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ight This manual and the software described in it are copyrighted with
all rights reserved. Under the t laws, this manual or the software may
not be copied, in whole or part, without written consent of Quality Compu
except in the normal use of the software or to make a backup copy of the

e

software. This exception does not allow copies to be made for whether
or not sold, but all of the material purchased (with all bachmgies}.my be
sold, or given (but not rented or loaned) to another person. Under the law,

cog&ng includes translating into another language or format. You may use the
software on any computer owned by you, bul copies cannot be made for
this purpose.

Limited Warranty on Media Quality Computers warrants the disks on which
the software is recorded to be free from defects in materials and workmanship
under normal use for a Efﬁod of ninety (90) days from the date of delivery as
evidenced by a copy of the sales receipt. Quality Computers will "?’m
defective diskette at no charge to you, provided you return the faulty diskette
with the sales receipt to ty Computers. Quality Computers shall have no

ility to replace or refund the purchase price of a diskette damaged by
accident, abuse, or misapplication.

Any implied warrenties on the disks, including implied warranties of
merchantability and fitness for a particular purpose, are limited in duration to
ninety (90) days from the date of purchase.

Disclaimer of warranty and limitation of liability Even though Quality
Computers has tested the software and reviewed the documentation, Qluallty
Computers makes no warranty or representation, either express or implied,
with respect to software, its quality, performance, merchantability, or fitness
for a particular purpose. As a result, this software is sold “as is,” and you, the
purchaser, are assuming the entire risk as to its quality and performance.

In no event will Quality Con:igu ters be liable for direct, indirect, special,
incidental, or consequential damages resulting from any defect in the software
or its documentation, even if advised of the possibility of such damages. In
particular, Quality Computers shall have no liability for any programs or data
stored in or used with this product, including the costs of recovering such
programs or data.

Some states do not allow the exclusion or limitation of implied warranties or
lability for incidental or consequential damages, so the above limitation or
exclusion may not apply to you. In any case, ity Computers’ liability for
damages shall be limited to the product’s retail price.

Complete statement of warranty The limited warranties provided above are
the only warranties of any kind that are made by Quali:?Compulers on this
product. No oral or written information or advice given by Quality Computers
shall create a warranty or in any way increase the scope of this warranty, and
you may not rely on any such information or advice.

This warranty gives you specific legal rights. You may have other rights,
which vary ﬁyoa %tal:{' to state. il ¥
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Common Tasks and the Deskiop

The AppleWorks® application lets you work with word
gmcessing, data base, and spreadsheet files at the same time

ecause the Word Processor, Data Base, and Spreadsheet are all
part of AppleWorks—that is, they are all integrated.

The Desktop is where you work with AppleWorks files. You can
think of the Desktop as the hub of a wheel that has three spokes.
To travel from one spoke to another (move information between
the Data Base and the Word Processor, for example) you move
through the hub, the Desktop.

The Desktop does the tasks that are common to all three modules
of the program, including:

M adding and removing files from the Desktop

B saving files and working with files on the disk

B changing the way AppleWorks handles date and time formats
B setting up the printer you use with the program

@ Printer setup AppleWorks comes pre-configured to work with

an Apple ImageWriter I or ImageWriter II printer. If you have a
different printer, see Appendix C, “Printer Configuration.”

Common Tasks and the Desktop 5




Starting AppleWorks

There are several ways to start AppleWorks—the easiest is to turn
on the computer with your AppleWorks Startup disk in the drive.

Step-by-step instructions appear in the AppleWorks Getting
tarted booklet.

# Important You should only work with backup copies of your
AppleWorks program disks. Keep the originals in a safe place.

# Clock users If you have a built-in clock in your Apple II,
AppleWorks reads the date and time from it. If you have no
clock installed, AppleWorks asks for the date. You must have a
clock to use AppleWorks’ auto-save and screen blanking
functions (see “Time-Based Options” in Appendix B, “Standard
Settings.”)

+ 5.25" disk users ApileWOrks may from time to time ask you to
place the specific disk it needs in the disk drive. These prompts

will appear at the bottom of the screen. Insert the requested disk
and press Return.

We strongly suggest that you give your backup copies of the
AppleWorks disks the same names as the originals. (Most of the
disks should be named AppleWorks, except for the Dictionary
disk and the Extras disk.) Do not name any of your data disks
APPLEWORKS.

Figure 1-1 shows AppleWorks’ Main Menu. You'll see this Main
Menu whenever you start AppleWorks.

Chapter 1: Common Tasks and the Desktop



Main Menu
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Quitting AppleWorks

A program selector allows you fo

run a new program by sefectmg
it from a list, instead of having to

type in its name and location.

B Select Quit from the Main Menu, then press Return.

If you are not at the Main Menu, press Escape one or more times
until it appears. Then choose Quit. AppleWorks asks you if you
“really want to do this.” Select Yes, then press Return to quit.

@ Quick quit If you hold down ( while pressing Return on Yes,
AppleWorks quits regardless of whether you have any unsaved
files on the Desktop. This option may be noticeably faster than
the usual method even if you have no unsaved files, especially
if you are using a large portion of the Desktop memory.

B From anywhere else in the program, press Escape one or more
times to go back to the Main Menu.

You may need to press Escape several times, but you can’t do any
harm by “backing out” of AppleWorks this way. From the Main
Menu select Quit, then press Return

¢ To get fo the Main Menu quickly Press ¢-Q (for QuickSwitch) to
display the Desktop Index. Then press Escape to go
immediately to the Main Menu.

A program selector, called Bird’s Better Bye, is installed in the
ProDOS file on your AppleWorks Startup disk. If you start your
computer with the AppleWorks Startup disk, quitting AppleWorks
activates the program selector and allows you to run another
program. When you quit that program, you will return again to
Bird’s Better Bye. The program selector remains available until you
turn off your computer or until you restart using a different
startup disk.

If you have started your computer with a different disk than the
AppleWorks Startup disk, when you quit AppleWorks, you return
to whatever program was running when you started AppleWorks,
or to the standard ProDOS quit screen. Refer to your ProDOS
User’s Manual for instructions on how to start a program from
ProDOS.

Chapter 1: Common Tasks & the Desktop
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Bird’s Better Bye lists up to 16 of the available programs or
subdirectories on the last-accessed disk. The program selector is
not part of AppleWorks. You use it after you have quit
AppleWorks.

B To select a program you want to run or a subdirectory you want
to open, use the 4 and ¥ keys to highlight the filename or
subdirectory name.

M To run a selected program, press Return.

M To list any files within a subdirectory, select the subdirectory,
then press Return.

B To switch between disk drives, press Tab.

B Important If you press Return with a subdirectory selected and
find that the subdirectory doesn’t contain the program you
were looking for, press Escape to move back to the parent
directory of the subdirectory. If you press Tab and see the
message “1/0O ERROR,” you are probably looking at a drive
which doesn’t contain a disk. Press Tab again to switch to
another drive.

Quitting AppleWorks 9




AppleWorks provides on-screen Help information for the Desktop,
Word Processor, Data Base, and Spreadsheet. You can ask for help
any time you see 3-7 in the lower-right corner of the screen, as
shown in Figure 1-2. (If you have a clock, you can ask for help any
time you see the time and date display.)

Figure 1-2 5. Other Activities
Press -2 for Help 6. Quit
You can press ¢-2 for Help
you see the o-2
message [or the current date
and time) in the lower right
corner of the screen. TUpE NUNDEr, O USe arroWs, then press Revurn 4 G- for Relp
+*
5 Other Acbivities
6. Quit
_'I'g pe NUMDEr, OF USe arrous; LHen press Reburn = 16781793 10:10 an
+
How fo B Hold down the & key and simultaneously press “?” (the
tion mark key).
Get Help fudii ’

Do not press Shift for the question mark. AppleWorks shows a
help screen as shown in Figure 1-3.
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Selecting and Typing

Choosing a
Menu Option

Answering
a Prompt

12

AppleWorks is menu-driven, This means that you select the files
(ou want to work with, and what you want to do with them,
argely by making choices on menus or answering prompts.

The Main Menu, for example, offers six menu options or choices
numbered 1 through 6. Whenever AppleWorks displays the Main
Menu, the first choice—"Add files to the Desktop”—is highlighted
to show it is selected. Pressing Return chooses the selected option.

To choose a menu option:
1 Select the option you want by highlighting it.

Use the 4 or ¥ to highlight the option, or type the number of
the option. If the option is already highlighted, do nothing.

2 Press Retumn,

3 If you type a number (1 through 6 for the Main Menu),
AppleWorks highlights the selection for the number you type.
That number remains on the AppleWorks prompt line. If you
want to move the highlight to another choice, use the 4 ¥ keys
or delete the number already in the prompt line, then type
another number. (See “Answering a Prompt” following.)

AppleWorks may sometimes ask a question at the bottom of the
screen, followed by two or more possible answers with one answer
highlighted. For example, when you quit AppleWorks,
AppleWorks asks if you “really want to do this? No Yes” with
“No” highlighted. To choose the answer you want, do one of the
following:

M If the answer you want is already highlighted, press Return.

B Press the « or # keys to highlight the answer you want, then
press Return.

B Type the first letter of your answer.

AppleWorks automatically moves on. Do not press Return.

Chapter 1: Common Tasks & the Desktop



i
Typ nzran

Changing
Something
You‘ve Typed

If AppleWorks asks you to type in an answer (usually, something
like how many copies of a document you want to print), type the
word or number at the keyboard. When you are satisfied with
your answer, press Return. (See the section below if you want to
change something you've typed.)

If you're unhappy with something you’ve typed when answering
an AppleWorks prompt, here’s how to fix it before you press
Return. Once you have pressed Return, AppleWorks accepts
whatever you've typed as your answer. Most answers can be
reversed or changed—it’s just easier to do before you press Return.

1 Make any changes in the following ways:

M If you need to move the blinking cursor to the right or left
without changing anything, press the « or + key.

B To move the blinking cursor one word to the left or right
without changing anything, press -4 or &-9.

B To erase the character to the left of the cursor, press Delete.

B To erase the character under the blinking cursor (and move all
characters to the right of the cursor one place to the left), press
G-Delete.

B To get rid of the character under the blinking eursor and
everything to the right of the cursor to the end of the line, press
Control-Y or 3-Y. (Do not use the Shift key.)

W To insert characters, move the blinking underline cursor to the
place where you want to insert characters, and type. (If the
cursor is a solid rectangle, press G-E first to switch to the
blinking underline.) AppleWorks pushes any characters to the
right of the cursor further to the right as you type.

Changing Something You ve Typed 13



Selecting and Typing

# Toreplacedtambywnhngwerthem,methebllnkmg
rec::glecu:sorto&\eplace you want and
display replacement (solid rectangle) cmsor,ptesso-l-: You
can switch between the insert and replace cursors at any time in
AppleWorks by pressing G-E.

2 When you've finished your changes, press Return.

sl
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Desktop and Clipboard

AppleWorks supports three Desktops. Each Desktop can hold up
to twelve files. You can switch from one Desktop to the next with
the Tab key any time AppleWorks asks you to choose the file or
files you want to work with. (When adding files to the Desktop
from a disk, use 3-D to switch Desktops. Tab switches to the next
disk in this instance.)

Use the three separate Desktops to work on a large number of files
at once (for example, chapters in a book) or to simplify your work
(keeping the most frequently used files on one Desktop and
keeping supplemental files, such as glossaries, on a different
Desktop). AppleWorks does not dictate how you use the three
Desktops—you decide for yourself.

The Clipboard is a part of the Desktop too. It holds information
you're transferring around AppleWorks—either within a file (from
place to place in a word processing document, for instance) or
between files (from a Data Base file to a Spreadsheet file).

AppleWorks has three separate clipboards—one for each of the
programs in AppleWorks. To find out how to copy and move
information using the Clipboard, see Chapter 3, “Word Processing
Basics,” Chapter 9, “Modifying a Data Base,” and Chapter 13,
“Building a Worksheet.”

Whenever you move or copy information te the Clipboard,
AppleWorks uses the Clipboard associated with the program
you're using. For example, the Word Processor clipboard is used to
hold information copied or moved from a word processor file.

When you move or copy information from the Clipboard,
AppleWorks uses the last Clipboard something was moved to,
regardless of which program you’re using at the moment. If you
move something to the Clipboard in the Data Base, then switch to
a spreadsheet file and move information from the Clipboard to the
file, AppleWorks takes the information from the Data Base
clipboard even though you're in the Spreadsheet program.

You can also tell AppleWorks which Clipboard to gct information
from when moving or copying information by holding down the &
key while choosing “From clipboard” after pressing (1-C or 3-M.
AppleWorks will let you choose one of the three clipboards as the
source of the move. This works in all three AppleWorks modules.

Desktop and Clipboard 15
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# Two routes to the Clipboard AppleWorks provides two ways to
place data on the Clipboard: you can copy (or move) data to the
Clipboard, and you can print data to the Clipboard. When you
print to the Clipboard, AppleWorks places formatted data on
the Clipboard by replacing any Tab characters in your original
data with a number of spaces, just as if the data was going to a
printer. When you copy to the Clipboard, AppleWorks does not
substitute spaces for tabs. These distinctions become important
when you transfer Spreadsheet or Data Base information to the
Word Processor.

AppleWorks also lets you edit the contents of the clipboard
directly, just as if they were another file on the Desktop. For more
information on this feature, see Appendix A, “Other Activities.”
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AppleWorks’ Main Menvu

The Main Menu is the control panel for AppleWorks. It's the first
thing you see after AppleWorks has loaded. Figure 2-1 shows the
Main Menu as it appears on the screen. Figure 2-2 is a map
showing the new choices that appear after choosing a particular
menu option. For example, if you choose “Work with one of the
files on the Desktop,” AppleWorks presents you with a list of files
to choose from. While Figure 2-2 may look complex at first glance,

spend a few moments exploring your options on the screen and it
will quickly become clear.

Disk: Disk | (Slet 5) HAIN MEWU

Hzin Henu ]

Hork with one of the files on the Desktop
Save Qlesktop files to disk

Rewove files frow the Deskbop

Other Activities

Guit

' SR | SR SO L

Tupe nuwber, or use arrows; then press Return & a-7 for Help
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fleWorks” Main

Figure 2-2 Main Menu
Map of the Main Menu

Each horizontal line holds the
menu oplions from a different
menu.oﬁln Standard Settings
menu is on two lines, but it’s
one menu.)

Vertical lines lead from

menvu fo menu.

Get Make Desktap
File New File Index

Other Activities

Work with Edit
Files Disks Clipboard

<
Standard Settings _ ¢
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Adding Files to the Desktop

Adding a File
from Disk

Figure 2-3
Add Files screen

You can add a new file to the Desktop by getting an existing file
from the disk, by creating the new file from scratch, or by changing
the current disk first, so that you can get an existing file from a
different disk.

1 From the Main Menu, select “Add files to the Desktop,” then press
Return.

AppleWorks displays the Add Files screen, as shown in Figure
2-3. “The current disk” is highlighted with the slot and disk
number of the drive where AppleWorks will look for your files.
3.5" disks usually use slot 5 and 5.25" disks usually use slot 6.

Disk: Disk 1 {Slet ) 00 FILES Escape: Main Menu

flain fenu |
fdd Files |

Get files Fron:

Make a new file for the:

1. Mord Processor
4, Data Base
3. Spraadsheat

Type number, or use arrows, then press Keaturn _ 2364 Avall

2 Press Return to choose “The current disk.”

AppleWorks displays a list of available files on the current disk,
as shown in Figure 2-4.

o If you know the exact name of the file you want to add, and
are certain that it exists on the current disk, press C-Return
instead of Return. AppleWorks asks for the name of the file
without displaying the file list. Enter it and press Return.
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Figure 2-4
Selecting a file

© DISK
Location of the current disk.
Press Tab to chonge disks.

