create 
Publisher and Subscribe to in the Edit menu. 

When you make a change in a document with a publisher item, the change 
will also occur in any subscriber items that have been placed in other docu­
ments. This automatic updating is especially useful if there are several users 
on a network relying on the same information in different documents. Each 
user can work on a part of a project and publish the parts of their documents 
that need to be put into the final document for the whole group. Other users 
can see the updated version of the final document as work by each member 
progresses. They can also subscribe to specific parts of each other's work in 
order to keep abreast of day-to-day developments without having to ex­
change barrages of memos or phone calls. 

For example, if a construction team is working on a bid for a big job, one of 
the people would make a spreadsheet of estimates, in Excel perhaps, and 
another might write up a proposal in Word. Both of these people could 
publish and subscribe to each other's work. The manager might subscribe to 
both the spreadsheet and the text proposal, to see how things are going 
without having to pester the team workers. 

To create a publisher item and an edition file that contains the updatable in­
formation, follow these steps: 

I, Select the item you want to make into a publisher. For example, 
you might have a table of time and cost estimates for making a 
construction bid. 

1, Choose Create Publisher from the Edit menu. The Publisher 
dialog box opens. 

1, Enter a name for the edition file that will contain the Publisher 
item. For example, the edition file could be called Estimates. 

4, Click the Publish button. 

The edition file appears on the desktop, with a gray textured border, as shown 
in Figure 15.10. 

To tap into the updatable information in the edition file, follow these steps: 

1, Open a document in which you want the information from the 
edition to appear, and place the insertion point. 
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Fllaure 15.10 

An Estimates edition file, with 
its publisher and subscribers tJ tJ Publisher tJ 

Subscriber~ 1 /subscriber 

Ill 
/ Estimates ~ 

tJ 1 tJ 
Subscriber tJ Subscriber 

Subscriber 

2. Choose Subscribe to from the Edit menu. A dialog box opens, 
with a list of files; the edition files have a gray rectangle icon. 
For example, the Estimates edition file would have a gray rec­
tangle icon next to it in the file list box. 

J, Find the edition file you want and select it. 

4. Click the Subscribe button. The item in the edition file appears 
in your document; if you select this item, it displays a linked pat­
tern border. The linked pattern border does not show if the item 
already has a border, so if you subscribe to a table like the es­
timates one, you will not see the tell-tale border. 

Use the Publisher options and Subscriber options commands in the Edit 
menu to update editions automatically or manually, to see when the edition 
was updated last, to cancel updating, or to locate and open the publisher 
document. For more information on using published information, see the 
Macintosh Networking Reference. 
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us~na ln1earaced 
Appl~cac~ons 

Some applications allow you to work with different tool elements, such as 
word processing or drawing tools, without having to start different programs 
and switch between them. These are often called integrated applications be­
cause they put all the tools for different types of work in one program. 

Typical integrated applications have a word processor, a draw program, a 
spreadsheet, and/or a database. If you're just starting with the Mac and want 
to work with several types of applications, an integrated package can seem 
like a great bargain when you compare its cost of the integrated application 
with the prices of all the separate applications. And it can be a good deal, as 
long as you don't have the specific and complex requirements in any one area. 
On the other hand, the tools available in integrated applications are adequate, 
but fairly simple; if you do work that requires lots of powerful special features 
from an application, you may find that the part of the integrated application 
that you need most is too limited. This can get frustrating, especially if you 
know that there is a stand-alone application that offers all the features you 
need. 

Integrated applications are best for mixing different kinds of documents. In 
most integrated applications, you can work with one tool or part, such as the 
drawing part, then copy stuff into a document created by another tool or part, 
such as the word processing part. This is how Microsoft Works and Word­
Perfect Works (formerly BeagleWorks) are set up. The only problem with 
such integrated applications is that once you have placed an item, you can't 
edit it without going back into the tool or part that created it. You have to 
edit the original document, then do a second copy-and-paste procedure to 
put the edited data in place. For example, if you want to change a detail in 
the drawing you placed in your word processing document, you have to go 
find the drawing document, edit it with the drawing tools, then select the 
edited drawing, copy it to the Clipboard, go back into your word processing 
document, and finally paste the edited drawing over the original version 
there. Not too tidy a procedure. 
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Pul71ieher: 
Clarls 

In some of the integrated applications you can use publish and subscribe to 
keep your pasted items up to date, but you still have to go find the original 
to edit it, and then you have all those editions files floating around and 
making life in the Finder more complicated. 

But there is one integrated application, Claris Works, that lets you work with 
different tools all in one document. Claris Works does the best job of putting 
all the tools at your fingertips without making things seem too complicated 
or clumsy. Claris Works is also handy because it does not use much RAM or 
hard disk space; this makes it ideal for PowerBook users and people with 
compact Macs that don't have lots of memory or storage. 

Clarie Works 2.0 

Req,ulree: 

Upgrades from Clarls Works 1.0 
available, but not free 

Mac Plus or better 
System 6.7 or later 
2MB of RAM with System 6.7; 4MB of 

RAM. with System 7 

Description: 

1.5MB of free disk spaQe required; 
40MB. hard drive recommended 

Any Mac-compatible printer with stand .. 
ardfonts 

There are many Integrated applications with the word Works In the title, but Clarls 
Works Is the only one that really works well. It has a very straightforward Interface, and 
the different modules or environments work•much like other great Clarls applications 
such as MacDraw Pro, MacWrlte Pro, and FlleMaker Pro. You can jump effortlesslyfrom 
working on a word processing document to a drawing, a painting, a spreadsheet, or a 
database. And you can send your work over modems or network by using the com· 
munlcatlons tool. The powers of each environment are limited, however. You cannot do 
such things as style sheet changes or high-power macros In spreadsheets. But If your 
needs are met by the basic tools of each environment, Claris Works can solve all your 
application needs In one small, easy-to-learn, Inexpensive bundle. 
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Open~na a Clar~s Works 
Docun~en-e 

When you want to begin work in Claris Works, you can start with any kind 
of document, created in any of the different environments. To open a new 
document in the environment you want, take one of the following actions, 
depending on your situation. 

• To open a new document if you have not started Claris Works, 
double-click the Claris Works application icon in the Finder. 
When the dialog box opens with all of the environments listed, 
click the radio button by the name of the environment you want 
to work in, then click OK. 

• If Claris Works is already open, choose New from the file menu 
to open a new document. Then click the radio button of the en­
vironment you want to work in and click OK in the dialog box. 

A window opens with the appropriate tool palette for the environment you 
chose. To find out what each of the tools does in each of the environments, 
see your Claris Works Handbook, or use the nifty Help window, which you can 
get to by choosing Claris Works Help from the Help menu (the one with the 
question mark in a balloon). 

For the sake of simplicity in the following procedure, I tell how to open an 
already existing Claris Works document in the drawing environment. 

Us~na Clar~s Works Fran~es 
This section describes how to use one integrated application, Claris Works, 
to combine data of two types. In general, this involves opening a document 
in one environment or another (using one tool or another), then creating or 
editing in that environment, and using a different tool to make a frame for a 
different environment, right inside the original document. Working within 
the frame you can do all the things you expect to in the environment of the 
tool that made the frame. 

For example, if you open a drawing document in Claris Works, such as the 
Sample Objects document in the Tutorial Folder that comes with Claris 
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Works, you can use the following simple procedure to make a text frame and 
edit text in that frame. Before you can follow this procedure, you must have 
the complete Claris Works installed on your hard disk, including the Tutorial 
folder. Depending on which version of Claris Works you have, you may find 
different sample documents, but the procedure will work on whatever draw 
document you have. 

1, In the Finder, find the Claris Works folder, open it, and open the 
Tutorial Folder. 

t, Double-click the Sample Objects document in the Tutorial folder 
inside the Claris Works folder. 

1, When the window opens, note that it says DR after the title; you 
are in a drawing document in the Claris Works drawing environ­
ment, with grids and graphics objects that you can select and do 
things to, much as if you were in MacDraw Pro. 

f, Scroll down to the stars in the document, so you have a bunch 
of open space to work in. 

S, Choose Show Tools from the View menu, then click on the text 
tool in the toolbar; it's the A by the pointer tool in the upper left 
corner of the window. The pointer becomes an I-beam when you 
move into the document window. 

6, Drag the I -beam to make a rectangle. An insertion point appears 
in a frame with gray borders. This is a text frame, as shown in 
Figure 15.11. 

J • Enter text in the frame. You can edit, add to, or delete text in 
this frame, much as if you were working in Mac Write Pro. If you 
add text until it fills the frame, it extends down the page auto­
matically, just as if you were adding text to a newspaper column. 

8, You can click on the pointer tool in the toolbar and move the 
text frame to a different position. Note that if you select some­
thing else in the window, the gray frame around the text disap­
pears. 

There are almost endless combinations of different frames that you can use 
to create different types of documents. You can put a spreadsheet inside a 

35 8 ChaptBr 15: lntegrat;/ng Your Work 



• • • • • • • • • • • • • • • • • • • • • • • • • • 
word processing repon , for example. You can create columns for text and add 
illustrations if you want to make a newsletter or advertising brochure. Or you 
can make a database of products and add illustrations for clarity. For more 
information on frames and how you can use them to create all kinds of docu­
ments, see the Claris Works documentation. 