@ FILE ST

Lists the AppleWorks files on
the current disk. Press c-1 fo
move fo the top of the list. Press
-9 to move to the end.

® FILE TYPE
Tells which AppleWorks module
the file was created for.

@ FILE SIZE
The amount of disk space each

file takes up—not afwt?'s the
mefﬂ’ofy

same as the amount o

the file takes up in the computer.

© BU (BACKUP)
Whether the file has been
changed since it was backed up.

® DATE & TIME
When the file was last saved.

@ MEMORY
Memory available for files
on the Desktop.

Use # to select multiple files.
Press Return when oll the desired
files have been selected.
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If the current disk that AppleWorks shows in the upper-left
corner of the screen is not the disk where your files are located,
see “Adding Files from Another Disk,” later in this Chapter.

B Changing the list order Press 3-A to arrange the file list to find

Chapter 2: AppleWorks' Main Menu
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Disk: Disk 1 (Slot §) APPLENDRKS FILES Escape: Add Files
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To display the contents of a subdirectory, highlight the
subdirectory name, then press Ci=> (or press Return). Press (-
Return to accept the subdirectory you have chosen and add it to
the current pathname. To leave a subdirectory and move to its
parent directory, press (-<, Do not hold down the Shift key.
This removes that subdirectory from the current pathname
(moves you “up a level”). Press Tab to move between disks.

the file you're looking for more easily. AppleWorks will ask you |
whether you want to arrange by Name (files displayed -
alphabetically regardless of type), Type (files grouped into
types and alphabetized within —the standard method),
Size (largest files first), or Date (most recently modified files
first). Changing the list order only affects the way you view fil
in AppleWorks, not the actual order of the files on the disk.

Ejecting disks If the current file listing is from a 3.5" disk, you
can press (3-Y to eject the disk.



3 Use the + and + keys lo highlight the file you want.

If you want to add more than one file at a time, press the » key
when the first file is highlighted, then press the 4 or % key to
move to another file. Press the # key to select another file. (The
¢ key deselects a file.)

To select all the files in the list for adding (up to a maximum of
twelve), press G-#. To deselect all the files in the list, press 3-4.

Press G-D to switch Desktops if the current Desktop doesn’t
have room for the number of files you wish to add.

Press Return when you have hxghl hted (or selected) the file (or
files) you want to add from SE

AppleWorks gets the file(s) from the disk. If you selected more
than one file to add to the Desktop, AppleWorks displays the
Desktop Index (Figure 2-5) so you can choose which file you
want to work with; otherwise, AppleWorks displays the file.

¢ 5.25" disk users AppleWorks may ask you to insert a different
disk before it displays the file.

Uesktop Index |
%
L
3. INCOME 55

© Where to go from here If you added a word processing
document from the disk, see Chapter 3, “Word Processing
Basics.” If you added a data base file from the disk, see Chapter
7, “Creating a Data Base.” If you added a Spreadsheet file from
the disk, see Chapter 13, “Building a Worksheet.”
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Adding Files
from Another
Disk

Figure 2-6
Changing the current disk

Select a drive from the list and
press Return, or choose “Current
disk” to accept the current disk or
pathname.

Press &-Return on “Current disk”
to add a subdi . Press -D
to drop the last subdirectory in
the current path.

Press *-Return on any drive fo

select o subdirecfory on that disk.

Press c-Return on “ProDOS
directory” to select a path via
“point and shoot.”

Files to the Desktop

AppleWorks remembers the location of the last data disk you used
antf calls it the current disk. If you need to add files from a different
disk, you can change the current disk from the Add Files menu.

You can select a standard data disk so you don’t have to tell
AppleWorks which disk drive to use every time you start the
program. See Appendix B, “Standard Settings.”

1 From the Main Menu, select “Add files to the Desktop,” then press
Return.

AppleWorks displays the Add Files screen (Figure 2-3). “The
current disk” is highlighted, with the slot and drive number (or
pathname) of the disk where AppleWorks will look for files.

2 Select “A different disk,” then press Return.

AppleWorks displays the drive list, as shown in Figure 2-6.

Disk: Disk | (Slot 3) CHANGE CURRENT DISK Escape: Add Files

Hain Renu |
fdd Files | |
Thange Current Disk | ‘

Press ¢-Return to add a subdirectory

D OD =IO LN P G I e

—

Type number, or use arrows, then press keturn - g=¢ tor help

@ Note Your drive list will probably look different. We have two
5.25" drives in Slot 6, a 3.5" drive in Slot 5 Drive 1, a RAM Disk
in Slot 5 Drive 2, and a hard drive with three partitions (52D1,
S2 D2, and 52 D4). f
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3 Select the disk or directory you want fo use, then press Return.

If you're not sure which drive you want, press 3-? (do not hold
down the Shift key) to see the names of the disks in each drive.

After you choose a disk, AppleWorks changes the current disk
to the one you have selected, and returns you to the Add Files
screen, From there, select “The current disk” and press Return
to add a file from the disk.

AppleWorks displays the drive list (Figure 2-6) whenever it wants
you to select a disk or directory. The following options are
available:

B Select “The current disk” to accept AppleWorks’ default or
current setting, or to accept a pathname after changing it as
detailed below.

B Select a disk by highlighting it with the 4 and # keys, then
press Return. AppleWorks exits the drive list and uses the main
directory of the specified disk. (Press (-7 to see the names of the
disks in the drives.)

M Select a disk as above, but press i -Return instead of Return.
AppleWorks displays a list of the subdirectories on the disk.
Select one using the 4 and ¥ keys, then press Return. The
current disk is set to the chosen directory and AppleWorks
returns to the drive list.

M Highlight “The current disk” and press (3-Return. AppleWorks
displays a list of the subdirectories on the current disk or in the
current directory. Select one using the # and ¥+ keys, then press
Return. The chosen directory is appended to the current
pathname and AppleWorks returns to the drive list. Repeat this
procedure to add more subdirectories.

B Press G-A (or G->) to add a subdirectory, as described above.
AppleWorks returns to the drive list.

M Press G3-D (or G-<) to drop the last subdirectory from the
current pathname and stay in the drive list.

Selecting a Disk or Directory 25



Adeling Files fo the Deskitop

B Press (-P to display the list of pathnames you have defined
under “Standard Setttings” (see Appendix B). From this list,
select the desired pathname and press Return to choose one of
the pathnames and use it immediately, or S-Return to select the
pathname and return to the drive list for further editing. Press
&-1 through -8 from the drive list to change directly to one of
the stored pathnames without seeing the pathname list.

B Highlight “ProDOS directory” and press Return to specify a
ProDOS directory by typing a pathname. This is mﬁn w‘{m
you know exactly where you want to go and just want to get
there as quickly as possible.

When the desired disk or directory is displayed next to “Current
disk,” highlight “Current disk” and press Return to proceed. (Press
Escape to exit the drive list and leave the current disk unchanged.)

# AppleWorks Veterans To select a pathname “point-and-shoot”
style as in AppleWorks 3.0, press 3-Return while “ProDOS
directory” is highlighted. AppleWorks displays the
subdirectories of the current disk or directory, if any. Use C->
(or Return) to enter a hl%gzghted subdirectory, or G-< to “back
out” of a subdirectory. (Do not use the Shift key with &-> or
(4-<.) Press Tab to switch to another disk. Press G-P (for Path)
when you are inside the desired disk or directory. AppleWorks
accepts the current disk and proceeds to the next screen.

26 Chapter 2: AppleWorks’ Main Menu



When youi create a new file to add to the Desktop, you can make it
from scratch or from an existing ASCII (text) file. ASCI (American
Standard Code for Information Interchange) files are not
AppleWaorks files, but AppleWorks can understand them. If you
already have an ASCII file that you want to change into an
AppleWorks file, see Appendix E, “DIF and ASCII Files.”

1 From the Main Menu, select “Add files to the Deskiop,” then press
Return.

2 Select "Word R.iocessor," “Data Base,” or “Spreadsheet,” then
press Return.

You must create a new file expressly for the module of
AppleWorks where you expect to use it. You can easily move
data from one kind of file to another using the clipboard.

3 If you are creating a Word Processor or Data Base file,
AppleWorks asks if you want to make it “From scratch” or “From
an ASCH (Text) File.” Select “From scratch,” then press Return.

If you are creating a Spreadsheet file, AppleWorks knows you
want to create it from scratch, because AppleWorks cannot
make spreadsheet files from text files. In either case,
AppleWorks asks for the name of the new file.

4 Type in the new filename, then press Return.

An AppleWorks filename can have up to 15 characters. It must
start with a letter, but can contain numbers or letters in
uppercase or lowercase, periods, and spaces (no other
punctuation).

AppleWorks displays an empty word processing document,
empty worksheet, or new data base setup, depending on which
type of file you create.

® Where to go from here If you created a word processing
document, see Chapter 3, “Word Processing Basics.” If you
created a data base, see Chapter 7, “Creating a Data Base.” If
vou created a Spreadsheet file, see Chapter 13, “Building a
Worksheet.”
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Working with Dskeow 1w

Figure 2-7
Deskiop Index

Press Tab to swilch Desktops.
Press -1, 2, or 3 to move
directly to one of the three
Deskifops.

Press &-Q fo display the

Desktop Index from anywhere
in AppleWorks.
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When you add one file from the disk, AppleWorks displays the file
automatically. If you add more than one file at a time, AppleWorks
gives you a choice of which file to work with. Later, you can work
with another file that is already on the Desktop.

To work with a file already on the Desktop, follow these steps:

1 From the Main Menu, select “Work with one of the files on the
Desktop,” then press Return.

AppleWorks displays the Desktop Index shown in Figure 2-7,
which lists the files available on the current Desktop. If you
don’t see the file you want, press Tab to move through
AppleWorks' three Desktops until you see the file listed, or
press (-1, 2, or 3 to move directly to the Desktop you want to
work with. (If you forgot which files are on which Desktop,
press G-V to see an “overview” of all three Desktops.)

Disk: Disk 1 (Slot §) HAIN MENU Escape: Main Menu

Hain Menu |

1. Add files to the Desktop
-=% Hork uith one

Desktop Index |
Save Desktop |-—

3.

4. Remove files %'_ !E!nss Eo! Hi
; ;

b

: i udget Ll
. Other Activit
. Buit

Type nuMber. or use arrows: then press Keturn _ 291K fvail.

2 Use the + or ¥ key to highlight the file you want to work with,
then press Return.

AppleWorks displays that file. The other files listed in the

Desktop Index remain on the Desktop, even though they
disappear from your screen.
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¢ Switching files without returning to the Main Menu No matter
where you are in AppleWorks, you can press &-Q (for
QuickSwitch) to display the Desktop x and go directly to
another file. The Tab key moves I:hrough AppleWorks’ three
Desktops. Use the 4 and ¥ keys to highlight the file you want
to work with, then press Return.

To get back to the Main Menu quickly from anywhere in
AppleWorks, press G-Q for QuickSwitch, then press Escape.
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You can change the filename of an AppleWorks file any time
you're working with that file on the Desktop.

To change a filename:

1 ¥ the file is not already on the Desktop, add it to the Desktop.

1f necessary, select the file from the Desktop Index (3-Q) to
work with it.

You can add a file from the disk or select it from the “Work
with a file on the Desktop” option on the Main Menu.

2 Press ¢i-N io change the name of the file.

At the bottom of the screen, AppleWorks displays the current
name for the file and asks you to type a new filename.

# Data Base Renaming a data base file differs somewhat from
renaming word processor and spreadsheet files. See Chapter 9,
“Modifying a Data Base.”

3 Type the new name for the file, then press Return,

You may need to delete, edit, or type over the current filename
(by pressing Ci-E to switch to the replacement cursor). You can
press (3-Y to delete the entire filename at once. After you type in
the new filename, then press Return, the file’s name is changed.

4 Press i-5 to save the file with the new name.
& Renaming disk files See “File Activities,” in Appendix A, “Other

Activities,” for details on how to rename files directly on disk.
(This technique is much faster than loading and resaving a file))
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Saving One or
More Files

Saving a File

You save a file by telling AppleWorks to write it onto the disk.
Once there, a file remains on the disk until you remove it or until
you tell AppleWorks to write another file to the same disk using
the same name (for example, when saving a later version of the
same file with the same name).

¢ Old versus new Version 4 of AppleWorks can use any file
created with older versions of AppleWorks. Word Processor
files saved by version 4 are compatible with version 3 of
AppleWorks and may also be compatible with older versions if
you don’t use tabs. Spreadsheet files saved by version 4 are
compatible with older versions if you have not used any new
functions or formats. Data base files saved by version 4 are not
compatible with older versions of AppleWorks, but can be
transferred via ASCII text format (see Appendix E).

There are two ways to save a file. You can return to the Main Menu
and choose “Save Desktop files to disk.” This method allows you
to save more than one Desktop file—of any type—at a time. Or
you can press (3-S or (3-Control-S to save the file you're currently
working on without leaving the AppleWorks module you're in.

The &-S keystroke is useful for saving your work every few
minutes (as you should for safety). The Auto-Save feature (under
“Time-Based Options” in Standard Settings—see Appendix B) can
provide further security.

AppleWorks holds a file in memory while you're working on it.
That's OK-—-you can write a quick note that way, or do a little
figuring with the Spreadsheet. However, to retain your work, you
must save the file on the disk. Saving your work every few
minutes is also good insurance against a power outage.

To save one or more files at a time:

1 If you are working with a file, press Escape to return fo the Main

You may need to press Escape several times, depending on
what you're doing. A quicker way is to press 3-Q, then Escape.
Even though AppleWorks returns to the Main Menu, your
file—like the rest of the files on the Desktop—is still in the
computer’s memory.
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Saving a File

Figure 2-8
Save Files screen
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2 From the Main Menu, select “Save Deskiop files to disk,” then

press Relurn.
AppleWorks displays the Save Files screen (Figure 2-8).

[}
Disk: Disk 1 (Slot §) SAVE FILES Escape: Main Henu
Nain Menu
ain | e T
am Files ] 52
ane Status locument type S12¢
======“=III==II8-=="="“I'HBl:--“a‘:a“:ﬂﬂ!-=3====%583=
P -=) Heno rd rocessor 5K
{ s Book ase 16X
i o
; o
s Right Arrou to choose Files, Lert Arrou to undo _ 942K Avall.

3 Use the + and + keys to highlight the file you want to save.

If you want to save more than one file at a time, press the # key
when you have highlighted one file to select it, then press the 4
or ¥ key to move to another file. Press the + key to select
another file. (The & key deselects a file.)

To select all the files on the Desktop for saving, press G-#. To
deselect all the files on the Desktop, press G-4.

Press Tab to move through ApEleWorks’ three Desktops. (Any
files you have chosen on a Desktop are de-selected when you
swtich to the next Desktop. You can select files from only one
Desktop at a time.)
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4 Press Return when you have highlighted (selected) the file you
want o save.

AppleWorks gives you the choice of saving the file on the
current disk, changing the current disk before saving the file, or
saving the file back to its original directory (useful if you have
changed directories in the meantime). S-Return automatically
saves all files to their original disks or directories.

5 Select how you want o save the file, then press Return.

AppleWorks saves the file on the current disk, with the
pathname that AppleWorks displays in the upper left of the
screen. (For more information about pathnames, see “Changing
the ProDOS Prefix” later in this Chapter, or consult your
ProDOS manual.)

¢ SmartSave You can save a file without leaving the AppleWorks
module you're working in. From any of the three modules,
press (-5 to save the file that’s on the screen. If you want to
“SmartSave” the file to its original directory (no matter what the
current directory is), press :-Control-S.

¢ Data Base reports When AppleWorks saves a data base file, it
saves all table and label report formats along with it.

g
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Removing a File

Figure 2-9
Remove Files screen
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When you remove a file from the Desktop, AppleWorks frees up
the memory that the file was using. Removing a file from the
Desktop does not delete the file from the disk, alter it, or remove
any information from the Clipboard that you may have copied
from the file. Unless you have changed the file while it was on the
Desktop (or created it and have not yet saved it), AppleWorks
immediately removes the file from the Desktop.

To remove a file from the Desktop:

1 From the Main Menu, select “Remove files from the Deskiop,”
then press Return.

AppleWorks displays the Remove Files screen (Figure 2-9.)
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2 Use the + and ¥ keys to highlight the file you want to remove.

If you want to remove more than one file at a time, press the #
key when you have highlighted one file to select it, then press
the 4 or ¥ key to move to another file. Press the % key to select
another file. (The 4 key deselects a file.)

To select all the files on the Desktop for removal, press G-$. To
deselect all the files on the Desktop, press G-4.

Press Tab to move through AppleWorks’ three Desktops. (Any
files you have chosen on a Desktop are de-selected when you
swtich to the next Desktop. You can select files from only one
Desktop at a time.)

3 Press Return when you have highlighted (selected) the file you
want fo remove.

AppleWorks removes the file from the Desktop, but does not
delete any copy you have of it on the disk.

Press G-Return to automatically save the selected files to their
original disks or directories before removing them, if necessary,
with no further prompts.
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P dapivities
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The Other Activities option on the Main Menu lets you “do
housekeeping” with disks, files, and directories; change settings to
get the most out of AppleWorks and your printer; and change how
AppleWorks works to suit yourself better.

You can use the Other Activities option to:
M change the current disk drive

W access File Activities to list, delete, rename, lock, unlock, copy,
and move disk files

M access Disk Activitiesto copy, erase, verify, format, or compare
disks, or to rename, copy, or create subdirectories

W access Clipboard Options to directly edit one of AppleWorks’
three Clipboards

B change Standard Settings, including printer configuration

For further information on any of these topics, see Appendix A,
“Other Activities” (for everything on the Other Activities menu
except Standard Settings), Appendix B, “Standard Settings” (for
everything on the Standard Settings menu except printer
configuration), or Appendix C, “Printer Configuration.”
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Word Processing Basics

Using AppleWorks’ word processing features, you can create any
kind of document—a letter, memo, book, or poem—format it,
verify its spelling, and print it on any of several types of printers.

B Create a new word processing file or add an existing one to the
Desktop by following the steps in Chapter 2, “Adding Files to
the Desktop.”

Figure 3-1 shows the elements of a typical Word Processor file.

Word Processing Basics 41



The Word Processor Screen

Figure 3-1 ° e ®
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Moving Around a Document

Figure 3-2 summarizes the keystrokes you can use to move the
blinking (data entry) cursor around a word processing file.

Figure 3-2 B Indicates where the cursor is
m"grggfs?s;ﬁte I Indicotes where the cursor will go
;ABBIN% tab iﬁﬁéﬁﬂ.ﬁﬂlﬁiﬁnm :::s==:ﬂl§§!ﬁ@f %En{tmua{ﬂmﬂa:ﬁ&s@
3 meve e cursar one Sales Projections igh
m to the right, press Tab. o
¢3-Tab to backtab.) xpected ?
SPACE BY SPACE Ks. Simon. you redlested a bulletin rt?itctmt our annual
To move the cursor one performance an:l mn9 projections for next year's
space in any direction, perfornance. it is.
press the + & & # keys.
To move the cursor "9'(" %eghqhh as you' iaaﬁs‘f:qeesl;edl ‘Eg 23 Et Eﬁli ﬁ;ﬂg
one word, press O-#
To move the cursor left
one word, press (4.
START/END OF LINE N ’ b ; i .
Tomose hecuror o the Sl L0 S I e oo s

start of a line, press -<.

To move the cursor fo the
end of a line, press &->.

O SCREEN BY SCREEN
To move the cursor up one
whole screen, press c-#.

To move the cursor down one
screen, press G-%.

@ PROPORTIONALLY

To move the cursor fo

beginning, middle, or end

ofa document, press 3-1...9.
The begmmng 'of the document

is 1; the end is 9.
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Inserting
New Text

Deleting Toxt

You can always add to, delete from, or otherwise change the text of
a document on the Desktop. Once you have saved a file on a disk,
that version of the file remains on the disk until you next use it.
Later, you can add it to the Desktop, make changes to it, and save
it again with the same filename. AppleWorks replaces the earlier
version with the later one,

¢ Important These sections assume that you have added an
existing Word Processor file to the Desktop or have created one
from scratch.

1 Move the cursor fo the place in the document where you want to
add text.

2 Make sure the insert cursor [a flashing underline) is active. If it is
not, press C-E.

3 Type the fext you wish to add.

To mark the end of a paragraph, press Return. To place a blank
line between paragraphs, press Return twice.

¢ Keeping two words fogether Use a “sticky space” if you want
two words to stay together and not be separated on different
lines (or pages). To stick two words together, press C3-Space bar
instead of pressing the Space bar without the C. Delete a sticky
space the same way you delete any character. See below.

There are several ways to delete text. Figure 3-3 summarizes them.

B To erase the character to the left of the cursor, press Delete.

M To erase the character under the blinking cursor (and move all
characters to the right of the cursor one place to the left) press
G-Delete.

M To get rid of the character under the blinking cursor and

everything to the right of the cursor to the end of the line, press
Control-Y or G-Y. (Do not use the Shift key.)
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LEFT OF CURSOR
| Balelo Loy 1o clolii i
.:chamcferblhefe};

~ TO END OF LINE
Press &Y or Control-Y to
from the cursor

_ position fo the end of the line.

UNDER CURSOR
Press c-Delete fo delete the
character the cursor is on.

- BLOCK DELETE

- Press &-D, then highlight the
desired fext and nass Return, fo
delete o block

Changing
Existing Text

of the cursor.

B Indicates where the cursor is
O  Indicates the text which will be deleted

tha Hi'g: ue've changed ? eIl:ng gf Erano a Pudding
i ) 85 You've suggest a ling 1t nno a Pudding
Lite adds pizzaz to our lineup and will surely gain us a

Good news from narket analusts, The NWolfe-Schuartzber
industry pie chart shoks Us a s ran? eader city-wide ip all
catesories. HWe've come a long way from giving pies to the

All in all. it's
next year shw%d e euelg better.
place, our extra capaci

&n & good l;ear. and {mettwns shou that
h the new factory in
4 should naka us able to keep up

There are two ways to change existing text: by replacing text and
by deleting old text and entering new.

To replace characters by writing over them:

1 Press G3-E, if necessary, to switch to the blinking solid rectangle
cursor (called the replacement cursor).

2 Move the replacement cursor to the location you want and type
over any fext you want to replace.

The new text replaces the old.
To replace old text with new text:
1 Delete any text you want to remove.
2 Putﬂnecursoratﬂ\eposmonwbereywwnntqudmwhm
3 Enter the new text.
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Editing Text

M Don't forget fo save The changes you make to a document while
it is on the Desktop are only temporary. Press (3-S to save the
file. If you have not changed the document’s filename, you
replace the original file on disk with the changed file. If you
changed the name, both versions are kept. Save the file with a
different filename to maintain a “trail” of important documents
as they . For the information on changing a filenameand
saving the file, see Chapter 2, “AppleWorks” Main Menu.”
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AppleWorks can locate words, phrases (or any other text), specific
pages in your document, a marker you may have placed in the
text, or printer options (where boldface text begins, for example).

To find a word or phrase:

1 Move the cursor fo the location in the document where you want
fo begin the text-finding operation.

AppleWorks searches from the cursor position to the end of the
document; by moving the cursor to the beginning, for example,
you guarantee that AppleWorks searches the entire document.

2 Press G-F to Find occurrences of a word, text, or other items in
your document.

AppleWorks displays a list of the types of items it can find:

O

1l

Text AppleWorks searches for up to 30 characters of text,
about the number of characters you can enter on the
AppleWorks prompt line. In its search, AppleWorks pays no
attention to whether letters are uppercase or lowercase, and
does not distinguish between QUALITY, Quality, and

quality.

Case-sensitive text AppleWorks searches for up to 30
characters of text. In its search, AppleWorks pays attention
to whether letters are uppercase or lowercase, distinguishing
between QUALITY, Quality, and quality.

Page AppleWorks searches for a specific page number. See
“Determining Page Breaks” in Chapter 4.

Marker AppleWorks searches for an invisible marker you
have placed in the text. See “Printer Options” in Chapter 4
for information on how to set a marker.

Options for printer AppleWorks searches for a specific
printer option. See “Printer Options” in Chapter 4 for how to
set and remove a printer option.
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Finding o Work orFitase

3 Use the ¢ and » keys to select a type of item to search for.

You can also press the key corresponding to the first letter of
your selection.

1 Hold down the G key while selecting Text or Case-sensitive
text to restrict the search to whole words. If you do not hold
down &, AppleWorks performs a partial search.

For example, if you search for “and,” without instructing
AppleWorks to find whole words only, AppleWorks will
find “hand,” “grandiose,” and “Andrew,” along with dozens
of other instances. The word “and” by itself is only one
possibility. If you restrict the search to whole words, only
the exact word “and” will be found.

After you select the type of item to search for, AppleWorks asks
for the text, page number, marker number, case-sensitive text,
or printer option, depending on your choice.

4 Type the words or characters you want to find, then press Retum.
If AppleWorks cannot find any occurrence of the words or

characters, it tells you: “Not found. Press Space Bar to
continue.”

In that case, press the Space bar to return to editing the file.

If AppleWorks finds the words or characters, it highlights the
first occurrence and asks if it should find the next occurrence.

5 Press Y to find the next occurrence or press N to stop the search.

If you press Y to continue the search and AppleWorks finds
another occurrence, it highlights that occurrence and asks again
if it should continue. AppleWorks will continue until it can find
no more occurrences or you stop the search.
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Finding & Replacing Text

AppleWorks can locate text or case-sensitive text and replace it
with other text that you specify.

To replace text:

1 Move the cursor to the beginning of fext you want to search,

AppleWorks searches from the cursor position to the end of the
document.

2 Press -R to replace occurrences of fext or case-sensitive text in
your document.

AppleWorks displays the types of items it can find:

1 Text AppleWorks searches for up to 30 characters of text. In
its search, AppleWorks pays no attention to whether letters
are uppercase and lowercase. It recognizes QUALITY,
Quality, and quality as being the same, and replaces it with
exactly the text you have typed in as a replacement.

1 Case-sensitive text AppleWorks searches for up to 30
characters of text. In its search, AppleWorks pays close
attention to whether letters are uppercase and lowercase. It
will recognize the difference between QUALITY, Quality,
and quality, and replaces it with exactly the text you have
typed in as a replacement (including any capitalization).

3 Use the « and # keys o select a type of item to search for.

You can also press the key corresponding to the first letter of
your selection.

L1 Hold down the (3 key while selecting Text or Case-sensitive
text to restrict the search to whole words. If you do not hold
down 3, AppleWorks performs a partial search.

For example, if you search for “and,” without instructing
AppleWorks to find whole words only, AppleWorks will
find “hand,” “grandiose,” and “Andrew,” along with dozens
of other instances. The word “and” by itself is only one
possibility. If you restrict the search to whole words, only
the exact word “and” will be found.
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Finding & Replacing Text

After you have selected the type of item to search for,
AppleWorks asks, “Replace what?”

4 Type the text fo be replaced, then press Return.
AppleWorks asks, “Replace with what?”

5 Type the replacement text, then press Return.

You have the choice of “One at a time” or “All.”

6 Select “One at a time” if you want to approve each X
Select "All":fkrnu want Works to search for every instance
of the text utomatically replace it with the text you
specified. Press Refurn.

If you choose “All,” AppleWorks immediately replaces all
occurrences that it can find. If you choose “One at a time,”

AppleWorks finds the first occurrence of the target text (if any)
and asks, “Replace this one?”

7 To replace the text, press Y; to skip this occurrence, press N.
AppleWorks asks, “Find next?”

8 Press Y fo continve or N fo end the search.
If you continue, AppleWorks finds the next occurrence (if any)
and again asks if you want to replace it. When AppleWorks can

find no more occurrences, it tells you: “Not found. Press Space
bar to continue.”

9 Press the Space bar to continue editing your file.
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Moving & Copying Text

Moving or
"n’t‘.’ﬁ.‘ o)
Document

When you move text, you remove it from one location and place it
in another. When you copy text, you leave the text you want to
copy in its existing location and make a duplicate to move to a new
location. AppleWorks can move text within the same document, to
other word processing documents, or to other Desktop files in the
Spreadsheet and Data Base modules of AppleWorks.

To move or copy text to other documents or to spreadsheet and
data base files, you must first move or copy the text into the
Clipboard. For an explanation of the Clipboard, see “Desktop and
Clipboard” in Chapter 1.

1 Move the cursor fo the beginning or end of the fext you wish fo
move or copy.

2 Press G-M to Move the text or G3-C to Copy the fext.
AppleWorks asks whether you want to move or copy the text

“Within document,” “To clipboard,” “From clipboard,” or
“Append to clipboard.”

3 Select “Within document,” then press Return.

AppleWorks asks you to highlight the text you want to move or
copy.

4 Uaﬂn*###hyslolughhghllhohxiyouwuﬂhmor
copy, then press Return,

AppleWorks asks you to select the new location.

AppleWorks moves or copies the highlighted text from its old
location and places it in the new location.
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Moving & Copying Text

Moving or

Co Text fto
Ih: ycllll?bonrd

Movviing or
Copying Text
from the

Clipboard

52

To transfer text to another word processing document, to a
spreadsheet, or to a data base file, you must move or copy it to the

Clipboard.

2

Move the cursor o the beginning or end of the text you wish to
move or copy.

Press ¢t-M for Move the text or ¢-C for Copy the text.

AppleWorks asks whether you want to move or copy the text
“Within the document,” “To clipboard,” “From clipboard,” or
“Append to clipboard.”

Select “To dipboard” or “Append to clipboard” and press Return.

If you copy or move “To clipboard,” AppleWorks replaces the
current contents of the clipboard with the data you copy or
move. If you Append, AppleWorks adds the data you copy or
move to the current contents of the Clipboard.

After you select “To clipboard” or “Append to clipboard,”
AppleWorks asks you to highlight the text.

Use the + % « » keys fo highlight the block of text you want to
move or copy, then press Return,

AppleWorks moves or copies the highlighted text from its old
location to the Clipboard. If you are copying the text, it stays in
your document. If you are moving it, the existing text is deleted.

To move or copy text from the Clipboard, the Clipboard must first
hold text you want to move or copy from another word processor
document, or data from the Data Base or Spreadsheet. If you
haven’t moved or copied your text onto the Clipboard, follow the
steps above, “Moving or Copying Text to the Clipboard.”

Chapter 3: Word Processing Basics

Place the cursor where you want the text to begin, then press &-
M for Move or ¢4-C for Copy. -'

AppleWorks asks whether you want to move or copy the text
“Within the document,” “To clipboard,” “From clipboard,” or
“Append to clipboard.”
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2 Select “From clipboard,” then press Return.
p@l:Woka moves or copies the text from the active Clipboard

A

to the location of the cursor on the screen. The active Clipboard
is the Clipboard which was most recently moved or copied to.
To choose a different Clipboard, hold down & while you choose
“From clipboard,” then select the Clipboard you want.
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Splitting the Window

3.
it window

Press &-W fo activate the
word processor’s
Split Window feature.

Press &-W again fo
de-activate it.

AppleWorks lets you view two separate parts of your document at

one time with the Split Window comman. AppleWorks “freezes”

the top half of the screen and lets you work in the bottom half.

To activate the split window:

1 Using the 4 and + keys, scroll the document so that the part you

want fo “freeze” appears at the top of the screen.
2 Press C-W to split the window, as shown in Figure 3-4,

AppleWorks “freezes” the top part of the screen. The first line
in the bottom window shows the line the cursor was on when

you pressed G-W.
File: LETTER REVIEN/RO0/CHANGE Escape: Main Menw
sazze(szez{sezs{zzas(sena{ssa{enan(acon{z=sn(snsn(nzas( sz {sm=(sasa (s (ass
lenes Brake Shoes
168 Industrial Avenue

r"s T list of available llunts Brake Shoe models, their
olesale, and suggested retail prices.