This is a text l'rame; you 
Cal) do word pr~essing 
i~sid~ .itJ . . . . . . . . •t .... ......... . . 

F~aure 15.1 1 
A text frame in a Garis Works 
drawing window 
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... roubleshooc~na Problems 
w~ch Daca lncearac~on 
The following sections cover the problems you can have when cutting and 
pasting, using linked documents, or using publisher and subscriber documents. 

Pas~ed Grapb~c Doesn•~ Appear ~n lex~ 
locum en~ 
You paste a graphic into a document created by a word processing applica­
tion, and the graphic doesn't appear, or just an empty frame appears. Try dis­
playing the item by choosing Show Clipboard in the origin application (if the 
application has that menu option) or choosing Show Clipboard from the Edit 
menu in the Finder. When you have seen the graphic in the Clipboard, paste 
it into the destination document. If that does not work, try pasting the item 
into the Scrapbook, as described in "Using the Scrapbook" in this chapter. 

Can•~ F~nd an l~em lutckiJ tn •be 
Scrapbook 
You want to copy something out of the Scrapbook often, but you get sick and 
tired of scrolling through all the other stuff in there to get at your often-used 
item. The answer is simple. Scroll to the often-used item, cut it to the Clip­
board (choose Cut from the Edit menu), then scroll to the first item in the 
Scrapbook and paste the often-used item over it (choose Paste from the Edit 
menu). Now that item you want will be right up front every time you open 
the Scrapbook. 

Can'i: Sawe a Dependeni: L~nked Documeni: 
You created a link to a brand new document by placing an item that was 
copied out of it, but when you try to save your dependent document, you get 
an error message about saving to an untitled file. The problem is that you 
haven't saved the supporting document yet; switch over to that supporting 
document, save it and give it a name, then switch back to the dependent 
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document and you can save it just fine. By the way, if you ever rename a sup­
porting document that is not in the same folder as its dependent document, 
or if you ever move supporting and dependent documents to different 
folders, you may have to redirect the links so the dependent documents can 
find their supporters. For more information on this, see the Microsoft 
application's User~ Guide. 

Can'j Subscrjbe jo an Edjjjon You Can 
See jn •he Fjle Ljs• 
If you are working on a network and you can see an edition file listed on your 
network, but it does not have the correct border, or if you cannot see it at all, 
then the file may not have the right permissions, or you may not have access 
rights on that server. See your network administrator, or see Chapter 6, "Linking 
Programs Over the Network," in the Macintosh Networking Reference. 

Only Parj of an Excel Edjjjon Appears 
When You Subscrjbe jo lj 
If an Excel edition has both data and a graph in it, you can only subscribe to 
the data. To see the graph and the data, you have to subscribe to it all as a 
picture; just hold down the Shift key when you click the Subscribe button in 
the Subscribe To dialog box. The data and the graph both appear. 

Can'j lell If an Edjjjon You Subscrjbed jo 
Is Upda•ed or loj 
To make sure you are looking at an updated version of the edition you have 
subscribed to, select the subscriber item, then choose Subscriber Options 
from the Edit menu. When the dialog box opens, check the date in the lower 
left comer to see when the edition was last updated by the publisher. If you 
think that was after you got your last update, click the Get Edition Now but­
ton and your subscriber item will be updated immediately. 

Can'j lell Whaj ljems •n a Documenj Are 
Subscrjbers 
If you are wondering what parts of your document are subscribers, you may 
be able to find out by one of a couple means. Some applications, such as 
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Excel, have a Links command in the File menu. If you choose that command, 
you can choose Subscribers in the Link Type box and see a list off all the sub­
scribers in your document. In other applications, the subscribers have pat­
terned borders or double brackets around them. For example, In Microsoft 
Word you can choose Show 91 from the View menu, and gray double brackets 
appear at the beginning and end of each subscriber. 
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Table A.l below summarizes the compatibility of the most common graphic 
file formats with the major graphics applications described in this book. The 
formats, starting with the lowest resolution and working up, are defined as 
follows: 

• MacP (MacPaint): The original Macintosh paint format; 72-dpi 
resolution, black-and-white images. Widely supported, even by 
DOS graphics and publishing applications. Prints on many 
printers, but jagged. 

• PICT (Picture): Format for many object-oriented draw-type 
graphics. PICT 2 can be high resolution and color, but the 
format does not do well in publishing applications or on 
non-PostScript printers. 

• EPS (Encapsulated PostScript): Format for high-end drawing 
and illustrating applications. Each image has low-resolution 
screen version and high-resolution PostScript code. Widely sup­
ported by desktop publishing for PostScript printers; not good 
for scanned images or color bit maps, and non-PostScript 
printers can only print low-resolution version. 

• TIFF(Tagged Image File Format): Bit-mapped format that can be 
any size and resolution. The higher the resolution and the more 
color/grayscale involved, the more gigantic the files. Widely 
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,.altleA.2 
Compatibility of M~or Graphics 

File Formats 

used, in compressed forms, by publishing applications in both 
Mac and DOS worlds. Most high-resolution printers do well 
with TIFE 

Application Import/Open Edit/Create Export 

Adobe EPS EPS EPS, 
Illustrator PICT 

Aldus MacP, PICT EPS, PICT EPS, 
Freehand PICT 

Aldus Place: MacP, Resize: MacP, PICTvia 
PageMaker EPS, PICT, some PICT, Clipboard 

TIFF EPS, TIFF 

Aldus MacP, EPS, EPS, PICT, EPS, 
SuperPaint PICT, TIFF TIFF PICT, 

TIFF 

Claris MacP, PICT, MacP, EPS, EPS, 
MacDraw Pro EPS, TIFF PICT PICT 
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Customized Mac 
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If you have done a lot of work to customize your System Folder, adding spe­
cial fonts and sounds, adding special customizing extensions and control 
panels, and setting up your Apple menu and lots of application preferences, 
you don't want to lose all these specifications and customizing files when you 
install new system software. If you just run the Installer program that comes 
with the new system software, you can bet it is going to clobber some of your 
customizing work. 

To avoid this catastrophe, do not install the system software as instructed by 
Apple in their installation procedure, and do not install by simply starting up 
the Mac with the Installl disk and clicking OK and Install. Instead, use the 
following procedure, which saves all your custom files and preferences, and 
puts them back into the new System Folder after you have installed Apple's 
system software. Keep in mind as you do this procedure, though, that the 
goal is to put as much of Apple's new software in the System Folder as pos­
sible, and to merely add your customizing stuff on top of that base. Also, to 
avoid compatibility problems of old applications and new system software, 
make sure you run the Compatibility checker on the "Before You Install" 
floppy disk that came with your system software disks. 
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ct:l warn•na 
You should either be very 
sure of what you're doing 

or get help from an ex­
perienced Mac user or a 

qualified technician to do 
this custom system software 

installation. It is not a 
simple process, and mistakes 
can cause serious problems. 

To install new system software and preserve your customizing, follow these 
steps: 

1. Check out your hard disk. Start up your Mac using the Disk 
Tools disk that you get with the system software set. Double­
click the Disk First Aid icon (the little ambulance) and click the 
OK and Start buttons to run a check on your hard disk. If you 
have a third-party hard disk (not an Apple one), run a disk 
checker such as Norton Disk Doctor or Silverlining to check the 
hard disk driver. Also make sure the driver is compatible with 
the system software you want to install; you may have to call the 
manufacturer or dealer to make sure you have a compatible disk 
driver, but DON'T overlook this critical step. If your disk driver 
is sick or incompatible, or your hard drive is "hosed," as they 
say, the new system software will go crazy on it. Also, if your 
hard drive has partitions, I recommend you reformat it without 
partitions. Apple system software doesn't always work with 
partitions. 

t. Open the System Folder on your hard disk. If you have lots of 
special fonts (or only a few fonts because you use Suitcase) in 
the System file (this means you have a pre-7.1 version of the sys­
tem software), drag that file out of the system folder into a 
folder that you name something like "Sys file in Here." 

1. Drag the Finder from your hard disk's System Folder to another 
folder and call it "Finder in here." 

f, Change the name of your System Folder to something like "Old 
system folder." 

5. Get out all your system software disks and restart your Mac, 
inserting Install 1 at the startup beep or chime. 

6. Click OK in the Installer's welcome screen. When the Easy In­
stall dialog box appears, you can do a full, easy install, or a cus­
tom install, depending on your situation: 

• If you have enough disk space or aren't sure which drivers 
you're going to need for printers and/or networking, click 
Install in the Easy Install dialog box. 

• If you want to save space on your hard disk and you know 
what printer and/or network drivers you need, click Cus­
tomize, Shift- click the things you need to install, then click 
Install button. 
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J, Feed the Mac the disks it asks for, until you see the message box 

telling you that installation was successful. 

8, Click the Quit button and restart your Mac on the new system 
software. 

I, Open the new System Folder and your old System Folder; place 
and size the windows so you can see both at once. 

10, Choose by Name from the View menu when each window is 
active, so you can compare the contents. 