Rere's 3 list of available Jones Brake Shoe models, their
sholesale, and suggested retail prices.

Ne're sure you'll find our break shoes hard to beat for
stopping custommers right in their tracks.

Lo 18 o

| Type enbry or use _g_:omnds Line 7 Column | &7 for Help

All normal Word Processor editing functions are still available,
except that you can only edit in the bottom half of the screen.

To stop using the split window, press (3-W again. The top line of
the bottom window becomes the top line of the screen.

Leaving the file you're working on (pressing Escape to return to

the Main Menu, or using 3-Q to switch to a different file, or even
(3-S to save) deactivates the split window.
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Word processor docoument
 [with formatting instructions)
and the printed document

. - - - . - - - . . . . . . . N . . .

Formatting refers to the instructions that you place in a document

to tell AppleWorks how to print and display the document.

A word processing document looks different on the screen from

how it looks when it is printed. The differences are in the amount

of text you can see at one time (about a third of a printed page
appears on the screen), and in the formatting information that
AppleWorks displays. Figure 4-1 compares a printed document
with its on-screen appearance.

{ll:;{ﬂg;?:i::(:::: zzzz(==zs EEELE‘.—“E :mw;n(‘ggu( szza(isz =§:§‘!!-=I(|:£2=?:ﬁ
-------- Tader

Analy Page - ¥¥

--------;lgt ader End

- u .r

r—— --.c!nt.ra

Offering of Stocks
SE— Justihed

Thls stock offmng has the following advantages:¥

a3~ substantial tax savings at the state and federal
levelsE

i
; 1~ industry-uide growth at a rate well over 2813

=====-==Indent: @ chars

Eut there are a number of disadvantages. The mana tis
not experienced. The marksting plan sesms thin.
ranutacturing plant is 3 shambles. _

Type entry or use & commands Line 28 Column 77 &7 for Help

\ 4

Anelysis Page - 1

Offering of Stock

This stock offering has the following advantagea:

substantial tax savirgs at the state and feceral
levels

industry-wide growth at a rate well over 20%

Bul thare are a number of disadvantages. The management
i# not experienced. The marketing plan seems thin. The
manufacturing plant is a shamblea,
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Formatting a Document

58

The formatting information includes tab stops, centering and other
text justification, underlining and boldface, and the page breaks
where the text in your file runs over onto the next page.

If you make no adjustments, the Word Processor is set up for an
8.5-inch x 11-inch page, with 1-inch margins at left and right, no
margin at the top, a 2-inch margin at the bottom, 10 characters
inch, 6 lines per inch vertical spacing, single-spaced lines, and left-
justified text.

AppleWorks assumes no top margin to allow you to position the
paper in the printer as you wish.
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Tab Stops

Tab stops coritrol paragraph indenting, column alignment in tables
(left, right, and center), and alignment of columns of figures by
their decimal points. Tabs appear in the ruler line at the top of
every word processing document, as shown in Figure 4-2. Tab
stops control the alignment of text, as shown in Figure 4-3.

You can have as many different rulers in a document as you
wish—one for every paragraph, if you need that many tab settings
(and have that much patience).

%ﬂ Filef<ms( R {mz(mngrcmz{m sy Es:gpv ¥ain ?enu
= Essss{ssza(sEan(css BB SRss| Suan( SnEn  SoEn|{ SRR SEEE( SRR SEER{SSER{ 852
line and tab stops 5 e Taso Hops # bk,
line
Hgure 4-3
How tabs affect text
gesszpzzssssprsa(asssnsreagarenzeas( gEzsss
LEFT TAB John Swith Lurli
Aligned to left & ary Jones F ieldnaackeu
Jog ﬂﬁkes Nrestling
Jane Doe Track
RIGHT TAB . )
: : 3 John Smith Curlin
Aligned to right herg lones  Fiels Hockey
Joe Dokes Wrestlin
Jane Doe Trac
CENTER TAB - ;
. i John Saith Curlin
Aligned to center Nary Jones Field Hm;aet,l
Joe Dokes frestling
Jane Doe Track
ZREE z SEIFTEITES =zaszz =z =
. DECIMAL TAB 1401
Aligned to decimal point s 43.953
365.25
28.96398
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Modifying a
Tab Ruler vs.
Creating a New
Tab Ruler

Setting or
Clearing a Tab
Stop

+ Proportional font users The Apple II displays a monospaced
font on the screen (every character has the same width). If your
printer uses a proportional font (each character has its own
width) rather than a monospaced font, you'll find that what you
print is not aligned as it appears on screen. Use tabs to align
table columns, rather than spaces. You may need to adjust tab
stops to allow enough room for text.

Each AppleWorks Word Processor document starts with one
preset ruler. The tab ruler displays the current tab stops. You can
modify the preset ruler by setting or clearing its tab stops. As long
as you use only this one ruler, it affects the entire document.

Modifying a tab ruler affects any tabs from the position of the ruler
to the end of the document. Creating a new tab ruler affects tabs
from the position of the cursor to the end of the document.

You can create an additional ruler in the document at any time.
You create a new ruler by pressing G-T for Tabs, and selecting |
Create from the Tab? prompt. The new ruler begins to take effect
with the paragraph your cursor is in, and remains in effect from

the position of the cursor to the end of the document, or until you
create another new ruler below it.

The ruler line at the top of the word processor screen displays the
ruler in effect at the cursor position. If there is more than one ruler,
the ruler line changes as the cursor moves through the document.
To see your rulers as you scroll through the document, press ¢-Z
for Zoom.

1 Press -T fo set or clear tab stops.

AppleWorks asks if you want to “Modify current” ruler or
“Create new” ruler. Choose “Modify current” if you want to
change tab stops in the ruler currently in effect; choose “Create
new” if you want to add a new ruler. The new ruler takes effect
with the paragraph your cursor is in when you create it, and
remains in effect from that point until you change it or reach the
end of the document.
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2 Select “Modify current” or “Create new,” then press Return.

AppleWorks displays the tab choices shown in Figure 4-4 and
places a cursor at the first column of the ruler line at the top of
the screen.

File: Tabs FY Tﬂ §T Wﬂlfm
l.lu::{nu(sm(lm{uu(mz( m{nn(uzz(m:(uu(

Tabs: L:Left R:Right D:Decimal .C:Center U:Undo tab N:Ho tabs (Column 1)

3 Use the ¢ and + keys to move the cursor to the location on the
ruler line where you want to set the tab.

The (Column number) readout at the end of the Tab menu line
gives you the cursor’s position.

4 Press the first letier of one of the six tab opfions to choose it:

Left Sets a left tab at the cursor position.

Right Sets a right tab at the cursor position.

Decimal Sets a decimal tab at the cursor position.

Center Sets a center tab at the cursor position.

Undo Tab Clears the tab at the cursor position.

No Tabs Clears an entire ruler.

You can set only one tab option at any one position on the ruler.
5 Move the cursor to the next position and set or clear a tab.
6 When you have finished setting and clearing tabs, press Escape.
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¢ Touseatob To use a tab stop, press the Tab key. The cursor
moves to the tab stop. Your text is aligned as you type. When
you use a decimal tab, for example, AppleWorks jumps to the
decimal position, accepts your numbers (moving them to the
left on the screen like a calculator), and waits for you to enter a
decimal point, or another Tab.

. I:)dting up Press (-Tab to move the cursor to the previous tab
stop.

* :z:-" tabs If you press Control-T, AppleWorks produces the
of a tab in your document by using space
rather than a true tab character. Columns line up as with a
standard tab; but if you later change the tab settings on the
ruler, “space” tabs don’t change. Also, if you use space tabs,
your document will stay in the old (pre-3.0) AppleWorks
format. Earlier versions of AppleWorks used only space tabs.
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Aaking Printer
plion Codes
ible

A printer option tells your printer how to handle the text sent to it
by AppleWorks—"“here comes normal text,” “here comes centered
text.” Each printer option is a command that AppleWorks embeds
in your text. As AppleWorks sends the text of your document to a
printer, it also sends printer option instructions.

Most printer options come in pairs: they have a begin option to
start tF\e effecti;nd an end optll?on to encyl' the effecm
AppleWorks encounters a “begin printer option” in your text, it
turns that feature on. The feature remains on until you put an end
printer option in your text to turn it off, or, in the case of a printer
option like Left Margin, until you insert another of the same option
with a different value.

For example, if you enter the printer (:E:on for centered text (CN),
AppleWorks will center all text from the command until it
encounters a command to change it or until it reaches the end of
the file, whichever comes first.

Options such as Boldface and Underline are character-based
options (that is, they can be applied to as few or as many
characters as you like). Options such as New Page and Left Margin

are paragraph-based options (that is, they appear on a separate line
in your document and affect entire paragraphs).

B To make printer option codes visible, use the Zoom command
(press (3-Z). Press (3-Z again to hide them.
Some printer codes, including boldface and underline, are always

visible, regardless of the zoom status.

You enter all printer options the same way. Table 4-1 later in this
Chapter summarizes the printer options.

To enter a printer option:

1 Move the cursor to where you want the printer option to begin
taking effect.

2 Press 5-O to display the list of printer options.

Figure 4-5 shows how the list appears on the screen.
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Figure 4-5
Printer options

@ STATUS LINE
A summa of the settings in
current paragroph
fpaperw , margins,
r inch, justification,
page , and line spacing).

@ OPTIONS MENU

Type the two-letter code of the
oplion you want fo sel.
AppleWorks will prompt you for
other necessary information.
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4 You may enter additional printer opfions at that same cursor

File: Printerlptions FRINTER OPTIO0NS Escape: Review/fidd/Change

sasaz{sess{ss=z(zams( -=== =~(“:..:.{=z:=(-ua(:u:(:us( e ]

Pii=a & LH=1 0 |
Uption' _ @ 8

T i ""mmt 3
¢ Right Justifie rnup n erseri

PH: Flaten Hidth % Pa;:er ength : Page Header - géw“’tpgﬁﬁi“
klh eft Margin : og a : Page Footer + Subscript End.

H: Right Margin  BH: Bottom Har m s 1p !.Eneg UB: Underline Begin
Cl: Chars per Inch lsl Lines per ause Each page g : Underline

Pl: Proportional-1 S53: Single Space : Pause Here Print Paze o

P2: Proportional-2 [DS: Double gpace M: Set & Mark g FD Print ?

IN: Indent Tg- Triple Space gpeclal Et T: Print Time

JU: Justified HP: Hew Page oldface am EK: Enter Kegboarﬁ
UJ: Unjustified  PN: Page Number 3£ Boldface End  KH: Mail Herge

3 Type in the two-character code for the printer option you want,
n press Return.

Some printer options require additional information—for
example, the printer options for setting characters per inch or
special printer codes. AppleWorks asks for any additional
information it needs on the line under the word “Option.”

01 Type in any additional information AppleWorks asks foi-,‘
then press Return,

AppleWorks places the printer option in your document at the
cursor location.

position. When you have tinished, press Escape to continue
editing your document.

# Looking for something? You can find printer options with tl
Find command. See “Finding a Word or Phrase” (in Chapter
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Removing a
Printer Option

AppleWorks centers
behveen margins

AppleWorks’ character-based printer options (options like
boldface and underline which can be applied to as few or as many
characters as you want) can be deleted using the Delete key. To
delete the paragraph-based options (options which appear on their
own line and apply to entire paragraphs), the use 3-D command.

To remove a printer option:

1 i necessary, press :-Z to make printer options visible.

2 Move the cursor to the start of the line with the prinfer option.
3 Press <D for Delete text.

4 Usethe + and to highlight the printer option want to
dele#o,ll\enpmssli.eyhs:rn. e iz e

AppleWorks deletes the printer option.

AppleWorks can justify text (line up text evenly along both right
and left margins), right justify text (line up text along the right
margin only, leaving the left margin unaligned or “ragged”), or
align text normally (line text up against the left margin only,
leaving the right margin “ragged”).

The centering option (CN or Control-C) centers entire lines of text
between the margins you have set. Increasing or decreasing the
size of the right or left margin can move centered text right or left
on the page (as shown in Figure 4-6), but affects other text in the
document as well.
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+ To center columns Use a center tab to center text in one or more
columns at a location other than directly between the margins.

Move the cursor to the beginning of the first line you want to
justify or center.

2 Select from the following options:
1 Press Control-C for Center.

AppleWorks displays the Center printer option (if you have set
Zoom) and centers all text from the Center print option to the
end of the document or to another command setting
justification, whichever comes first. You can achieve the same
result by pressing 3-O to display printer options, typing the
code CN, and then pressing Return.

1 Press Control-F for Full justify (aligned along both margins).

AppleWorks displays the Full Justify printer option (if you have
set Zoom) and justifies all text from the Full Justify printer
option to the end of the document or to any other command
setting justification, whichever comes first. This appears on the
printer, not the screen. You can achieve the same result by
pressing G-O to display printer options, typing the code JU, and
then pressing Return.

1 Press Control-N for Normal justify (flush left, ragged right).

AppleWorks displays the Unjustify printer option (if you have
set Zoom) and unjustifies all text from the Unjustify printer
option to the end of the document (or to any other command
that sets justification, whichever comes first). You can achieve
the same result by pressing 3-O to display printer options,
typing the code U}, and then pressing Return.

©1 Press Control-R for Right justify (flush right, ragged left.

AppleWorks displays the Right Justify printer option (if you
have set Zoom) and right-justifies all text from the Right Justify
printer option to the end of the document or to any other
command that sets justification, whichever comes first. You can
achieve the same result by pressing -O to display printer
options, typing the code R], and then pressing Return.
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Underl With AppleWorks you can use underlining or boldfacing or both
and hlllal'ﬂ."| to make text stand out. You can apply underlining or boldfacing
ng after you write the text or you can pause in your writing, set the

printer option, and then continue writing. In both cases, you set
the printer option the same way.

For underlined or boldface text:

1 Move the cursor fo the first character or position wish to
underline or have in boldface. s

2 Press Control-B to start boldface or Control-L to start underlining.

AppleWorks places a marker in the text to indicate a style
change. (This marker is a light underscore for underlining, or a
light vertical line for boldface.) You can also press 3-O to
display a list of printer options, type the code BB (boldface
begin) or UB (underline begin), then press Return.

3 Move the cursor one character to the right of the last character
you wish fo underline or have in boldface, or type the characters
you wish to underline or have in boldface.

4 Press Control-B o end boldfacing or Control-L fo end underlining.

AppleWorks places a marker in the text to indicate a style
change. (This marker is a light underscore for underlining, or a
light vertical line for boldface.) You can also press 3-O to
display printer options, type the code BE (boldface end) or UE
(underline end), then press Return.

# In the beginning The Control-key equivalents Control-L
(underlining) and Control-B (boldface) both produce the begin
printer option unless a begin printer option already appears to
the left of the cursor on the same line. If AppleWorks is entering
a begin code when you want an end code (or vice versa), enter
the code from the &-O menu.

¢ To boldly go... Be careful when setting printer options such as
underlining or boldfacing. AppleWorks indicates a change in
style with a small on-screen marker—it’s easy to forget that you
started underlining way back in paragraph 2, and never turned
it off! Just like every other printer option, you must start and
stop boldfacing and underlining.
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Maraiis

Figure 4-7
The four margins

© LEFT MARGIN
Standard: 1"

@ RIGHT MARGIN
Stondard: 1"

© TOP MARGIN
Standard: 0*

© BOTTOM MARGIN
Sta 2"

© MULTI-LINE HEADER
AppleWorks lets you deﬁ

more than one line

header, which can mduda the
page number.

s rooTs
ne
more than one ﬁny:ft::rl'he
footer, which can include the
pagemmber.

68

A margin is the area between your text and the edges of the paper,
as shown'in Figure 4-7. Margins are measured in inches and
expressed in decimal tenths of inches. For example, enter a 14"
margin as 1.5.

©
]
® (]

1@

Book Repott
Englinh L1a o

Lavid Fugecs
bariod L

0 ]

To set a margin:

1 Press 2-O fo display o list of AppleWorks’ printer opfions.

2 Tmhmﬁkhwmmhmh
press Return. =

Margin Code
Left Margin LM
Right Margin RM
Top Margin ™
Bottom Margin EM

AppleWorks asks for the number of inches.
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3 Type the margin you want in inches and tenths of inches, then
press Refurn.

AppleWorks places the printer option on the screen with its
current value, and leaves the list displayed in case you wish to
enter additional printer options.

4 When you have finished entering printer options, press Escope to
return to editing your document.

You can indent the first line of a paragraph by pressing Tab or the
Space bar to start the paragraph a short distance to the right of the
left margin.

To create a hanging indent (sometimes called an “outdent”), like
the numbered paragraphs in this manual:

1 Put the cursor in the raph where you want the hanging
indents to begin. gt

2 Press 5-O for Options.
3 Type “IN” for indenting after the first line, then press Return.

4 Type in the number of spaces want the second and followi
Iiyg fo be indented, ﬂw?;:esﬁetum. i

If you want the entire paragraph to start at a different left
margin, including the indentation, enter a different Left Margin
(LM) value.

5 Press Escape.

The first line will start at the left margin, and all the following
lines will be indented.

To stop creating hanging indent paragraphs, put the cursor in the
paragraph, press (-O for Options again, type “In,” press Return,
type “0” (zero), press Return, and press Escape. You may also want
to reset any margins you changed.

Indents and Hanging Indents 69



Understanding Printer Options

Headers and
Footers

70

A header is text that appears at the top of every page; a footer is
text that appears at the bottom of every page. Common uses for
both headers and footers include numbering pages; printing
document, chapter, or filenames; and dating or time-stamping
your printouts.

A document may have either a header and a footer, or both.
Headers and footers are different from top and bottom margins
(see Figure 4-7). A header appears below the top margin; a footer
appears above the bottom margin.

You can place the printer options that control headers and footers
anywhere in your document. Headers and footers begin to print
the next chance they get—usually at the top of the next new page
for headers, and on the bottom of the page on which you inserted
the option for footers. This permits you to vary them for different
parts of your document. If you want a header or a footer to appear
on the first page, make it the first text you put in your document
after any margin or similar settings.

B To make sure that a header or footer prints from the very first
page, put the header or footer at the top of your document.

B To delay printing a header to a second (or later) page, put the
header about 10 lines down from the top of the document.
AppleWorks will begin printing the first page before “seeing”
the header. To delay a footer to the second page, place it after
the first page break.

© How many lines can | put in a header or footer? They're limited
only by page size. A quick formula for figuring it is: lines per
page minus 1, then divided by 2. For example, on a standard 66
line page...

66—1
2

=32.5

...you would have a maximum of a 32-line header and a 32-line
footer. Of course, you wouldn’t have much room left over for
your text!
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To create a header or footer:

1 Move the cursor fo the line where you want the header or footer
to first appear—in most cases, this should be the beginning of the

2 Press 3-O to display AppleWorks' printer opfions.
3 Type HE for a header or FO for a footer, then press Return.

AppleWorks automatically enters the beginning and ending
printer options for both headers and footers (see Figure 4-8 for
an example).

4 Press Escape fo return fo the document.

5 Enter the text of your header or footer between the Page Header
{or Footer) and Page Header (or Footer) End printer options.

6 Enter any printer options you want in the header or footer.

If you want to enter a page number, date, time, pause
command, or other printer option in the header or footer, press
-0 to display a list of printer options and type the code you
want to enter. Press Escape when finished.

If you want to number the pages of your document and increment
those page numbers automatically, you must include the page
numbering print option PP (print page number) between the
header or footer options on screen. (See Figure 4-8 for an example
of a page number in a header.) You can also place the PP code
anywhere on your page to tell AppleWorks to put the current page
number at that position one time.

To set the starting page number of a document, use the printer
option PN. This command is handy for long documents that may
extend over several files. To find out what page number to start
with on a multiple-file document, calculate pages with G-K for the
first document and jump to the end of the first document to find
out the final page number. Then add 1, and enter that as your
starting page number on the second document.
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Figure 4-8
Page number in a header

Determining
Page Breaks

Place the PN printer option before any page number reference. For
example, if you plan to have your pages numbered in a header,
Egce the PN printer option earlier in the document than the HEor

(header or footer) printer option which contains the PP (print
page number) option. That way, AppleWorks knows the first page
number before it must print the first header or footer.

Make sure the PN option is outside the header (or footer) begin and
end codes; otherwise all pages will have the same number—
probably not what you wanted!

File: Fitzg REVIEW/ADO/CHANGE Escape’ Main Menu

szz=s{szsn(ssse(saza(=ssn(zazz( sz (a2 ( znse( 2=z (aonn(nssn(sxas(anan(anan{zss

The Souni o) Bender -t ooerald's Great Gatsbg — Page &8
b B e .

AppleWorks’ standard values for paper and printing call for an 11"
age length (printer option PL) and 6 lines per inch (printer option
I). This translates into a 66-line page. Allowing for top and :

bottom margins, you’re more likely to fit about 54 lines on a page.

To find out where page breaks occur in your document, you can
calculate page breaks with Z-K.

You can create a page break wherever you want it by using the
printer option NP (new page) or by typing Centrol-P. .
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Figure 4-9
 Page breaks

To determine page breaks:
1 Press C:-K fo calculate page breaks.

AppleWorks displays a list of up to six printing possibilities: up
to five different printers (or printer setups), and an ASCII text
file. AppleWorks determines the page breaks for your
document based on the characteristics of the printer you choose.
It assumes an ASCII text file has a 66-line page.

2 Select one of the choices, then press Return.

AppleWorks determines your page breaks and displays them as
“--End of Page #-". See Figure 4-9 for an example.

means times are in Z4-hour nilitara format &
................ En QFFagez__...uu.....u-..-..-
mmemmms=Ney Page

To begin a new page:

1 a‘l:la;ve the cursor to the line there you want the new page fo
begin.

2 Press Control-P for page break.
AppleWérks inserts the New Page option into your document.
You can also press (3-O to display a list of printer options, type

NP, press Return, and then press Escape to resume editing your
document.
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Table 4-1
Printer options
alphabetically by
abbreviation

74

Tables 4-1 and 4-2 organize the list of AppleWorks’ printer options
to make it easier to find the one you Some of the most
frequently-used printer options (center, underline, and so forth)
have additional Control-key equivalents that allow you to enter
them more quickly.

The Min/Std /Max column lists the minimum, standard (preset),
and maximum values for those page options that accept numerical
settings. :

Code Function Key Min/Sid/Max Comments

+B  Superscript Begin  none Start superscript text

+E  Superscript End none End superscript text

~B  Subscript Begin none Start subscript text

-E  Subscript End none End subscript text

83 Boldface Begin Ctrl-B Start boldface text

BE Boldface End Ctrl-B End boldface text; can
use Ctrl-B only if on
same line as BB

84 Bottom Margin none 0.1"/2"/23.9"

C¢I Characters perinch none 4/10/24 Tell printer how many
font uses (

: _ spaced fonts)
CN  Center Text .. e Center entire line of
' text between margins

DS Double Space none

EK  Enter from Keybd none Allow manual text
entry at print time

F0  Footer none ;

GB  Group Begin none Prevent text from be
split by a page bre:
(use with GE) ;

GE  Group End none Prevent text from be
split by a page break
(use with GB)

HE Header none

IN Indent none Indent succeeding

of paragraph
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Code Function ‘Key  Min/Std/Max Comments

JU  Justify Text Ctl-F Align right and left
margins :

LI Lines perinch none 6/6/8 Tell printer how many

. lines are in 1 inch

IM  Left Margin none 0.1"/1"/134"

MM Mail Merge none For Mail Merge
document

NP New Page Ctrl-P Begin new page

P1 Proportional Font1 none Tell printer to use 1st
proportional font

P2 Proportional Font2 none Tell printer to use 2nd
proportional font

PD Print Date none Print date at position

PE PauseEachPage  none Patélse printer each page
o Return:

PH Pause Here none Pause printer until

ress Return; for
etterhead

PL Paper Length none 1"/11"/24"

PN Starting Pg. Numbr none Declare the starti
page number; u
with documents that
span multiple files

PP Print Page Number none Print page number at

: position

PT Print Time none Print time at position

PW Platen Width none 1"/8"/13.5"  Same as paper width

RJ Right Justify Text  Cirl-R Align text flush right
and ragged left

RM Right Margin none 0.1"/1"/134"

SC Special Prtr Codes none
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Table 4-1
Printer options
alphabetically by
abbreviation
(continued)

Table 4-2
Printer opfions by
category of function

76

rinter

Code Function Key Min/Std/Max Comments

5K  Skip Lines none Force printer to skipn
lines; e.g for pasting in
an illustration

SM  Set Marker none Set invisible marker

§S  Single Space none .

T4 Top Margin none 0"/0"/23.9"

1S Triple Space none

UB  Underline Begin Ctrl-L Begin underline text

UE  Underline End Ctrl-L End underline text. Can
use Ctrl-L only if on
same line as UB.

UJ  Unjustify Text Ctrl-N Align text normally:
flush left, ragged right

Code Function Key Comments

Printer and Paper

PwW  Platen Width none Same as paper width

PL  Paper Length none

SC Special Prir Codes  none

Page Description

LM Left Margin none

&M Right Margin none

T Top Margin none

BEM  Bottom Margin none

HE Header none

rFo Footer none
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Code Function Key  Comments
Page Description (continued)
NP New Page - Ctrl-P  Begin new page
PN Starting Pg. Numbr none Declare the starting page number;
useful with documents that span
multiple files
Sk Skip Lines none  Force printer to skip n lines; e.g for
pasting in an illustration
PH Pause Here none Pause printer until you press Return;
useful for letterhead
PE Pause Each Page none  Pause printer each page until you press
Return; useful for letterhead
SM  Set Marker none  Set invisible marker
PP Print Page Number none Print page number at position
PD  Print Date none Print date at position
PT Print Time none Print time at position
EK Enter from Keybd none Allow manual text entry at print time
MM Mail Merge none For Mail Merge document
Font
Pl  Proportional Font1 none  Tell printer to use 1st proportional font
p2 Proportional Font2 none }'ell printer to use 2nd proportional
) ont
€1 Characters perinch none Tell printer how many characters per
inch the font uses (mono-spaced fonts)
L1 Lines perinch none Tell printer how many lines are in 1"
Format
S8  Single Space none
DS Double Space none
TS Triple Space none
1IN Indent none Indent succeeding lines of paragraph
JU  Justify Text Ctrl-F  Align right and left margins
UJ  Unjustify Text Ctrl-N Align normally: flush left, ragged right

Printer Options
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Table 4-2 Code Function Key Comments
Printer options by
ry of function
{continued) Format (confinued)
CN  Center Text Ctrl-C Center entire line of text between
margins
RJ Right Justify Text  Ctrl-R Align text flush right and ragged left
GB  Group Begin none Prevent text from being split by a page
break (use with GE)
GE Group End none Prevent text from being splitby a page
break (use with GB)
Style
BB Boldface Begin Ctrl-B Start boldface text :
BE Boldface End Ctrl-B End boldface text; can use Ctrl-B only
on same line as BB
+B  Superscript Begin  none  Start superscript text
+E  Superscript End none End superscript text
-B  Subscript Begin none Start subscript text
-E  Subscript End none End subscript text
UB  Underline Begin Ctrl-L  Begin underline text
UE Underline End Ctrl-L  End underline text. Can use CtrI-LnnIy
if on same line as UB.
Table 4- Marker  Option Code
Printer option markers o
(for character-based options) I Boldface begin/end BB BE
Underline begin/end UB UE
- o Superscript begin/end +B +E
+ Subscript begin/end -B -E
o Special code, tab, or Apple sc
3k Print page number PP
4 Print date or time PD PT
v Enter from keyboard EK
* Mail Merge MM
. Sticky Space —
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leWorks has built-in support for many printers. You can
define the printer codes required for a “custom” printer if the
name of your printer does not appear in the list. (See Appendix C.)

@ Before you print for the first time AppleWorks comes set up and
ready to use the Apple ImageWriter I and ImageWriter I1
printers. If you are using a different printer, you must set up
AppleWorks for the printer EI:?“ are using. See Appendix C,
“Printer Configuration,” to find out how to set up AppleWorks
for the printer you are using.

You can print all or part of a word processor document either on
the printer or to the disk.

When you print a document on the printer, AppleWorks interprets
any printer options in your text and automatically sends the
printer fl;,he appropriate commands—for example, to turn boldface
on or o

When you t” a document on the disk, AppleWorks puts an
ASCﬂtextﬁf:nadxskyou specify, and names it using the

filename you supply when you E“ the print-to-disk command.
You can use such an ASCII text file to exchange data with many

other programs.

Whether you print on paper or disk, you can print from the
beginning to the end of the document, the page you are in, from
the cursor position to the end of the document, or a range of
pages—from a specific page number to the end of the range (for
example, pages 2 through 10).

Figure 4-10 illustrates how the Print command works.
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no Tabs

Enter beginning and
ending page number
for Baae to Page
Enter Enter
Number  Pathname

of Copies *
_+ Prints
Prints to Disk
to Printer
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3 Pl'llﬂllg a Before printing, make sure the printer is:
Mum." on O connected to your computer
the Printer O turned on

1 ready to receive data (on line)
O loaded with paper

1 Press ¢3-P for Print.

AppleWorks displays the Print menu as shown in Figure 4-11.

4-11
Print menu Print fron” EFEREEEEE This page [ursor Page to page
2 Select the portion of the document you wish to print by choosing

one of the four “Print from” commands, then press Retum.
AppleWorks displays the Print menu. You can select between
sending the file to a printer or creating an ASCII text file (Figure
4-12).

Figure 4-12 File: Fitz PRINT HENU Escape: Review/Rdd/C

sean(zzss(zzss{z=nz(zEe

Print deshnaﬁons zeesa(sane(eesn(ensa{zsan{zzes( ensn(annn(anza(nnsn(anss

Khere do you want to print the file?

1 m
2 X file on disk

e s

l‘.‘?—t number, or use arrous, then press Return _ 2963K Avail .
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Printing an
ASCIl Text File
to Disk
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3 Select your printer, then press Return.

AppleWorks uses the ImageWriter | and ImageWriter Il as ifs
standard printers. If your printer is different, see Appendix C,
“Printer Configuration.”

O If you choose to print the file “Page to page,” AppleWorks
first asks you to enter the beginning page number, then press
Return. Then it asks you to enter the ending page number,
then press Return.

¢ Which page is which? Use &-K to calculate page breaks.

1 If you choose “Beginning,” “This page,” or “Cursor” to print
your document, AppleWorks asks you to enter the number
of copies you want printed, then press Return. You can print
between 1 and 255 copies—but it’s usually much faster to
print one copy of your document and photocopy any
additional copies you need.

When you have finished entering the information that
AppleWorks requests, AppleWorks prints the document.

When you print an ASCII text file to a disk, AppleWorks ignores
text printer options such as boldface and underline. They don't
exist in a simple ASCII file. But there are other formatting
decisions you must make; these are illustrated in Figure 4-13.

1 Press Ci-P for Print.
AppleWorks displays the Print menu shown in Figure 4-11.

2 Select the portion of the document you wish to print by choosi
one of the four “Print from” commands, then press Return. .