II, Drag your custom files from the old System Folder to the new 
one, but do so carefully. Close the new System Folder each time 
you want to add a new file, and drag the file to the System 
Folder icon, so the file gets put in the right place inside the Sys­
tem Folder. Add your special custom extensions and control 
panels, and all the preference files for your applications and 
utilities, but do NOT copy over any files that Apple has just in­
stalled. For example, don't copy old extensions like your printer 
drivers and the PrintMonitor over the new ones. Leave the new 
Apple control panels and Apple Menu items in place, too. If you 
are reinstalling because you were having system crashes, and 
you think an extension or control panel was causing the crashes, 
add the suspicious item first, from the original floppy you got it 
on, not the old system folder. Then try out the system before ad­
ding other stuff. If you still have problems, contact the manufac­
turer and see if you can get a more compatible version of the 
extension or control panel. 

II, Close the old System Folder and open the old System file and 
the new System file (if they're pre-System 7.1), so you can see 
whats in both windows. If you are installing System 7.1 or later, 
open the Fonts folder instead. 

II, Close the new System file and System Folder and drag your spe­
cial custom fonts and sounds (if you have any in the old System 
file) to the new System Folder icon. If you are installing System 
7.0 or earlier, most fonts and sounds go into the System file (in 
System 7.0, non-TrueType outline fonts, like PostScript ones, go 
in the Extensions folder); for 7.1 and later, all fonts go in the 
Fonts folder. Do not copy over any of the newly installed 
Chicago, Geneva, and Monaco font resource files that have size 
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numbers after the titles. Leave the Indigo sound, too. If you are 
using Suitcase and PostScript fonts, you don't have to do this 
step: just drag all the True Type fonts in the new System file (or 
in the Fonts folder) to the Trash. 

14. Restart your Mac. 

You now have all new versions of the Apple system software, including fonts, 
extensions, control panels, and Apple menu items. To this base you have 
added your fonts, your custom files, and the preferences for your applications 
and utilities. 

If you have problems with some of your custom files or applications not 
working, try reinstalling fresh copies of the latest versions from the floppies 
to make sure your old version wasn't corrupted. Also, make sure you have 
the version that is the most likely to work with the new system software. 

If you have lots of problems running the new system software, you may have 
a hardware problem; the most common ones are not enough RAM in your 
Mac, an accelerator card that is not compatible with the new system software, 
and a video card that needs a ROM update to work with the new system 
software. If you fix all those things and still have problems, see a qualified 
technician or call Apple Support. 
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Page numbers in bold refer to primary discussions of topic; page numbers in italic refer 
to "First Steps." 

SYMBOLS 
#####,in spreadsheet cell, 288 
* ** **, in spreadsheet cell, 288 
%key, 30 

for command shortcuts, 37 
+(plus sign), in windowshade handles, 255 
· (accent mark), in file name and file order, 

118 
" (caret), in file name and file order, 118 
! (exclamation point), in file name and me 

order, 118 
(sum) button, in Excel, 281 
a 

A 
About This Macintosh (Apple menu), 39, 

154, 157 
absolute cell references, in Excel, 282-283 
accent mark (·),in file name and file order, 

118 
accented characters, 77 
Account menu, Write Checks, 331,332 
accounts file, creating in Quicken, 318, 

322-324 
accounts in Quicken 

changing name, 336 
transfers between, 329, 336 

active window, 40 
Actual size (Page menu), 254 
acute accent, 77 
ADB (Apple Desktop Bus) icon, 14 
adding text, in MacWrite Pro, 206 
Adobe Illustrator, 218, 220, 221 

file formats for, 364 
Adobe Type Manager, 74, 79 

alert boxes, 45 
Application Not Available, 107 
bomb, 49-51 
for emptying trash, 42 

alias 
in Apple menu, 99 
for application icon, 93 
formes, 152 

America Online, 171 
anchoring title, in Excel, 278 
Apple Desktop Bus (ADB) icon, 14 
Apple HD SC Setup program, 131-132 
Apple LaserWriter, 58 
Apple menu 

About This Macintosh, 39, 154, 157 
Chooser, 59 
Control Panels, 22, 155, 160, 167, 172 
Key Caps, 76, 79 
opening applications from, 99 
Scrapbook, 340 
vs. Applications menu, 99 

Apple Menu Items folder, 168-169 
AppleTalk networks, 11, 15 

radio button for, 60 
application disks, 140-141 
application files, backup copies of, 141-142 
Application has unexpectedly quit message, 

163-164 
Application is Busy or Missing message, 136 

given in error, 148 
Application Not Available alert box, 107 
applications, 90-91 

backup copies of, 134 
copying document portions between, 

345-347 
folders for, 92 
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370 Index 

installing, 88,91-93 
integrated, 355-359 
managing, 98-100 
memory allocation for, 155, 158-159 
opening, 88, 93 
opening automatically at startup, 166 

170 • 
opening from Apple menu, 99 
quitting, 50, 107 
switching between, 100 
troubleshooting problems, 106-108 

Applications menu 
Finder,l01 
Hide Others, 113, 120 
vs. Apple menu, 99 

Arrange menu, Tab Order, 314 
At Ease, 34, 90 
Autoflow (Utilities menu), 239, 251 
automatic calculation, in Excel, 288 
automatic updating, with publish and sub-

scribe,341,352-354 

B 
background printing, 68-69 

in MacWrite Pro, 211 
in Microsoft Word, 203 

backup copies, 96, 134 
on floppy disks, 124 
of system and application files, 141-142 

backup utilities, 134 
bad media, disk errors from, 149 
batteries, 13 
BeagleWorks, 274, 355 
B~t Quality (Print dialog box), 79 
bnmapped fonts, 73 

icon for, 73 
printer variation, 7 4 
problems printing, 79 

bitmapped graphics 
jagged text in, 234 
vs. graphic objects, 226 

black and white, setting, 175 
block of text 

locating lost in PageMaker, 266 
selecting, 197 

bold type, in Excel, 277 
bombs 

alert box, 49-51 
from memory shortage, 162 
at startup, 164 

Bootman, 164 
brightness control, 22, 174 
Browse mode, in FileMaker Pro, 293, 302 
budgeting, 328 
bulletin boards, 171 
bytes, 128 

c 
cable, for printer, 59 
Calculate folder sizes check box, 183 
cancel button, 276 
"Cannot Resolve Circular Reference" mes-

sage, 288 
Canvas,218,219-220 
carbon copies, printing, 58 
caret(/\), in file name and file order, ll8 
cassette, 63 
categories in Quicken, 327, 328-329 

choosing, 329 
creating, 330 
uses for, 337 

Caution icon, in alert box, 45 
cdevs, crash from, 164 
cedilla, 77 
cells in Excel, 275 

absolute references to, 282-283 
moving between, 276 
selecting range, 270, 279-280 

Center button (Excel), 278 
center tabs, 200,208 
Central Processing Unit (CPU), 6-7 
characters 

accented, 77 
overlapping, 79 

Chart Wizard button (Excel toolbar) 211 
284 ' ' 

charts 
column labels in, 289 
from Excel data, 271,283-285 

check register (Quicken), 325-326 
correcting mistakes in, 328 
recording check in, 326-327 
recording deposit in, 327 

Checkbook 11, 320 
checks 

printing, 333-334 
recording in Quicken, 318, 326-327 
voiding, 328 
writing in Quicken, 319, 330-332 

Chooser 
missing printer icon, 78 
printing setup on, 54, 59-60 

circle-shaped tool, in PageMaker, 248 
circular references, in Excel, 288 
circumflex(/\), 77 
Claris Works, 214,356 

framesin,341,357-359 
opening document, 357 

Classic, 22 
Classic 11, 8 
Clean Up Window, 51 
cleaning 

hard disk filter screen, 133 
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keyboard, 49 
mouse, 48 

Cleaning Page document, 64 
Clear (Edit menu), 198 
clearing, Clipboard, 162-163 
clicking, 35 

troubleshooting problems, 46 
ClickPaste, 349 
clip an, 218 
Clipboard, 170,342-347 

clearing, 162-163 
and MacWrite Pro, 207 
moving, copying and replacing text 
~th, 198,343-347 

undoing mistakes, 350 
clock, 174 
closing 

all ~ndows, 51 
control panels, 180 
windows, 41 

color, 8 
setting display, 175-176 

Color Classic, 10 
color control, 174-177 
Color palette, in PageMaker, 248 
color wheel, 176 
Column guides (Layout menu), 249 
column guides in PageMaker 

lining up items, 267 
problems moving, 266 

columns 
adjusting in PageMaker, 257, 267 
creating in PageMaker, 249 
hiding in List view, 104 
missing from List view window, 106 

columns in Excel 
adjusting ~dth, 288 
labels in charts, 289 

commands, choosing from menus, 36 
Commands (Tools menu), in Microsoft 

Word, 203 
communications, with PowerBook, 13 
compact Macs, 9 
Compatibility Checker, 171 
compressed files, 138 

copying, 141 
utilities for, 133 

CompuServe, 171 
Conflict Catcher, 183 
continuous-feed printer, printing checks on, 

334 
Control palette, in PageMaker, 248 
control panels, 168, 171, 172-180 

closing, 180 
installing, 166 
missing, 182 
opening, 167 

problems from, 183 
Control Panels (Apple menu), 22, 155, 160, 

167, 172 
Control Panels folder, 169 

INITs in, 171 
cool documents, 180 
copies, printing multiple, 6 7 
Copy (Edit menu), 198,340,345 
copying 

document segments between applica­
tions, 345-347 

entire floppy disk, 125, 142-143 
to floppy disks, 138 

copying text 
with Clipboard, 198, 340 
in MacWrite Pro, 189 
in Microsoft Word, 189, 197 

Courier font, 72 
cover page, printing, 67 
CPU (Central Processing Unit), 6-7 
crash 

of hard drives, 147-148 
of system, 367 

Create Publisher (Edit menu), 353 
cropping tool, in PageMaker, 248 
cursor, 6. See also insertion point; pointer 

movement in FileMaker Pro, 314 
curved line tool, in MacDraw Pro, 228 
custom color, 177 
customized Macintosh, 166-183 

installing system software on, 365-368 
customizing 

extensions. See INITs 
files, discarding, 172 
icons, 180-181 
troubleshooting problems, 182-183 

Cut (Edit menu), 198, 340, 343 

I 
data, 6 

in RAM, shutdown and, 7 
subscribing to Excel edition, 361 

data disks, 141 
data entry 

in Excel, 270, 276-277 
in FileMaker Pro, 292, 302-302 

data integration, 34~341, 342-362 
Clipboard, 342-34 7 
dynamic links, 350-352 
publish and subscribe, 352-354 
Scrapbook, 107,170,340,348-349 
troubleshooting problems, 360-362 

data storage. See also disks; floppy disks; 
hard disks 

in Scrapbook, 348 
databases, 291-315, 294. See also fields in 

database; FileMaker Pro 
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design, 299 
moving through, 303-304 
selecting, 295-298 

Date 
for desktop view, 103 
organizing files by, 116 
setting, 174 

decimal point tabs, 200, 208 
default settings, for printing, 67 
de fragmenting 

disks with bad media error, 149 
hard disks, 124, 135-137 

Delete Account (Edit menu), 336 
Delete Transaction (Edit menu), 328 
deleted text, restoring, 213 
deleting, 31. See also erasing 

memorized transactions, 333 
text, 38 
text in MacWrite Pro, 206 
text in Microsoft Word, 196 

dependent documents, automatic update 
with dynamic link, 350 

deposit entered in Quicken register, 319, 327 
desk accessories, and memory use, 163 
desktop, 32-34 

adjusting, 167 
changing pattern, 173-174 
changing view of documents and folders, 

102-103 
color of, 176-177 
floppy disk icon absence from, 151 
folders on, 90 
rearranging icons on, 51 
rebuilding, 133, 146, 147 
saving document on, 98 
troubleshooting change in, 182 
troubleshooting problems, 46-51 

desktop publishing. See also page layout ap­
plications; PageMaker 

growth of, 240 
DeskWriter (Hewlett-Packard), 57 

care of, 62 
cartridge problems, 82 

destination document, for copy and paste, 
346 

diagonal-line tool, in PageMaker, 24 7 
dialog boxes, 4 3-44 
dimmed commands, 36 

File menu, Open command, 102 
disappearing text, in word processors, 213 
Disinfectant, 171 
disk cache 

adjusting, 155, 159-161, 180 
and backup process, 135 

disk drives, floppy disk stuck in, 151-152 
disk errors, from bad media,l49 
Disk First Aid, 148, 149, 366 

Disk Tools disk, 24, 366 
DiskDoubler, 133, 138 
disks, 126 

checking capacity, 145 
determining for current folder, 14 7 

documents, 90 
automatic update with dynamic link, 350 
changing view on desktop, 102-103 
cutting and pasting, 343-345 
finding, 89, 101 
folders for linked, 352 
keeping original and edited version, 98 
managing, 100-105 
opening,88,94-95 
printing, 55, 66-70 
problems saving linked, 352, 360-361 
saving, 89 
saving for first time, 96-97 
specifying for startup, 170 
switching between, 101-102 
troubleshooting problems, 106-108 
word processor for short, 192 
word processors for long, 191 

Domestic (U.S.) keyboard, 178 
dot-matrix printers, 58-59 
double-clicking, 36, 46 

to open applications, 93 
double-sided pages, in PageMaker, 246 
dragging 

documents to open applications, 94 
icons, 35-36 
icons to install applications, 92 
items to Trash, 42 

drawing, in Claris Works, 358 
drawing applications, 219-221 
driver software, troubleshooting, 26 
dynamic links, 350-352 

E 
Edit menu 

Clear, 198 
Copy, 198, 340, 345 
Create Publisher, 353 
Cut, 198, 340, 34 3 
Delete Account, 336 
Delete Transaction, 328 
Edit story, 267 
Edit Transaction, 333 
Fill Right, 282 
Paste, 198,340, 344 
Paste Special, 351 
Subscribe, 354 
Undo, 197, 213 
Undo Cut, 350 

Edit Story window, 26 7 
Edit Transaction (Edit menu), 333 
editing, 31 
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in MacWrite Pro, 188, 206-207 
in Microsoft Word, 188, 196 

edition file 
creating, 353 
determining version of, 361 
problems subscribing to, 361 

Eject Disk (Special menu), 125 
ejecting floppy disks, 26, 93, 98, 125, 127, 

137 
when icon is hidden, 150 

electrical surges, 134 
and hard disk crash, 14 7 

electronic bulletin boards, 171 
Element menu 

Line, 259, 260 
Text wrap, 261 

Empty Trash (Special menu), 31, 42 
emptying Trash, 31, 42 

problems with, 47 
end of list, moving file to, 118 
entry bar, in Excel, 276 
envelopes 

FileMaker Pro to print, 309-311 
return address on, 311-312 

EPS (encapsulated PostScript) format, 220, 
363 

equations. See formulas 
Erase Disk (Special menu), 139, 145 
erasing 

during initialization process, 139 
floppy disks, 145 
mistakes in Kid Pix, 223-224 

error messages, 50. See also messages 
Ethernet network, 10 
Ethernet/ Apple Talk networks, 11 
Excel, 272,274-286 

absolute cell references, 282-283 
charts from, 271,283-285 
completing spreadsheet, 283 
data entry in, 270, 276-277 
dynamic links for, 350 
fill function in, 282 
Font dialog box, 279 
formatting numbers in, 271 
formulas in, 271,280-281, 288 
inserting in, 279 
opening document, 270,274-276 
saving and printing in, 285-286 
selecting cell range in, 270,279-280 
type style and formatting, 270, 277-278 

exclamation point(!), in file name and file 
order, 118 

expansion cards, 10, 12 
inserting, 14 
NuBus, 26 

extensions 
disabling during startup, 172 

problems from, 183 
Extensions folder, 169 

INITs in, 171 
Extensions Manager, 183 
external drives, 7 

connecting, 16-17 

F 

ID number for, 16 
problems from, 50 
turning off or on, 18, 132 
vs. internal, 129-130 

Facing pages, in PageMaker setup, 246 
fan, 21 
Farallon PhoneNET, 15 
FastBack utility, 134 
fax modem, 13 
fields in database, 299 

adding new, 308 
moving between in FileMaker Pro, 

314-315 
moving in layout, 310 
setup in FileMaker Pro, 292, 301-302 

File Force, 297 
file formats, for graphics, 363-364 
File menu 

dimmed Open command, 102 
Find, 89 
Getlnfo,47, 121,155,159 
Make Alias, 93 
New, 194 
New Folder, 36, 113 
Open, 88 
Page Setup, 69 
Place, 251 
Print, 55, 66, 203, 211 
Print Preview, 285 
Put Away, 42, 125, 137, 150, 151 
Save,89,96,203 
Undo, 207 

file names 
and placement in list, 118 
problems trying to change, 121 

File Sharing, 163 
FileMaker Pro, 297, 298, 299-315 

adding to database, 308 
Browse mode, 293 
creating mailing, 309-313 
data entry in, 292, 302-302 
database design, 299 
field setup, 292, 301-302 
finding records in, 293, 305-306 
Layout mode, 306-307 
moving through database, 303-304 
opening document, 292, 300 
saving and printing in, 313 
sorting records, 293, 304-305 

373 
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toolbar, 303-304 
troubleshooting problems, 314-315 

files, 90 
changing listed order, 111 
collecting for PageMaker, 243-244 
compressed, 138 
decrease in loading speed, 148 
finding, 119-129 
locating, 94 
locating on forgotten floppy, 152 
locating in PageMaker, 268 
lost while moving, 108 
organizing schemes for, 116 
placing in folders, 114 
printing to, 67 
troubleshooting problems with, 119-121 

fill function, in Excel, 282 
fills 

graphics without, 232 
in MacDraw Pro, 230 
problems spilling, 234 

financial management software, 321-322 
Find (File menu), 89 
Find (Select menu), 293, 306 
Find All (Select menu), 306 
Find dialog box, 44 

More Chances button, 120 
Finder, 32, 33, 101, 106, 168 

performance of, 134 
printing window in, 70 
System Folder, Clipboard, 343 

finding 
buried window folder, 120 
documents, 89, 101 
files, 119-129 
folders, 119-129 
records in FileMaker Pro, 293,305-306 

first-line indent, 199,207, 213 
Fit in window (Page menu), 254, 257 
flashing PrintMonitor icon, 69 
Oat-file databases, 295, 297-298 
floating palette, 24 7 
floppy disks, 7, 12 7 