AppleWorks displays a screen where you can select between

sending the file to a printer or creating an ASCII text file (Figure
4-12).
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3 Select “ASCII text file,” then press Return.

AppleWorks asks you to choose from three ways of saving an
ASCII file as shown in Figure 4-13. Figure 4-14 illustrates the
three choices.

File: Fitzl FRINT ¢ Review/fdd/

sszzn({smma{zzga{sns=(s ::s{asu(uu(sssa(a {::::(-:-: zzns(sasn(sssa(zmn(ann

Should the text (ASCIT) file have:
R Standard fandEierg yits Tst: ]
2. Spacas substituted for tab stops
3. Returns after each line

| Type number, or use arrous, then press Return _ 2969K Avail,
One Hen tab For sale by owner

Two Ducks tob Decoys

Three Ceese tab In pear tree

one Hen Q000000000000 For sale by owner
Two Ducks 000000000000 Decoys
Three Geese 00000000000 In pear tree

Fourscore and seven years ago, our{
fathers brought forth on this continentq
a new nationg

¢ Waming Apple II programs don’t generally recognize the Tab
character (AppleWorks is an exception). Older versions of
AppleWorks did not print the Tab character to the disk. The Tab
character is Control-I (09 in decimal ASCII code).
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4 Type the number of the format you want, then press Return.
AppleWorks requests the following information:
O Page numbers If you chose “Page to page,” AppleWorks

first asks you to enter the beginning and ending page
numbers, then press Return after each.

1 Pathname AppleWorks asks you to enter the pathname, then
press Return. For more information about pathnames, see
“Subdirectories,” in Appendix A.

When you have finished entering information that AppleWorks
requests, AppleWorks prints the document to the disk using the
pathname that you supplied. :
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Verifying Your Spelling

AppleWorks helps you make sure that you have correctly spelled
all the words in your document. AppleWorks corrects doubled
words (it fixes “the the house,” a common typographical error)
and checks each word against an 90,000-word dictionary.

You can have AppleWorks check your spe}ling several ways. See
“Spelling Options” in this Chapter. Also see “Spelling Checker
Settings” in Appendix B.

¢ Waich Your Context AppleWorks only verifies spelling, not
usage. If you write the sentence “Bob and Bill had there
baseball,” AppleWorks lets it pass. “There” is a correctly-spelled
English word—it’s just the wrong correctly-spelled English
word in this context,

These steps assume you have not changed AppleWorks’ spelling
options or made any changes to the preset spelling checker
settings. If you have made changes, see “Spelling Options” in this
Chapter for information on the ways AppleWorks operates under
those conditions.

B If you want to check only one word or a particular block of text,
move the cursor within or to the left of any single word you
want to verify or to the first word in the block you want to

verify.

1 Press -V for Verify spelling.
At the bottom of the screen, AppleWorks displays the menu
shown in Figure 5-1. The option “All” is highlighted. The first
three menu options control how much of the document you

check. Figure 5-2 is a map showing the options that control how
much of a document you check.
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Verifying Your Spelling

Figure 5-1
Spelling menu

Figure 5-2
Controlling how much
of the document to check

Verify spelling? MM Word Block Dictionary (Options

#® 5.25-inch disk users When verifying your spelling, AppleWorks
will prompt you when to insert your Dictionary and
AppleWorks Program disks.

2 Press the first letter of one of the first three menu opfions fo
control how much of the document you want to check.

0 Select “All” to have AppleWorks check the entire
document—not just a single word or block of text.
AppleWorks displays a screen that shows its progress as
scans the document, then displays text again.

O Select “Word” to have AppleWorks check only the wo
the cursor is.in or the word to the left of the cursor.

O Select “Block” to have AppleWorks check a block of
AppleWorks asks you to use the # + ¢ # keys to highlight
ﬂte%.lock you want to check. If your cursor starts or ends the.
block between words or in the middle of a word, ;
AppleWorks includes the whole word.

text.

AppleWorks verifies the part of the document you have
indicated. If AppleWorks finds any words it can’t match with

those in its dictionaries, it highlights the first unknown word
and asks how to proceed as shown in Figure 5-3.
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Figure 5-3
Correcting an unknown word

UNKNOWN WORD
AppleWorks highlights each
misspelled it finds.

TEXT TO BE CHECKED
is text is what AppleWorks
I check (we selected “All”).

REPLACE
AppleWorks accepts the word
fype as a quick replacement.

ADD TO DICTIONARY
orks to adds the word to

Custom Dictionary and never
qQuestions it again.

Aopaons o

s does not question
word again during the
current spelling session.

SKiP
Works moves on fo the
next misfeﬂed word (if any), but
| highlight the word again if it

_Gppears again.

) GET SUGGESTIONS
pleWorks displays a list of

ed spellings for you to
ol

File: Spell Test

sszsz{ssszs()ss(ssmn({znas{soaz{zraa(seaa(aans(aama(mans{sas{aana(amna{nzs =2z
W and seben yers agoo our fadders broughtt forthe
edicated to th proopsoition that all

VERIFY SPELLING Escape: Review/fidd/Change

15 continennt a noo nationse :untfleued in liblgegl;u amli o
nen are creted equal.

Unknoun word? HIEENETEN Add to dictionary Ignore Skip Cet suggestions

O

© o ® o0 o

3 Choose a command to tell AppleWorks how to handle the

unknown word.

Press the first character of the command, or use the 4 or # key
to select the command, then press Return.

0 Replace If you know the correct spelling

01 Add to dictionary If the word is spelled correctly and is one
you use frequently

Ignore If the word is spelled correctly and is used frequently
in the current document

i

0 Skip If the word is spelled correctly and is not used
frequently in the current document

T Get suggestions If you don’t know the correct spelling of the
word

If you choose “Get suggestions,” AppleWorks displays a set of
possible correct spellings for you to choose from, as shown in
Figure 5-4.
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Figure 5-4 File: Spell Test SUGGEST SPELLINGS Escape: Uerify smhm
List of su a9 ested spe"ings un:(=:.={-==-{==n{-==:{:=:a(:s=.(:s.s{:us(sus(un(::-z(::s:{nn(uu

Suggested spellings for *BROUGKTT*

¢ e

Type nunber: or use arrous. then press Return " 2963K fvail,

& If you spot the right word immediately Press the Space bar to
AppleWorks to stop displaying any more suggestions.

If AppleWorks can find no suggestions in its dictionaries, it
you: “Unable to find any suggested spellings.”

4 Press Space bar to continue checking your document.

AppleWorks returns you to editing your document when you
have taken care of all the words it has questioned, or when y
press Escape.

¢ Options You can use the Options spelling command to tell
AppleWorks whether to show a spelling summary, to place
summary information on the Clipboard, or even to summarize
and make no corrections. See the next section, “Spelling

Options.”
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Figure 5-5
 Choosing a method

You can choose the method that AppleWorks uses to display the
words it questions and the way in which you use the spelling
summary. :

# Only for this session Changes you make to options in the
Spelling menu remain in force only for this session (until you
finish spell checking). If you want to make the changes take
place automatically every time you use AppleWorks, you must
change the standard spelling checker settings through
AppleWorks’ Main Menu. See “Spelling Checker Settings” in
Appendix B.

Figure 5-5 shows how to reach the Method command from the
Spelling menu. '

0 In
- Context:
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Using the List
Method
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AppleWorks has two methods of verifying the words in your
document. The first is “In Context,” where AppleWorks questions
each word as it appears in the text of your document. This is
AppleWorks’ preset way of verifying.

The second method is “From a List"—AppleWorks reads your
document and then displays a list of the words it questions. The
advantage of the list method is that you can take care of many
words at one time (add them to the Custom Dictionary, ignore
them, or correct them).

1
2

—

Chapter 5: Verifying Your Spelling

Press -V to display the Verify Spelling menu.
Press O to choose the Options command.

AppleWorks asks you to choose between “Method” and
“Summary.”

Press M for “Method.”

AppleWorks asks you to choose between “In Context” and
“From a List.”

Press | to choose “In Context” or F to choose “From a List.”

AppleWorks returns you to the Spelling menu so that youcan
verify the spelling of your document. The checking method you
have selected is the one AppleWorks uses.

Make sure that you have chosen the List method from
AppleWorks’ Option command on the Spelling menu.

AppleWorks displays the Spelling menu.
Choose “All,” “Word,” or “Block” from the Spelling menu.

AppleWorks displays a screen that shows its progress as it
scans your document. Then it displays an alphabetized listof
unknown words, as shown in Figure 5-6. o




Figure 5-6
Using the List method

0 UNKNOWN WORDS

Works di il th
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document here.

® WORD COUNT
Summarizes the number of
unknown words remaining to be

handled.

© SELECTION KEYS

Keys you use for selecting words
from the Unknown Words list.
First select all the words you
want fo handle a certain way,
then fype an Apple Command.

@ APPLE COMMANDS

Keys you use for handling words
from the Unknown Words list.
First select all the words you

want o handle a certain way
using the selection keys, then
fype an Apple Command.
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fipple Comnands: @
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?elete double words
anore

Replace

Use arrows to select words, then use ¢ commands _

2965K Avail.

+* Two ways to “Get suggestions” To get a list of spelling
suggestions from AppleWorks while using the List method, you

can press 3-C for “Correct in context”; AppleWorks displays
the In Context correction screen (Figure 5-3), from which you

can select “Get suggestions.” You can also press (3-R for
Replacement. AppleWorks asks you to type in the replacement.

Then press (3-? for a list of suggestions.

3 When you have disposed of all the unknown words in your
document, AppleWorks returns you to your document.

Using the List Method
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The spelling summary counts the words in your document and
:P'“'II’ tells you the number of unknown words and how many
ummary corrections you made. [t contains a list of unknown words with the

corrected spellings. The spelling summary is independent of the
method you choose for verification. You must tell AppleWorks to
display the summary; otherwise it will not normally do so.

Figure 5-7 shows the spelling summary.

5.7 File: Spell.Tes Escape: Rw:wﬁddr{:hm
S i- szzzz{s==z azse{=s=={==32(s " szzs(ssss{ssss(ssen{sanx{anan{z=e
|mg summary !;:azl:{mdgnszk 25 sex{s3xz{azsz( 3 s83
Unknoun words |
Corrections uada i
Unknown word Correction Count
SEEEEEITEERE S2=sssszes EEZ3Es
Hill "
broughtt brought
concleved ;
continennt continent
s
adders
orthe forth
ourscoreke fourscore
libberty )
nationse nation
noo neu
proposition 1
seben seven 1 R i
Use up and doun arrow keys to scroll _ 2963K fvail.

Figure 5-8 shows how to reach the Summary menu.
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Figure 5-8
How to reach the
Summary menu

Press (3-V to display the Verify Spelling menu.

Cllun ing the
Spelling 4

Press O for Options.
Summary o
! Mlllg AppleWorks asks you to choose between “Method” and
: usu m mal'y-”

3 Press S for Summary.
AppleWorks displays the Summary menu:
O Select “Clipboard” to have AppleWorks place the spelling
summary on the Clipboard, where you can copy or move it
into a document.

1 Select “Screen” to have AppleWorks display the summary
on the screen.
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O Select “Only” to have AppleWorks prepare a summary
without making any spelling corrections. This choice
essentially turns off the spelling checker except for
producing the list of unknown words, the word count, and
the total number of unknowns. You may want to use this in
a classroom setting to force students to look up words ina
dictionary and make their own corrections.

01 Select “None” if you don’t want AppleWorks to display a
summary. This choice does not affect any word verification
or replacement. AppleWorks is preset to operate this way.

When you have chosen a summary setting, AppleWorks returns
you to the Spelling menu so that you can verify your document.
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Using a Custom Dictionary

AppleWorks uses two dictionaries to check spelling. It always uses
the Main Dictionary. The other dictionary is a Custom Dictionary.

A Custom Dictionary contains words that do not appear in the
Main Dictionary. For example, you can compile a dictionary of
scientific terms for use in physics abstracts, industry or technical
terms for company reports, or sports terms for a bowling league
newsletter. You can also add frequently used proper names.

¢ Vocabulary AppleWorks has a Main Dictionary of 90,000
words—most people regularly use fewer than 20,000. Basic
English gets by on a vocabulary of 800 words—only 1 percent of
AppleWorks’ Main Dictionary.

Adding words to the Custom Dictionary can be accomplished in
two ways. You can add words as you check your document, or you
can add several words at once. See “Creating a New Custom
Dictionary” later in this Chapter.

You can create and name several different Custom Dictionaries for
different purposes.

You can add as many words to your Custom Dictionary as will fit
on your disk—but AppleWorks can check your document more
quickly if you keep each Custom Dictionary small.

¢ A reminder If you use more than one Custom Dictionary, make
sure to get the one you want from the disk before verifying your
spelling.

Figure 5-9 shows the options available when you choose
“Dictionary” from the Spelling menu.
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Figure 5-9
The Dictionary command

Usin?
Existing Custom
Dictionary
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to select an exsting dictionary  the new dictionary

Y

Crmu mmw makes it the Custom
Innuy ses5:0n only.
to make this new dictionary

the Smdml Custom Dictionary.

1

When you “Get a Custom Dictionary” from the Spelling menu,
that Custom Dictionary is available only during the current session
(until you leave AppleWorks). If you want to use a different
Custom Dictionary automatically, see “Spelling Checker Settings”
in Appendix B.

1 Press -V to display the Verify Spelling menu.
2 Press D to choose Dictionary.

AppleWorks asks whether you want to “Get” an exlslmg
dictionary, or “Create” a new one.
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Creating a New
Custom
Dictionary

3 Press G for Get an existing dictionary.
AppleWorks displays the Custom Dictionary file card.

4 Select the Custom Dicfionary you want, then press Return.

AppleWorks returns you to the Spelling menu so that you can
begin verifying your spelling.

1 Press G-V to display the Verify spelling menu.
2 Press D to choose Dictionary.

AppleWorks asks whether you want to “Get” an existing
dictionary, or “Create” a new one.

3 Press C for Create a new dictionary.

4 Type a name for the new Custom Diclionary, then press Retum.

While you can name the dictionary anything you like, you may
wish to name it something like CUST2.DICT or SECOND.DICT
so you'll recognize the file on the disk when you're not using
AppleWorks.

When you press Return, AppleWorks creates the new
dictionary and makes it the Custom Dictionary for this session
only (until you leave AppleWorks)

After AppleWorks has created the new dictionary, it will tell
you “New Custom Dictionary successfully created.”

5 Press the Space bar to return to the Spelling menu and verify
your document.

# 5.25-inch disk users If you have several different Custom
Dictionaries and have run out of disk space, you can use the
ProDOS System Utilities disk to move the Custom Dictionaries
to another disk. The disk to which you move the Custom
Dictionaries must be named the same name as your main
dictionary disk, probably /DICTIONARY.
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Adding Many
Words fo a
Cusfom
Dictionary

Editing a
Custom
Dictionary
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A Custom Dictionary usually grows word by word over time as
you use AppleWorks to verify the spelling of many documents. If
you have a list of words that are likely to appear in your
documents (a special technical vocabulary, for instance), you may
want to put them all into the Custom Dictionary at the same time.

Adding many words at one time to a Custom Dictionary is easiest
to do if you have set the Spelling Options Method to “From a list.”
See “Spelling Options” earlier in this Chapter.

To add a group of several words:

1 Create a new word processor document.

2 Set the Spelling Option Method to “List,” as detailed in “Spelling
Options.”

3 Type the list of specialized words into the document.

You can enter them one to a line or one after another (even
though they don’t form sentences). There must be at least one
space between each word.

4 Press G-V for Verify Spelling.

5 AppleWorks presents the list of questionable words. Add the
ones you want to the Custom Dictionary.

AppleWorks only questions those words that aren't already in
its Main Dictionary. When you have finished adding the new
words, your Custom Dictionary holds your specialized word
list.