BOOK vs. 1.8Mb, 128-129 
backup copies on, 124 
care of, 137-139 
copying entire, 125, 142-143 
copying to, 138 
ejecting, 26, 93, 98, 125, 127, 137 
ejecting when icon is hidden, ISO 
erasing, 145 
formatting, 139-140 
ghost icon, 125, 151 
icon absent from desktop, 151 
information bar for, 145 
inserting, 124, 137 
locating files on, 152 

locking and unlocking, 121, 144 
names for, 138 
preparing,125,139-140 
storage capacity, 128 
stuck in disk drives, 151-152 
System Startup disk, 19 
troubleshooting problems, 146-152 
uses for, 140-141 
vs. hard disks, 129 

folder size calculation, 179 
folders, 109-121, 112 

for applications, 92 
changing listed order, 111 
changing view on desktop, 102-103 
creating, 110, 113 
on desktop, 90 
determining disk for current, 147 
determining parent, 119 
displaying contents, 104 
finding, 119-129 
finding buried ·window, 120 
hiding contents, 104 
for linked documents, 352 
List views to work with, 117-118 
looking inside nested, 111 
moving icons to, 104 
naming and nesting, 113-116 
placing file in, 114 
saving document in new, 98 
troubleshooting problems with, 119-121 

Font dialog box, in Excel, 279 
Font Smoothing, 79 
Font Substitution, 79 
fonts, 71-77 

changing in Microsoft Word, 202 
installing, 55, 75, 367-368 
Key Caps to compare, 76-77 
kinds of, 72-74 
for PageMaker, 260, 266 
removing, 75 
for text in graphics, 231 
text switching to Geneva, 80 
for views, 179 

Fonts folder, 73, 169 
Format menu, 202 

Font, 279 
Number, 280 

formatting 
characters, displaying in Microsoft 

Word, 201 
correcting for paragraphs, 213 
floppy disks,139-140 
numbers in Excel, 271 
text in Excel, 270, 277-278 
text in Microsoft Word with ruler, 

198-201 
formulas in Excel, 271, 280-281 
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accuracy, 288 

4th Dimension, 295-296 
Foxbase Pro, 295-296 
fractional-width spacing, 79 
fragmented memory, 162 
fragmenting, 136 
FrameMaker, 243 
frames, in Claris Works, 341, 357-359 
frames for graphics, in MacDraw Pro, 

231-232 
Freehand,218,220 

file formats for, 364 
freeze-ups, from memory shonage, 162 
front of list, moving file to, 118 
frozen screen display, troubleshooting, 

49-51 
Full Disk error message, 147 

G 
General Controls window, 173-174 
Geneva font, 71 

troubleshooting text switching to, 80 
Get Info (File menu), 47, 121, 155, 159 
ghost icon, 36 

of disk, 125, 151 
glare on screen, 22-23 
Goodies menu, Small Kids Mode, 222 
graphic objects, vs. bitmaps, 226 
graphics, 218-235. See also Kid Pix; Mac-

Draw Pro 
adding text to, 230-231 
adding to PageMaker, 261-263 
creating with MacDraw Pro, 217 
file formats, 363-364 
frames in MacDraw Pro, 231-232 
placement in PageMaker, 239, 252-253 
poor printed appearance, 235 
and printing problems in PageMaker, 268 
problems with pasted not appearing in 

document, 360 
problems placing object in, 234 
selecting application, 218-221 
troubleshooting problems, 234-235 
without fill, 232 

graphs, subscribing to Excel edition, 361 
grave accent ( · ), 77 
gray shades 

displaying, 175 
filling graphic object with, 230 

grayed commands, 36 
grayed ruler, 201 
grayscale, 8 

printing, 235 
printing on ink-jet printer, 57 

grid alignment, 234 
grid for icons, 179 

gridlines, preventing print in spreadsheets, 
287 

H 
handles 

for objects in MacDraw Pro, 228 
for selected database field names, 307 

Happy Mac icon, 17, 23 
hard copies, 56 
hard disk icon, absence of, 26, 146-147 
hard disk window, 113 
hard disks, 7-8, 11, 126-127 

care of, 131-137 
check before new system install, 366 
checking available space, 133 
connecting external, 16-17 
connecting and initializing, 131-132 
crash, 147-148 
damage from moving, 14 
defragmenting, 124, 135-137 
head parking, 130 
installing system software on, 20 
names for, 138 
startup, 5, 19-20, 24, 127 
storage capacity, 128 
system software on, 133 
troubleshooting problems, 146-152 
vs. floppy disks, 129 

hardware, 8. See also floppy disks; hard 
disks; memory; mouse; printers 

LocalTalk, 15 
troubleshooting problems, 21-27 

head crash, 132 
head parking, 130 
headers, for envelope return address, 

311-312 
headings, text style in PageMaker, 260-261 
HeapFixer, 164 
Helix Express, 295 
help balloons, showing and hiding, 39 
Help menu, Show Balloons, 39, 154 
Helvetica font, 71, 72 
Hewlett-Packard, DeskWriter, 57 
hidden files, 145 
hidden formatting characters 

displaying, 201 
viewing in MacWrite Pro, 209 

hidden windows,lOO 
Hide Others (Applications menu), 113, 120 
hiding 

folder contents, 104 
help balloons, 39 

hierarchy of folders, 94-95, 110, 112 
and List views, 103-104 
recommendations, 116 

hierarchy menu, displaying, 106 
highlighting, 35, 36 
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horizontal printing, 70 
hot documents, 180 
hot spot 

for Kid Pix paint can, 225 
of mouse pointer, 35, 46 

HyperCard folder, 114, 115 

1-beam, 37-38, 194, 196 
icon view, 102 

for font files, 73 
settings for, 179 

icons, 33,91 
customizing, 180-181 
moving,JO 
moving to folder, 104 
rearranging on desktop, 51 
selecting multiple, 41 
selecting or opening, 30, 35-36, 104 

lD number, for external drive, 16, 131 
Illustrator, 218, 220, 221 

file formats for, 364 
images. See graphics 
ImageWriter, 60 

care of, 65-66 
fonts for, 73 
magnets in, 139 
overlapping characters, 79 
page break problems, 83 
printing checks on, 334 
Select button, 78 

lmageWriter II, 58 
"in use" items, and emptying trash, 4 7 
inactive windows, 40 
indent markers, 200 
indenting 

first line, 199 
problems with, 213 

index, from PageMaker, 242 
initializing process 

for floppy disks, 125, 139-140 
for hard disks, 131-132 

INITPicker, 183 
INITs, 163,171-172 

crash from, 164 
installing, 166 

ink, problems from, 82 
ink cartridge 

in DeskWriter, 62 
in StyleWriter, 61-62 

ink-jet printers, 5fr57 
ink smudges, from LaserWriter, 82 
input, 6 
insening 

in Excel, 279 
floppy disks, 124, 137 

insenion point, 37, 38, 194, 205 

placement for PageMaker text insertion, 
266 

setting blinking rate, 174 
installer, starting, 20 
installing, 5 

applications, 88, 91-93 
fonts, 55, 75, 367-368 
INITs or control panels, 166 
sounds, 367-368 
system software on customized Mac, 

365-368 
troubleshooting problems, 21-27 

integrated applications, 355-359 
interface, 8 
internal drives, 7 

vs. external, 129-130 
International keyboard, 178 
italic text, 202, 210 

in Excel, 277-278 

J 
jagged text 

K 

in bitmapped graphics, 234 
troubleshooting, 78-79,80 

Key Caps (Apple menu), 79 
to compare fonts, 7fr77 

keyboard, 6, 32 
cleaning, 49 
control setting, 177-178 
plugging in, 14 
on PowerBook, 12 
troubleshooting problems, 48, 49 
to work with text, 37-38 

keyboard shortcuts, in Microsoft Word, 203 
Kid Pix, 218-219,221-226 

correcting mistakes, 223-224 
creating picture, 216 
drawing lines in, 223 
opening documents, 216,222 
paint can in, 225 
saving and printing in, 226 
stamps in, 224 
wacky brush painting, 225 

kilobytes, 128 
Kind, for desktop view, 102-103 

L 
La Cie drives, 130 
Label, for desktop view, 103 
Largest Unused Block amount (About This 

Macintosh), 158 
laser printers, 58 

network cable for, 15 
Laserjet IVM, 58 
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LaserWri ter 

and background printing, 68 
care of, 63-65 
cartridge problems, 82 
check printing on, 333-334 
ink smudges from, 82 
Page Setup dialog box for, 69-70 
preventing start pages from, 54 
printing envelopes, 312-313 

LaserWriter Font Utility, 65 
layers, in MacDraw Pro, 227 
layout 

adjusting in PageMaker, 256-259 
for database, 294 
indicator in FileMaker Pro toolbar, 303 

Layout (Select menu), 306, 308, 314 
Layout menu 

Column guides, 249 
Turn Autogrid Off, 234 
View, 254 

Layout mode (FileMaker Pro), 306-307 
LC III, 12 
left aligned tabs, 200, 208 
letter size, selecting in PageMaker, 246 
letters, word processor for, 192 
Library palette, in PageMaker, 248 
lights, and screen glare, 22 
Line (Element menu), 259, 260 
line spacing 

in MacWrite Pro, 209 
in Microsoft Word, 201 

lines 
adding thick in PageMaker, 258 
drawing in Kid Pix, 223 
in PageMaker, 260 

linked documents, folder for, 352 
List views, 103-105 

column missing from window, 106, 183 
determining type, 106 
settings for, 179 
to work with folders, 117-118 

loaded text icon, 251 
loaded windowshade handle, 257 
LocalTalk hardware, 15 
Lock Guides (Options menu), 266 
locked files, and name changes, 121 
locked floppy disks, 121, 144 
locked items, and emptying trash, 47 
logo for newsletter, 252-253 
long documents, word processors for, 191 
Lotus 1-2-3 for Macintosh, 272-273 

II 
Mac II, 26 
Mac Plus, 21 
MacCalc, 273 
MacDraw Pro, 218, 220, 221, 226-233 

creating graphic images in, 217 
creating shapes, 228-229 
file formats for, 364 
fillsin,230 
frames around graphics, 231-232 
grid alignment in, 234 
layers in, 227 
magnifying view of, 217 
moving and editing objects, 217 
opening document in, 216, 227-228 
saving and printing in, 232-233 

Maclntax, 321 
Macintosh 

parts, 6-8 
selecting model, 8-13 
setup, 4, 13-17 
setup to run from hard disk, 5 
shutdown, 18-19 
turning on, 4, 17 

Macintosh Basics icon, 32 
MacMoney. 322 
MacP (MacPaint) format, 363 
MacPaint, 218 
MacUser, 171 
Macworld, 171 
MacWrite Pro, 192, 204-211 

editingin,188,206-207 
hidden formatting characters in, 209 
moving or copying text in, 189 
opening new document in, 188, 204-205 
ruler in, 207-209 
saving and printing in, 210-211 
style of text in, 210 
text entry in, 188, 205-206 
undoing mistakes, 189 

magnets, and floppy disks, 139 
magnified views 

for database, 304 
in MacDraw Pro, 217 
in PageMaker, 254 

mailing, creating with FileMaker Pro, 
309-313 

Make Alias (File menu), 93 
Managing Your Money, 322 
Manual Feed button, 64,67 
margins, 82 

lining up items in PageMaker, 267 
marker in MacWrite Pro, 207-208 
in Microsoft Word, 201 
in PageMaker, 246, 248 
text alignment in MacWrite Pro, 208-209 

master pages, in PageMaker, 239,249-250 
Masterjuggler, 74 
mathematical equations. See formulas 
megabytes (MB), 8, 128 
Memorize Transaction (Shortcuts menu), 

332 
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Memorized Transaction List (Shortcuts 
menu), 332 

memorizing transactions, in Quicken, 
332-333 

memory, 7, 153-164 
allocation for applications, 155, 158-159 
allocation for word processors, 212 
on Compact Macs, 9 
control settings, 180 
for FileMaker Pro, 314 
monitoring use, 154, 157-158 
and multiple open applications, 100 
and screen font, 80 
for spreadsheets, 287 
troubleshooting problems with, 162-164 

memory bars, full, 162-163 
menu bar, 33 

in PageMaker, 248 
menu commands 

number of blinks, 174 
selecting, 30 

menus 
choosing commands from, 36 
tear-off, 232 

messages 
Application has unexpectedly quit, 

163-164 
Application is busy or missing, 136, 148 
"Cannot Resolve Circular Reference," 

288 
Disk Full, 147 
"Not enough memory to open the ap­

plication," 212 
Out of Memory. 162-163 
Out of Space, 134 

microphone, 14, 1 78 
Microsoft Excel. See Excel 
Microsoft Word, 191, 193-203 

changing style of text, 202-203 
dynamic links for, 350 
editing in, 188, 196 
graphics in, 347 
moving or copying text in, 189 
opening new document, 188, 193-195 
saving and printing in, 203 
shortcuts, 203 
subscriber in, 362 
text entry in, 188, 195 
undoing mistakes, 189 

Microsoft Works, 274,355 
Mind Your Own Business, 322 
mistakes, 189. See also undoing mistakes 
modal dialog box, 44 
modeless dialog boxes, 44 
modem port, printer connection to, 60 
modems, 15 

Modular Macs, 10-11 
setup, 14 
startup sound on, 26 

money managing applications, selecting, 
320-322 

monitor, 10, 21 
mouse,6,32,34-35 

cleaning, 48 
control settings, 178 
plugging in, 14 
troubleshooting problems, 46-51 
to work with text, 37-38 

mouse pad, 35, 48 
mouse pointer, hot spot on, 35, 46 
moving 

icons, 30 
losing files while, 108 
windows, 41 

moving hard disk, damage from, 14 
moving text 

with Clipboard, 198, 343-345 
in MacWrite Pro, 189 
in Microsoft Word, 189, 196-197 

multiple icons, selecting, 41 

I 
Name, for desktop view, 102 
names 

for files, 97 
for floppy disks, 138 
for folders, 110, 113-116 
for hard disks, 138 

nested folders, 113-116 
looking inside, 111 

networks 
connecting to, 15-16 
printers on, 59 
servers, 11 

New (File menu), 194 
New Folder (File menu), 36, 113 
Norton Backup, folder backup with, 135 
Norton Utilities, 137 

Disk Doctor, 148, 149, 366 
Keyfinder, 76 

Not enough memory to open the application 
message, 212 

Note icon, in alert box, 45 
NuBus expansion cards, 26 
numbers, formatting in Excel, 271 

• 
objects 

moving and editing in MacDraw Pro, 217 
problems placing in graphic, 234-235 

Open (File menu), 88 
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opening 

control panels, 167 
icons, 30, 35-36 
new accounts file in Quicken, 318 
windows, 36 

opening applications, 88, 93 
from Apple menu, 99 
automatically at startup, 166 

opening document, 88, 94-95 
in Claris Works, 357 
in Excel, 270, 274-276 
in FileMaker Pro, 292, 300 
in Kid Pix, 216, 222 
in MacDraw Pro, 216, 227-228 
in MacWrite Pro, 188, 204-205 
in Microsoft Word, 188, 193-195 
in PageMaker, 238, 245 

optimum window size, 41 
Options dialog box, Proof print, 268 
Options menu 

Calculation, 288 
Display, for Excel gridlines, 287 
Lock Guides, 266 

organizing schemes, for files, 116 
orientation of page 

in PageMaker, 246 
for printing, 70 

origin document, for copy and paste, 346 
Out of Memory message, 162-163 
Out of Space messages, 134 
outline fonts, 73, 74 

icon for, 73 
output, 6 

p 
page breaks, problems in ImageWriter, 83 
page icons, in PageMaker, 248 
page layout applications, 238-268. See also 

PageMaker 
selecting, 241-243 

Page menu 
Actual size, 254 
Fit in window, 254, 257 

page numbers, in PageMaker document, 249 
page setup 

in PageMaker, 238, 246 
for special printing, 69-70 

Page Setup (File menu), 69 
Page Setup dialog box, in PageMaker, 245, 

246 
PageMake~ 107,240,242-268 

adjusting text blocks, 254-256 
changing page view, 254 
column creation, 249 
document window, 24 7-249 
file formats for, 364 
graphics in, 239, 252-253, 261-263 

heading text style, 260-261 
layout adjustment, 256-259 
lines in, 260 
magnified views, 254 
master pages in, 239, 249-250 
opening document, 238, 245 
page setup in, 238 
pasteboard in, 249, 266 
preliminary page setup, 246 
problems printing in, 268 
rough sketches and file collection, 

243-244 
saving and printing in, 263-264 
text placement, 239,251 
text style after cut and paste, 345 
troubleshooting problems, 265-268 
Tutorial folder, 244 
vs. QuarkXPress, 241-242 

page-oriented printer, check printing on, 
333-334 

pages 
printing range, 67 
view in PageMaker, 254 

paint, problems spilling, 234 
paint applications, 219-220 
painting, with wacky brush, 225 
Panorama, 297 
paper 

adding to DeskWriter, 62 
adding to ImageWriter, 66 
adding to LaserWriter, 63-64 
adding to StyleWriter, 61 
jam in printers, 81 

paper source, for printing, 67 
paragraphs, correcting formatting, 213 
parent folder, determining, 119 
partitions, 136 
password protection, in Excel, 285 
Paste (Edit menu), 198,340, 344 
Paste Special (Edit menu), 351 
pasteboard, in PageMaker, 249, 266 
pasting 

problems with graphic not appearing in 
document after, 360 

from Scrapbook, 348, 349 
path, in drawing, 220 
patterns, in Kid Pix, 225 
Pen menu, in MacDraw Pro, 229 
Performa 200,8 
performance, disk cache and, 159-160 
perpendicular-line tool, in PageMaker, 247, 

258,260 
personal finances, 318-337. See also 

Quicken 
Personal Press, 241 
phono-plug adapter, 14 
photocopying, vs. printing, 67 