An AppleWorks Custom Dictionary is an ASCII text file. You can

edit a Custom Dictionary using the Word Processor. This is useful
if you wish to remove one or two words from the dictionary, but

do not wish to delete the entire dictionary from the disk and build
it again. The technique is to add the old Custom Dictionary to the
Desktop and use the spelling checker to create a new Custom
Dictionary. You can then remove the old Custom Dictionary from
the Desktop, if you wish. i
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To edit a Custom Dictionary:

1

Make sure that the “Save text files as text” setting in
Miscellaneous options is set to Yes {see Appendix B).

From the Main Menu, select “Add files to the Desktop,” then press
Return. : 5

Select “From a different disk,” and press Return.

Select the disk which contains your dictionaries from the list, then
press Return.

You can use any of the methods described in Chapter 2 to select
a disk or directory.

AppleWorks displays a list of the files on that disk or in that
directory.

Select the file “Cust.Dictionary” or any other Custom Dictionary
you have created and wish to edit, lh{n press Return,

The Custom Dictionary appears as an AppleWorks word
processor file, with one word to each line.

Edit the text of the Cusiom Dictionary as you would any document
in the Word Processor.

Change the spelling, delete words, and add new words using
standard word processor commands. New words should be
added in alphabetical order, each on their own line, with no
spaces before or after the words. (Pressing @-K automatically
removes extraneous spaces from the ends of lines.) You can use
either uppercase or lowercase characters.

Press Ci-$ to save the edited custom dictionary to disk.
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AppleWorks” word processor provides three ways to use data base
information in the word processor.

B Clipboard We've already discussed how you can use the
Clipboard to move information to and from all three modules of
AppleWorks, either by copying the information directly from
one file to another, or by printing the information to the
clipboard first.

W Moail Merge AppleWorks’ Mail Merge facility lets you create
form letters or other documents which are “filled in” by
information from a data base when you print. AppleWorks
prints one copy of the form letter for each record in the data
base.

W Glossaries The Glossary feature lets you bring information from
a data base into a word processor document. You can specify
how you would like the information to be formatted. The most
common use of a glossary is to automatically enter names,
addresses, and salutations at the top of a letter. Unlike Mail
Merge, glossaries are usually used for importing one record
from a data base.
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Using Mail Merge, you can write a single letter (or other
document) that reads each separate record from an AppleWorks
data base and uses the contents of specific data base categories in
specific places on the letter. AppleWorks automatically adjusts the
spacing so that each document appears individually written.
1;.'15;1:‘3 6-1 illustrates a Mail Merge document receiving
information from the categories of an AppleWorks data base.

Figure 6-1
Mail Merge

Each Mail Merge document

includes the calegory contents
from one data base record.

The most frequent use for Mail Merge is generating form letters—
you know, the kind that start “Dear Mr. Smith Family, You and the
rest of the Family family may already have won....”

You've probably received dozens of equally bad form letters in
your own lifetime. But a well-conceived form letter and its
accompanying data base can be an effective marketing tool—or a
newsy way to keep a far-flung family up to date.

The key to Mail Merge is that it's a two-part system. The
AppleWorks Word Processor provides extensive formatting
through its printer options (boldface, italics, and so forth) and the
Data Base provides organized information.

Think through the data base file before you create it. For example,
if you include only one category called Name, and then enter a
typical “name” like Professor Jane Smith, English Department,
you're going to end up with a letter that starts: “Dear Professor
Jane Smith, English Department,” rather than “Dear Jane,” or
“Dear Professor Smith.”
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You can overcome this potential problem by creating your data
base with several categories, such as honorific (professor), first
name (Jane), last name (Smith), and department (English
Department). Then when you write your Mail Merge letter, you
can pick and choose the best combination to make the letter
“sound real.”

©® Not necessarily a form lefter Your Mail Merge document does
not need to be a form letter. Any kind of document that can
include “fill in the blanks” information is a candidate for Mail
Merge. In fact, some people use Mail Merge as a flexible report
generator for a variety of data base reports.

For example, suppose you have 20 candidates for a job at your
company and want to condense their resumes to fit a master
format that you can circulate. Create a small data base, write the
Mail Merge document, and produce the identical documents, one
for each applicant.

There are three main steps to creating a Mail Merge document:

1 Select the Data Base file you want to use as the source of your
records.

2 Write a Word Processor document using the Mail Merge printer
option to show where you want to include information from the
data base file.

3 Print the letter.
AppleWorks automatically uses the category information from

the data base file in your Mail Merge document, and prints a
form letter for each record in the data base.
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Data Base File
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Before you can compose your Mail Merge document, you must
first tell AppleWorks which data base you will be using.
AppleWorks needs this information to give you a list of the
categories you can use in the mail merge document.

To select the data base file:

1 Add the data base file containing the names (or other
information) you want fo use to the Desktop, either from disk or
by creating a new file and entering the data.

Refer to Chapter 8, “Creating a Data Base,” for more detailed
instructions on building a data base.

2 Add a new word processing document to the Desktop.

AppleWorks asks you to name the document. Enter a name
and press Return.

AppleWorks displays the word processing screen.
3 Press A, for Add or Edit Glossary/Mail Merge.

AppleWorks displays the Glossary /Mail Merge screen, shown
in Figure 6-2.
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6-2 File: Form Letter EDIT RULES
MLGII}'M M screen =i=§=(::::(=§tu{un{uzz(==z=(====(===={==§= ==:={===£?Eg§ :Egﬁsﬁmgﬂg

Select option 9 o choose the Glossary merus (global):
mail o E 9e data base associalec Printer Options
ey Letterhead

ck Nane

tle
Closing
{undetined)
{undefined)
{undefined)

Bail merge (for this WP file):
R Vloros [lafs Bace | none

Type number, or use arrows, then press Return _ 2941K Avail.

4 Select option 9, “Merge Data Base,” and press Return.
AppleWorks displays a list of the data base files on the Desktop.

(All the data base files on all three Desktops are displayed in
one list.)

5 Use the + and ¥+ keys to select the file you added in step 1, then
press Return.

6 Press Escape fo return to your document.
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Mail Merge printer option
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Mail Merge is a printer option available in the AppleWorks Word
Processor, as shown in Figure 6-3. It is selected from the Options
menu in the Word Processor like any other printer option, except
that AppleWorks will prompt you for additional information
about the data base category you want to include.

Uption: LN: H P ggm g !
RJ: Rlaht Justihed + Group +: C
PH: P tm Higt 'T,li Paper Length g a0e Huw - script Beain
: Left i arm TE arﬂu age Footer - script En
Eight Narain BN Eq ton ?m 8K Skw I.mes tl Under me Eeam
hars nch ine nch PE: ause ac pawg Underli
i ropor mna{* i pg;ace PH: Pause Here Print P‘E e Ho.
"gpoz ional= : pace S?I Se: 3 Harker P? Print ?
rzpe Space } P Print Tine
Jll= Jushifzed HP eu Page 3 u d ace ;‘13”' : Enter Keyboard
UJ: Unjustified FN: Page Number £ Buidface E :+ Mail Herge

+*

If you like, you can write the Mail Merge document ahead of time,
leaving out the data base categories. Then you can go back and
insert the data base categories after selecting the mail merge data
base as described in steps 3-6 in the previous section.

B You can use a category more than once in a document. (In fact,
there is no limit to the number of times you can use a category
in a document, or to the number of categories you can use.)

B You need not use the categories in the order they appear in the
data base. You can use them in any order.

B You can put more than one category in a line or in a paragraph,
and mix categories with punctuation and other characters.

B You can construct entire sentences and paragraphs from
categories if you created your data base with that in mind.
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Figure 6-4
Selecting a mail

merge category

To create a Mail Merge document:

1 Add the Word Processor document to the Deskiop if necessary.

You should already have selected the data base you want to use
with this document, following steps 3-6 in the previous section.

2 Move the blinking cursor to the location where you want o enter
information from a particular data base category.

3 Press (3-O for Printer Options.
AppleWorks displays the printer options list.
4 Type MM for Mail Merge.
AppleWorks displays a list of data base categories, Figure 6-4.

File: FurnéLettEr WAIL MERGE Egcg{pg: Printer Options
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Cl: Chars ger Inch LI: Lines per Inch FE: Pause Ea
P1: Proportional=l §5: Slgie Space  PH: Pauce Fe
P2: Proportional-2 ?g ?a }e Space SH: Set a Ma
IN: Indent : Triple Space  SC: Special

Highlight an itex, then press Return < 2941K fvail.

5 Select the category that holds the information you want to include
in the Word Processor document, then press Return.

AppleWorks asks whether you want the category to print as a
blank line even if it contains no information in the record that’s
printing at the time—useful for multiple-line addresses which
may not have a business name or second address line.
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AppleWorks represents an entry that does print a blank line like
this:

<CategoryName>

AppleWorks represents an entry that does not print a blank line
(one that closes up the space) like this:

[CategoryName]
6 Select Yes or No for printing the blank line, then press Retumn.

AppleWorks inserts a diamond symbol, followed by the
category name in brackets, as shown in Figure 6-5.

Figure 6-5 File-‘(]"méut_(ter o _R:"Jlflifm(!fcmﬁﬁ ¢ " Escape: ?ain Elmu
* SIEEN  IRER{ = ool = ='..'=‘===t.ﬁ e e S e e
dsg:"P’e Mail Merge WFirst) Klast)
ument O(Egzang)
i I
Note use information Jgress .
within the body of the lefler fo #City), #(State) ®2ip)
further personalize it. Dear #(First),

He here at the Smith Eonfanu are vnrﬁ proud of the personal
relationships we've developed over the years with people
like you, #(First)!

Because we know gou and needs, e can offer you 2
customized mix of products and services that's just right
for the needs of #{(onpany).

If you'c like to discuss the possibilities, please contact
e, #Szles Rep), at your earliest convenience.

Sincerely._

Type entry or use ¢ commands Line 28 Column 11 67 for Help

If you want to enter another Mail Merge category immediately,
type MM, then press Return. Follow steps 5 and 6 again.

If you want to enter punctuation, continue typing, or delete the
space character that automatically follows each Mail Merge
calegory, press Escape. Delete the space character if you want to
follow the Mail Merge category witE punctuation. Never delete
the bracket characters or the diamond symbol.
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When you have finished creating the Mail Merge document, you
should save it in case you want to print it again later. AppleWorks
will remember the data base you were using with this document.

Now it’s time to print.

If you want to print the Mail Merge document again, you must
make sure that the data base containing the records you want to
print is on the Desktop.

Mail Merge documents print the same way normal documents do,
except that information from the data base (e.g. Jane) replaces the
category names and brackets (e.g. <name>). If you print one copy,
AppleWorks prints one document for each of the records you have
on the Desktop. For more information about printing a Word
Processor document, see “Printing a Document” in Chapter 4.

To print your Mail Merge document, do the following;:

1 Make sure the printer is connected to computer, is turned
on, ismdyhpr:ceiwinfonﬂaﬁonlonm),undhmpaperhil.

2 While working with the mail merge document on the Desktop,
press P for Print.

AppleWorks displays the Print menu shown in Figure 6-6.

Print fron? IEFTEEEGPE This pase Cursor Page to page
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Figure 6-7
Print Destinations

114

3 Select the portion of the document you wish to print by choosing

one of the four “Print from” opfions, then press Return.

AppleWorks displays a screen where you can select between
sending the file to a printer or creating an ASCII text file (Figure
6-7).

File: FitzG PRINT MENU Escape: Review/Add/Change

peaa=(=szz{sres(snge(aees{zsns(ranx(zens{menz(coan(azenanas{sooa(saa({ams2(s:

Khere do you want to print the file?

L.
o ORI e on dis

---------- ———— ———— e ]

Tupe number, or use arrows. bhen press Reburn _ 2569K fvail.

4 Select your printer, then press Return.

AppleWorks uses the ImageWriter I and ImageWriter Il as its
standard printers. If your printer is different, see Appendix C,
“Printer Configuration.”

If you chose to print the file using “Page to page,” AppleWorks
first asks you to enter the beginning page number, then press
Return. Then it asks you to enter the ending page number, then
press Return.

Chapter 6: Mail Merge & Glossaries



5 Select whether you want o “Merge data base items with this
gocument" or “Print document without merging,” then press
eturn.

AppleWorks asks you to enter the number of copies you want
printed, then press Return. You can print between 1 and 255
copies—but it's usually much faster to print one copy of your
document and photocopy any additional documents you need.
Remember, for each copy you specify (1, 2, 3, etc.), AppleWorks
prints a copy of the document for every record in the data base.

When you have finished entering the information that
AppleWorks requests, AppleWorks prints the document.

M To change the order in which the records are merged (for
example, to print the form letters in ZIP code order), simply sort
the data base file using ©-A. See Chapter 10, “Finding,
Selecting, and Arranging.”

M To print only some of the records in the data base (for example,
only those people who live in Michigan), set 'iép appropriate
record selection rules for the data base using &-R. See Chapter
10, “Finding, Selecting, and Arranging.”

B To print on a preprinted form, where the categories must fall in
precise locations, follow the Mail Merge entries in the word
processor document with a number of # symbols. This disables
AppleWorks’ normal “word-wrap” features for the imported
data base categories. The imported information will always take
the same amount of space, regardless of how many characters
are in each record. AppleWorks uses the total width of the mail
merﬁe entry and the # characters; for example, ®[City [#######H
would force the City category to always print as 15 characters.
The minumum width of such a field is five characters—the ®
symbol, the brackets around a one-character category name,
and one # symbol, like this: ®[A]#. Each such entry must be
followed by a space.

M You can change the data base used for the merge operation at
any time using steps 3-6 in “Selecting the Data Base File,” earlier
in the Chapter. The data base file you use for the merge doesn’t
have to be exactly like the data base file you used to create the
document, as long as all the same categories are available.
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AppleWorks’ word processor can directly access data base files
through glossaries. Like mail merge, a glossary is a way to link a
word processor document to a data base. Unlike mail merge,
glossaries specialize in small quantities of information, accessing
one data base record at a time and inserting it into your word
processor document.

With a glossary, you can view a list of your friends (or business
contacts) inside the word processor. Simply by selecting a name
from the list, that person’s name and address can be automatically
formatted and inserted into your word processor document,
complete with a salutation (“Dear John").

While names and addresses are the most popular use for

glossaries, you can also use them to pull up part numbers and E
descriptions for an invoice, to get a state’s abbreviation from its fnll 3
name (or vice versa), or for dozens of other uses.

St o o

AppleWorks supports up to eight glossaries. These glossaries can
be accessed in all word processor documents. Each glossary poi
to a specific data base file (which must be on the Desktop when
you define or use the glossary) and also includes formatting :
information that tells AppleWorks which categories to import from
each data base record and how the incoming data should be
formatted.

As with mail merge, you will want to give careful considerationto
the design of your data base. Remember, if you want tobe ableto
greet someone by their first name as part of a glossary, you must
make sure that their first name is stored in a category of itsown,
not as part of a “full name” category. However, when you use the
glossary, you will probably want to see the full name of each -
person in the pop-up list.

The solution to this dilemma is to create a calculated database
category which uses the @Join function to create a full name from
scparately-entered first and last names. If you set auto-recalcon
the first and last name categories, the full name will automatically
be updated every time you change the first or last name catego
With this arrangement you can list the full name in the pop-up i
while still maintaining separate last and first names for use in the
glossary entry. See “Formula Rules” in Chapter 8, “Category Rules

& Options,” for more information on calculated categories. E
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Doﬂnlng a 1 Add the glossary data base to the Desktop, either from a disk or

Gl ossary by creating a new file and entering the data.
2 Add any word processor file to the Desktop and work with it.
It doesn’t matter which file you use—create a new one if you
don’t already have one on the Desktop. Although the word
processor document is not used in the creation of the glossary,
you must be in the Word Processor to define a glossary.
3 Press G-A to Add or edit Glossary/Mail Merge.
AppleWorks displays the Edit Rules screen, Figure 6-8.
Figure 6-8 File: Glossary.Test EDIT RULES Escape: Revieu/Rdd/Change
Edl‘ RU'ES screen sezzs{szzzs{zeas{=saz{sasa(snea{snan{snansasn(snan{ 22z 2nan{aana{ a2z
Select an undefined glossary Glossary menus (global ):
from this list to define a new
glossary, or select an existing %f m
glossary to modify it. 3. Cundefined)
4. <{undefined)
3. {undefined}
6. {undefined)
7. Sundefined)
8. (undefined)
Hail merge (for this WP File):
9. Merge Data Base none
Type nunber, or use arrnu;:'gﬁen press Rei;;;“: ------------------ HE&X-MH-

4 Select an undefined glossary from the list and press Return.
AppleWorks asks you to name the new glossary. This is the
name by which you will select the glossary when you “call it
up” with the 3-G keystroke later. Use a name like “Address
Book” or “States” which will remind you what the list is for.