379 
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Photoshop, 107 
P1CT format, 363 

for screen image, 55, 70 
pictures. See also graphics 

creating in Kid Pix, 216 
Place (File menu), 251 
Place command (PageMaker), 261 
Plain Text (Style menu), 202, 210 
plus sign, in windowshade handles, 255 
point, 71 
pointer, 6, 33. See also 1-beam; insertion 

point 
in Excel, 276 

pointer tool, in PageMaker, 247 
port, for printer, 59-60 
portable Mac, turning off, 18 
PostScript fonts, 73, 74 
PostScript laser printer, 58 
power 

to external disk drives, 132 
troubleshooting problems, 21 

power cord, 14 
power outage, and work loss, 96 
PowerBook Macs, 11-13 

half-off state, 18 
startup sound on, 26 
turning on, 15 

PRAM (memory), 26 
zapping, 148 

Preferences, 169 
Preferences files, 124 
Prime button, on DeskWriter, 62 
Print (File menu), 55,66 

in MacWrite Pro, 211 
in Microsoft Word, 203 

Print dialog box, 43, 67 
Print Preview (File menu), 285 
printer drivers, 78 
printer port, 59-60 
printers 

care of, 61-66 
connecting, 15 
dot-matrix, 58-59 
envelope printing on, 312 
icon missing from Chooser, 78 
ink-jet, 56-57 
laser, 58 
paper jam in, 81 
preparing, 54 
problems from, SO 
selecting, 56-59 
setting resolution in PageMaker, 246 
status lights on, 81-82 
turning off, 18 

printing, 53-83, 54-55. See also fonts 
background, 68-69 
checks in Quicken, 331 

current document, 55 
in Excel, 285-286 
FileMaker Pro, 313 
to files, 67 
off-center, 82 
screen snapshot, 55, 70-71 
documents in Microsoft Word, 203 
in Kid Pix, 226 
in MacDraw Pro, 232-233 
in MacWrite Pro, 210-211 
in PageMaker, 263-264 
problems in PageMaker, 268 
in Quicken, 333-335 
setup on Chooser, 54, 59-60 
single sheet on LaserWriter, 66 
special page setup, 69-70 
troubleshooting, 78-83 
window in Finder, 70 

PrintMonitor. 68-69 
MacWrite Pro and, 211 
Microsoft Word and, 203 
quitting window, 80-81 

PrintMonhor Documents folder, 170 
program disk, 91 
projects, organizing files by, 116 
Proof print (Options dialog box), 268 
publish and subscribe, 341, 352-354 
publisher item, creating, 341, 353 
purchasing, 4 

selecting model, 8-13 
Put Away (File menu), 42, 125, 137, 150, 

151 

• 
QuarkXPress, 241-24 2 
question mark disk icon, 17, 23, 24 
Quicken, 320-321, 321, 322-337. See also 

categories in Quicken 
account file creation, 318, 322-324 
check register, 325-326 
check writing, 319, 330-332 
deposit entered in register, 319, 327 
memorizing transactions, 332-333 
printing checks in, 331 
printing in, 333-335 
recording check, 318, 326-327 
reports in, 335 
saving in, 337 
transfers between accounts, 329, 336 
troubleshooting problems, 336-337 

quilling 
applications, 50 
PrintMonitor window, 80-81 
problems with applications, 107 

Quote INIT, 171 
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R 
RAM (random access memory), 7, 126 

156-157 • 
RAM cache. See disk cache 
random access memory (RAM), 7, 126 

156-157 • 
reading files, problems with, 148-149 
records in databases, 294, 299 

entering, 302-303 
finding in FileMaker Pro, 305-306 
missing in FileMaker Pro, 315 
restoring complete list after find process 

306 • 
sorting, 293, 304-305 

recovering 
deleted text, 213 
Trash, 42 

rectangle shape tool, 231 
recycling, cartridges, 64 
Redux,l34 
relational databases, 295-297 
removing 

fonts, 75 
System Folder, 182 

repeat rate, for keyboard, 177 
replacing text, 38 

with Clipboard, 198 
in MacWrite Pro, 206 
in Microsoft Word, 196 

reports, in Quicken, 335 
Reset button, 50 
Resolve, 272, 273 
Restart (Special menu), 19,50 
ribbon 

in ImageWriter, 66 
in Microsoft Word, 202 

right aligned tabs, 200, 208 
rotating tool, in PageMaker, 248 
rows, inserting blank in Excel, 279 
ruler 

displaying, 199 
formatting text with, 198-201 
in MacWrite Pro, 207-209 
in PageMaker, 248, 250 
problems moving in PageMaker, 266 

Ruler (View menu), 199 
ruler guides 

s 

~ining up items in PageMaker, 267 
m PageMaker, 254 

Sad Mac icon, 24, 25 
sans serif font, 72 
Save (File menu), 89, 96 

in Microsoft Word, 203 
saving, 89, 96-98, 134 

before shut down, 18 
document for first time, 96-97 
during edit process, 97 
in Excel, 277, 285-286 
in FileMaker Pro, 303, 313 
in Kid Pix, 226 
linked documents, 352, 360-361 
in MacDraw Pro, 232-233 
in MacWrite Pro, 210-211 
in Microsoft Word, 203 
multiple documents and, 102 
in PageMaker, 250, 263-264 
in Quicken, 337 

scientific notation, 72 
Scrapbook, 107,170,340,348-349 

locating item in, 360 
screen 

gray waves across, 23 
troubleshooting dark display, 21-22 

screen dump, 70 
screen glare, 22-23 
screen savers, 22, 182 

and bombs, 164 
screen snapshot, printing, 55, 70-71 
scroll bars, 41 

in PageMaker, 248 
scrolling, 31,41 

records in FileMaker Pro, 293 
SCSI (Small Computer System Interface) 

for external disk drive, 131 
10 number, 146 
ports, 11 

SCSI hard drive 
connecting, 16 
troubleshooting, 26 

Select menu 
Find, 293,306 
Find All, 306 
Layout,306,308,314 
Sort, 293, 304 

selected block of text, 197 
for editing, 206 

selecting 
cell range in Excel, 270, 279-280 
icons, 30, 35-36, 104 
menu commands 30 
multiple icons, 4 i 
printers, 56-59 

selection rectangle, 41 
for icons in folder, 105 

serif font, 72 
Set Up Categories (Shortcuts menu), 330 
Set Up New Account dialog box (Quicken) 

324 • 
setup, to start from hard disk, 5 
setup disk, 91 
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shades of gray, filling graphic object with, 
230 

shapes, creating in MacDraw Pro, 228-229 
Shift-clicking, 41 

to extend selected text, 197 
short documents, word processor for, 192 
Shortcuts menu 

Memorize Transaction, 332 
Memorized Transaction List, 332 
Set Up Categories, 330 

Show Balloons (Help menu), 39, 154 
Show Gridlines (View menu), 229 
Show Invisibles (View menu), 209,212 
Show@ (View menu), 201,212 
Show Ruler (View menu), 207 
showing, help balloons, 39 
shutdown,5,18-19 

and RAM contents, 7 
Silverlining, 136, 366 
SIMMs (Single In-line Memory Modules), 

157 
Size, for desktop view, 102 
size box, to expand window, 104 
size of graphic, in PageMaker, 252-253 
size of text, changing in Microsoft Word, 202 
size of window, 41 
Sleep (Special menu), 18 
Small leon, for desktop view, 102 
Small Kids Mode (Goodies menu), 222 
SmartScrap, 349 
Snap to guides, in PageMaker, 267 
snap-to-grid, for icons, 179 
software. See also applications; system 

software 
for external drives, 16 

Son (Select menu), 293, 304 
sorting records, in FileMaker Pro, 293, 

30+-305 
sound 

input, 14 
installing, 367-368 
at startup, 26 

source disk, for copy process, 142 
space, in file name and file order, 118 
spacing 

fonts and, 7 4 
fractional-width, 79 

Speaker Volume slider, 178 
special characters, determining keystroke 

for, 79-80 
Special menu 

Eject Disk, 125 
Empty Trash, 31,42 
Erase Disk, 139, 145 
Restart, 19, 50 
Shut Down, 18 
Sleep, 18 

Speed Disk, 136, 137 
spelling mistakes, undoing, 207 
spreadsheets, 269-289. See also Excel 

linking to text documents, 350-351 
selecting, 2 72-2 7 4 
troubleshooting problems, 287-289 
uses for, 272 

square-comer tool, in PageMaker, 248 
stamps, in Kid Pix, 224 
start pages, 63 

preventing from LaserWriter, 54 
turning off, 65 

starting installer, 20 
startup 

bombat,164 
disabling extensions during, 172 
opening application automatically at, 

166,170 
sound at, 26 
system software location for, 25 

startup drive, 17, 24 
hard disk setup for, 19-20, 127 
System folder on, 16-17 

Startup floppy disk, 140 
Startup Items folder, 166, 169, 170 
static electricity. and floppy disks, 139 
status lights, on printers, 81-82 
Stop icon, in alert box, 45 
Stuffit, 133, 138 
style, for PageMaker heading text, 260-261 
style bar, adding patterns in MacDraw Pro, 

232 
style indicator, in Microsoft Word ruler, 201 
Style menu, Plain Text, 202, 210 
Style palette (Windows menu), 248 
style of text 

after cut and paste, 345 
in Excel, 270,277-278 
in MacWrite Pro, 210 
in Microsoft Word, 202-203 
problems with, 212-213 
in word processor, 189 

StyleWriter, 60 
cartridge problems, 82 
paper feeder, 81 
Ready light, 78 

StyleWriter II, 56-57 
and background printing, 68 
care of, 61-62 
cartridge problems, 82 

stylus pointers, 15 
subscribe. See publish and subscribe 
Subscribe (Edit menu), 354 
subscribers, determining parts of document 

as, 361-362 
subscribing to published item, 341 

problems with, 361 
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Suitcase, 74 
sum button (a), in Excel, 281 
SuperDrives, 128 
SuperPaint, 218, 219-220 

file formats for, 364 
support department of software manufac­

turer, 51 
surge-protected outlet, 14 
switching 

between applications, 100 
between documents, 101-102 

switching floppy disks, problem from com-
puter requiring, 152 

Symbol font, 72 
system disks, 140-141 
System files, 168 

backup copies of, 141-142 
Fonts folder, 74 
size of, 163 

System Folder, 24, 114, 168-170 
Clipboard, 34 3 
customized and installing new system 

software, 365 
on hard drive, 16, 20 
PrintMonitor, 68-69 
removing, 182 
on startup disk, 140 
Startup Items folder, 166, 169, 170 

system heap, 164 
system software, 8 

customizing file compatibility, 171 
on hard disk,19, 133 
installing on customized Mac, 365-368 
location for, 25 
shut down, 18 
troubleshooting, 24 
version of, 34 

system software extensions, 171 

' tab markers, 200-201 
in MacWrite Pro, 208 

Tab Order (Arrange menu), 314 
table of contents, from PageMaker, 242 
tabs, indents with, 213 
target disk, for copy process, 142 
tax preparation software, 321 
tax-related information, report summary of, 

335 
TeachText, 193 
TeachText folder, 115 
tear-off menu, 232 
temperature 

and floppy disks, 139 
and hard drive, 132 

terminator, for SCSI hardware, 16, 131 
test pages, from printer, 63 

text 
adding to graphics, 230-231 
deleting, 38 
disappearance in word processors, 213 
in PageMaker, 239,251,254-256 
replacing, 38 
selecting, 197, 208 
threading to next block in PageMaker, 

266 
text documents, linking to spreadsheet, 

350-351 
text entry, 31 

in MacWrite Pro, 188, 205-206 
in Microsoft Word, 188, 195 

text tool, in PageMaker, 248 
Text wrap (Element menu), 261-262 
thick lines, adding in PageMaker, 258 
Tidbits disks, LaserWriter Font Utility. 65 
TIFF (Tagged Image File Format), 268, 

363-364 
tilde(>>, 77 
time, setting, 174 
Times font, 72 
title bar, of active window, 40 
toner cartridge 

for LaserWriter, 64-65 
problems from, 82 

toolbar, 203 
in Excel, 275 
in FileMaker Pro, 303-304 

Toolbox, in PageMaker, 247 
Tools menu, Commands, 203 
Touch Base, 298 
trackballs, 12, 15 
transactions, memorizing in Quicken, 

332-333 
transfers, between Quicken accounts, 329, 

336 
Trash, 31 

copying font to, 75 
dragging items to, 42 
emptying, 31,42 
problem dragging to, 4 7 
recovering item from, 42 

triangle, in windowshade handles, 255-256 
troubleshooting problems 

applications and documents, 106-108 
customizing, 182-183 
dark screens, 21-22 
data integration, 360-362 
in FileMaker Pro, 314-315 
floppy disks and hard disks, 146-152 
with folders or files, 119-121 
frozen screen display, 49-51 
with graphics, 234-235 
hard disk icon absence, 26-27 
hardware and installation, 21-27 
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locating system software, 25 
with memory, 162-164 
mouse and desktop, 4~51 
in PageMaker, 265-268 
printing, 78-83 
Quicken, 33~337 
screen glare, 22-23 
with spreadsheets, 287-289 
startup sound and, 26 
system software, 24 
with word processors, 212-213 

TrueType fonts, 72 
icon for, 73 

TurboTax, 321 
Turn Autogrid Off (Layout menu), 234 
turning off Mac, 5 
typeface, 71 
typing 

u 

troubleshooting problems, 48 
undoing, 207 

umlaut, 77 
Undo (Edit menu), 197, 213 
Undo (File menu), 207 
Undo Cut (Edit menu), 350 
undoing, typing, 207 
undoing mistakes 

in Clipboard, 350 
in Kid Pix, 223-224 
in MacWrite Pro, 189 
in Microsoft Word, 189 

unlocking, floppy disks, 144 
users, organizing files by, 116 
utilities, to manage extensions and control 

panels, 183 
Utilities menu 

Autoflow, 239, 251 
Stan Pages, 65 

' variables, in Excel formulas, 280 
version, of system software, 34 
View {Layout menu), 254 
View menu, 102, 117 

Ruler, 199 
Show Gridlines, 229 
Show lnvisibles, 209, 212 

Show@, 201,212 
Show Ruler, 207 

views 
control settings, 178-180 
of database, 304 

Views control panel, 104, 183 
voiding checks, 328 

w 
windows, 40-41 

closing, 41 
closing all, 51 
closing PrintMonitor, 80-81 
Edit Story, 267 
locating open, 51 
moving, 41 
opening, 36 
for PageMaker, 247-249 
printing in Finder, 70 
size box to expand, 104 

Windows menu, Style palette, 248 
windowshade handles, 255 

dragging, 267 
loaded, 257 

Wingz, 272-273 
Word. See Microsoft Word 
word processors, 187-213, 188-189. See 

also MacWrite Pro; Microsoft Word 
bargain, 193 
features, 190 
selecting, 191-193 
troubleshooting problems with, 212-213 

word wrap, 195, 205 
around graphic, 261-263 
preventing split phrase from, 213 

WordPerfect, 191 
WordPerfect Works, 355 
worksheet, in Excel, 275 
WriteNow, 193 
write-protection of noppies, 144 
writing files, problems with, 148-149 

X 
X icon, 23 

I 
zoom box, 41 
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Keyboard Shortcuts on the Mac 
Finder Shortcuts 

Copy (not move) icon to another 
window 
Select icon by name 

Select multiple icons 

Select name of selected icon for editing 
Eject a floppy disk 
Temporarily eject floppy disk 
Take a picture of the current screen 
Stop a switch-disk nightmare 
Rebuild the desktop file 

Disable all extensions at startup 

Option-drag icon 

Begin typing name (without 
pauses between characters) 
Shift-dick, or drag selection 
rectangle 
Return or Enter 
~-Y (leaves no ghost) 
~-E (leaves a ghost icon) 
~-Shift-3 

~-. (period) 
~-Option + start up Macintosh 
Classic 
Shift + start up Macintosh 
Classic 

Window Shortcuts 

Open window that encloses active 
window 
Open window of application or Finder 
and close current window 
Zoom a window to largest size possible 
without hiding desktop icons 
Move a window without making it 
active 
Close all Finder windows 
Escape from application window to 
Finder 

~-i 

Option + choose application or 
Finder from Applications menu 
Option + click zoom box 

~ + drag the window 

Option + click a close box 
~-Option-Esc 



List View Shortcuts 

Change the list view 
Expand outlines of selected folder and 
the folders it contains 
Collapse outlines of selected folder and 
the folders it contains 
Collapse entire outline to top level 
folders 

Click column title 
3€-Option-~ 

3€-0ption-f--

3€-A, then 3€-0ption-f--

File Menu Commands in Applications (or in Finder) 

New (New Folder in Finder) 
Open 
Close (Close Window in Finder) 
Save 
Print 
Quit 
Put Away (In Finder) 
Find ... (In Finder) 
Find Again (In Finder) 

3€-N 
3€-0 
3€-C 
3€-S 
3€-P 
3€-Q 
3€-Y 
3€-F 
3€-G 

Dialog Box Shortcuts 

Switch to desktop list 
Select file name in list 

Create new folder 
Click the button with the bold line 
around it 
Click the Cancel button 

3€-D 
Begin typing name (without 
pauses between characters) 
3€-N 
Return or Enter 

3€-. (period) 



Your First 
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Your First Mac is an engaging, friendly handbook for anyone who's just 
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handle printing, and how to use the mouse and the Mac desktop to 
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• A comprehensive look at System 7.1, including using applications and 
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mation on hard and Aoppy disks, maximizing memory, and customizing 
your Mac. 

• Detailed coverage of every major program category, from accounting to 
word processing. You' ll find an overview of a variety of applications, plus 
speci~c information on one or more leading products in each category. 
Topics include: 

Word Processing-featuring Microsoft Word 5 .1 and MacWrite Pro 
Graphics-featuring KidPix and MacWrite Pro 1.5 
Page Design-featuring PageMaker 5.0 
Spreadsheets- featuring Excel4.0 
Databases-featuring FileMaker Pro 2.0 
Accounting-featuring Quicken 3.0 

You' ll also find troubleshooting help at the end of each chapter, plus plenty 
of timesaving notes, tips, and warnings. 
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