5 Type the name for the new glossary and press Return.
AppleWorks displays the Glossary screen, Figure 6-9.
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.0
Glossary screen

© MENU TITLE
The name of the glossary as it
will appear on the -G menu.

® GLOSSARY FILE
The name of the data base file

which contains the glossary
information.

© LIST CATEGORY

The ca in the glossary file
which will be listed on the screen
when the glossary is used.

© PREFIX TEXT
The text entered before any
glossary entries.

© TEMPLATE

Categories from the glossary
data base, alo wﬂi the text fo
be displayed after them.
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SSUries

.

File: Glossary. Iest GLOSSARY Escagw it ;r?lu

sexzs{zaasisess(ansn{asnz{sana(nnaz(sonn(annn{asun{n=c=!anan{aan(aamnlzunnisen

Nenu title: Besin Letter © e

i W none @
. List catesory @

. Prefix text none @

1

2

3

4 (lundefined) ©
5 (undefined)
€. (undefined)
7. tundefined)
8 (undefined)
3. {undefined?
. tundefined)
. {undefined)
. {undet

. {undefined’

o s e

Type number. or use arrouws, then press Return & 2920 Avai) .

6 Select “Glossary file” from the menu, then press Return.

AppleWorks displays a list of all the data base files on the
Desktop (regardless of which of the three Desktops they are
and asks you to select one.

7 Select the desired data base file and press Return.
8 Select “List category” and press Return.

AppleWorks displays a list of all the categories in the sei_ v
data base and asks you to choose one.

9 Select the category which you wish to see listed in the word
processor when you select this glossary, and press Return.

For example, if you are defining an address book glossary,
probably want to see a list of names when you are asked to
select a record, so you would select the “Name” or “Full
category—whatever category is appropriate for the data
you are using and the glossary you are defining. :
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plate

Now that you have told AppleWorks which data base file you
want to use, you must tell AppleWorks how to format the data as
it is imported from the data base into a word processor document,

To define a template:
1 Start at the Glossary screen (Figure 6-9).
2 Tell AppleWorks what text you want to include before the record.

For example, in an address glossary, you might want to include
the text “To:” in front of the imported address. To do this, select
“Prefix text” and press Return. Type the exact keystrokes you
want inserted before the record, just as if you were typing the
prefix manually. You can include carriage returns and tabs, in
addition to letters, numbers, and punctuation. Press 5-Return
when you’re finished.

AppleWorks includes everything you type, including the Delete
key and the & key. If you make a mistake, press (3-Return to
end the input, then select “Prefix text” again to re-enter the text.

If you don’t want to include any text before the inserted data,
skip this step entirely and leave Prefix text set to <none>.

3 Tell AppleWorks the first data base category to include.

Select the first <undefined> entry on the list and press Return.
AppleWorks displays a list of the categories in the data base
and lets you select a category from the list. Select the desired
category and press Return.

4 Tell AppleWorks the text to include after the data base category.

Press Return again to enter the text which you want inserted
after the data base category. Again, AppleWorks includes
everything you type. Press 3-Return when you’re finished or if
you make a mistake. Skip this step only if you don’t want any
text (even a carriage return or a space) inserted between this
category and the next.
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Figure 6-10
Sample glossary template

Take careful note of how the
prefix text and the categories
and text defined in the template
affect the final appearance of the
glossary information.

Figure 6-11
Result of sample glossary
template

Deleting an
Entry from a
Template
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5 Continue defining the template by repeating steps 3 and 4 with
additional undﬁned cqlegnriesi.)y hontin

Press Escape when the template has been completely defined.
Figure 6-10 shows a sample glossary template. Figure 6-11 shows

how the data from the data base file will be formatted by this
template into the word processor document.

Fila: Glossary Test GLOSSARY E§Eapa= Edit rules

axgesizzel znanlmaes{sanssnasdmann{sensiziz 2833

SLSESILEERE 555

"
-
11
[
(1}
L
-~
n
i
n
m
—
"
o
L1
i
o~

Menu title: Begin Letter

1. W fddress 0B
2. List catesory  Full Hame
3. Prefix text T0: (kab>
4. Full Name {rtn tah)
5. Company {rtn tab)
6. Rddress {rtn tab?
7 C;tz ispc)
. Stafe SpC spC
gt { i }
. Lp {rtn rin)lear(spc,
18, First Hame Arkn rbnd
15. {undef ined)
12. <undefined}
13, Cundefined

Type nunber, or use arrows: then press Return i 2920K Auail.
File: Glossary Test REUIEW&D@”CHH?EE . Esc?pr Hain Menu |
szmag(====(z==a{sooz(=s=s(sosa({sses(saas(maas(sosa(oan(sann{zann{0ns{ 2o0a(ass
T0:  Joe Gleason

Quatitgltsnﬁgters

20200 Nine Mile Rd,

St Clair Shores, N1 43088
Qear Jie,

To delete an item from the glossary template, highlight it and p
the Delete key. The items after the deleted entry will “move up
fill in the empty space. '
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dnging a 1 Press ¢i-A to Add or edit Glossary/Mail Merge.

assary Name AppleWorks displays the Edit Rules screen and asks you to

select a glossary.

2 Select the glossary you want to rename and press Return.
AppleWorks asks you for the new name of the glossary.

3 Edit the glossary name and press Return.
Use the arrow keys, the (3-Y command, the Delete key, and the
replacement cursor ((3-E) as necessary. After you press Return,

AppleWorks displays the Glossary screen.
4 Press Escape twice.

eting a 1 Press C-A to Add or edit Glossary/Mail Merge.

AppleWorks displays the Edit Rules screen and asks you to
select a glossary.

2 Highlight the glossary you want to delete and press Delete.
AppleWorks asks you if you really want to do this.

3 Select Yes and press Return.

4 Press Escape.
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Using a
Glossary

Figure 6-12
Choosing from the glossary

The contents of the list category
(defined in the glossary) are

displayed on the screen.

122

Glossaries are available inside any word processor document.

1 Press -G for Glossary.

AppleWorks displays a list of your currently defined glossaries.

2 Select the glossary you want to use and press Return.

AppleWorks displays a list of the records in the data base, using
the List Category defined in the glossary (Figure 6-12).

File: Glossary Test GLOSSARY Escape: Rev teww/thml

ss=s3(ssas(ss=={z=s={==z2{ 283 (3252222 =z2( z2sz( =202 ( s2ns({z2=={ 2z (=a3(

Mﬂuﬂlrd
Smrly Cadieux

Jerru Klndail
Rll Ligsner
Kill Nelken
Rob Renstrom
Har-:u Schuartzberg
Sheppard
Hark gim en
Matt Spatafora
Oan Verk
Audrey Holfe
Steve Woznisk

Highlight a1 ites, then press hwli 2328K hvail.

3 Select the record you want to insert and press Return.

AppleWorks inserts the record into the word processor do
formatting it according to the template you specified earlier.

If any of the categories used in the template are blank,
AppleWorks inserts neither the category data nor the text whic
would normally be inserted after that category’s data. By
designing your template carefully, you can make the i
format properly even if one of the categories is not supplied.
the template in Figure 7-3, for example, the inserted gl
will still look good if the Company category is empty. (On

other hand, this template doesn’t work too well if Zip is missi
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Using AppleWorks’ data base features you can organize many
kinds of information—sales figures by region, data from science
experiments, a list of household possessions, or bowling league
scores. You can sort the information, generate printed reports from
it, create mailing labels, and use it in written documents and
worksheets.

B Begin with creating a new data base file or adding a new data
base file to the Desktop by following the steps in Chapter 2,
“Adding a New File to the Desktop.”

¢ Memory Memory determines the maximum size of your
AppleWorks data base. The more memory you have, the bigger
your data base can be. An Apple IT with 128K of memory
should be able to hold about 200 records of 100 characters each.
For more details, see Appendix F, “Limits and Capacities.”
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Data Base Basics

Records and
Categories

Single Record
Layout and
Multiple
Record Layout

128

A data base stores information in records. Each record can contain
several types of information. The information is organized by
categories. (In many other data base programs, each piece of
information stored in a record is called a field. You may have
heard this term before.)

When you work with the data base, you can choose to view several
records at once (Multiple Record Layout) or to fill the screen with
one record at a time (Single Record Layout).

A record is similar to an index card in a file box. Each person or
item has its own individual record. Once you create a record, you
can put in it whatever information you need or remove
information you no longer want. If something changes—an
address perhaps—you can make changes.

A category is the basic unit of information in a record. If you are
keeping records of addresses, you could create a category for a
person’s name, the street, town, and so on. Within one data base
file, every record contains the same categories, although you need
not put information into each category on any given record. The
information put into a category is called an entry.

A dala base is a collection of records.

Each record in a data base represents one object—a person, an item
in your warehouse, or the records in your record collection. The
categories represent the characteristics of each object. If youare =
storing a list of people, your categories might be First Name, Last
Name, Address, Phone Number, and so forth.

Single Record Lavout allows you to look at one record at a time.
It’s similar to leafing through your index cards. You can design
your records so that the information is easy to find.

If you want to look at many records at once, use Multiple Record
Laynut {Flbure 7-1). In this layout the records appear in a list wi
each category in a separate column, one record to a line. Figure
compares Single and Multiple Record Layouts.

To switch from one layout to the other, press &-Z (for Zoom).
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Figure 7-1
Typucul Multiple

-~ Record Layout

O FILE
Reminds you which file you're

working with.

- @ REVIEW/ADD/CHANGE

$ you you can review a

 make changes to your file.

~ © ESCAPE
~ Press Escape from
 Review/Add/ Chonge screen fo
_return lo the Main Menu.

~ © SELECTION
- Tells you how many records are

rJ.rcrur file and how many are
tecl by the current rules.

? CATEGORIES
ach col stores a
. cfwamdef?g;:t?, of one of the items
in your data base. Cafegories
- aredisplayed in columns in
- Mufhpt Record Layout.

~ ® CURSOR
Cursor mdlcufes where your

: next keystroke will be inserted.
@ RECORDS

record represents an entity
in your dato base. Records are
displayed one fo a line in
Multiple Record Layout,

Parts of a Data Base Screen

) : ©

File: Extremes
Record | of 33 (33 selected)
Selection: All records @

Extrene ©

Oriest Spot_ @
Rainiest Spot
(oldest Becurﬂed Tenperature
Hottest Recorded Tangarature
Strongest Recorded Nind
anglest Place (sea level)
Highest Point
Louest Point
hnnﬁest River
19hest Waterfall
Largest Gorge
Beepest Eorga
19905t Cave
Largest Desert
neepest Ocean Trench

REVIEN/ADD/CHANGE

Escape: Main Henu

Location Heasurement,

-------------------------------------------------------------------------------

Atacama Desert, Chile  rainfall barely mes
Hount Halaleale; Hawaii  annual average rain
Upstok, Rntarctica =127 degreas F. (-8
#l nzlzwah, L1bga, south 135 dagrees F. (58
Hount Hashington, Hew Ham E |
GranE Eanks; off HeuF und ng E ?n 128 dags

Kount Everest, Hepa get
Dead Seas lsrael- Jordan sur{-‘ace of uater I,
Nile, Africa £ 3 miles
fngel Falls, Uenezuela 3,212 feet

Grand Canyon, Colorado Ri 277 miles longs ! &
fells Cantllunf Snake River 7,968 fest
Hammoth-F Ridge caua more than 188 miles
Sahara Desert; North A 4800 59, mi.
Hariana Trench Pa(‘.lflt u 36,198 feet

Tgpe entry or use ¢ commands

-7 for Help

Parts of a Data Base Screen

129



Figure 7-2
The Zoom command ((3-Z)

MULTIPLE RECORD LAYOUT

One record appears on each
line.

Calegories appear in columns.

SINGLE RECORD LAYOQUT

One record appears on each
screen.

Categories appear wherever you
place them on the screen.

Press L.? -Z to switch between
Multi f e Record Layout and
Single Record Layout.

130

File: Extrsues REUIEM/ADD/CHANGE Escape: Main Menu
Record | of 33 (37 selected)

Selection: All records

Extrene Location Measurement
B T e e B e N e AN Ry e EoEENERERERT

Enest Sput Atacama Desert; Chile rainfall barely wea
ainiest Spo Hount Maialeale, Hauwaii annuai average ram
Coldest Recnrdeﬁ Tewperature Uostok, Antarctica ? desrees F
Hottest Recorded Temperature fil Aziziysh, Libya, south l rees F

%!rrongest Kecorded Wind Hount Kashingbon, New Hax ; on
egazest Place (sea level) Grand Banks, off He F g!az daus
Highest Pgint Hount Euerest, Nepa

Lowest Point
Longest River ile, g ca i
Highest Naterfall fnge] Falls, Venezuels 1,21
Largest Gorge ﬂ fnd Canyons Colorado Ri 277 mi es longa it
eepest Lorge 15 Eﬂ»fan, g nake River 7,908

(ead bea) Israel- ardan surf‘gte 0 uater 1

199est Cave Nammoth-Flint Ridoe cave more t an 180 miles
Largest Desert ahara Desert, Horth Afri 3,320,800 sq. mi.
[Jag::t ﬂggg; Trench : aarlaaa french; Pacific ﬁ 3&.19§ Faetq -
Type entry or use § comsands &7 for Help
File: Extremes REVIEN/R00/CHANGE Escape: Main Nenu

Selection: All records

Record ¢ of 33 (33 selected)

e e L P T P e TP e L P b T EE

Extreme: Rainigst Spat

Location: Mount Haialeale, Hauail
Neasurement: annual average rainfall 468 inches.
Extra: -

Tupe entry or use ¢ coMmands

&7 for Help
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You set up a data base from scratch by creating and naming a new
data base file from the Add Files menu, then by defining the
categories that go into the new data base.

You can also create a data base from an ASCII text file. See
Appendix E, “DIF and ASCII Files.”

You can have a maximum of 60 categories in a data base.

# Planning for Mail Merge? If you're planning to use your data
base for form letters or labels, consider using separate categories
for honorifics (Ms., Mr., The Honorable), last names, and any
other details you may want to control separately in a form letter
or address label. You'll be able to avoid clumsy openings such
as “Dear Professor Susan Smith, Ph.d., English Department,” if
each title and name is in a different category.

A rule of thumb is to have one category for each way you might
want to sort the data base or extract information from it—by
last name, account number, department, test score, gender, and
so forth.

When you print the information in a report, it’s simple to re-
combine the separate categories—just print them side by side.
You can also use calculated categories (see “Formula Rules” in
Chapter 8) to join category information from separate categories
into a new category.

hﬂ'lng Up a 1 From the Main Menu, add a data base file to the Desktop, and

New Data Base feme 1,

: 'I'OII'! Scratch To add a file to the Desktop, follow the steps in “Adding a New
File to the Desktop” in Chapter 2.

AppleWorks displays the Change Name /Category screen, as

shown in Figure 7-3. The new data base automatically contains
one category called Category 1.
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Setting Up a Dalua Buse

new file name, efc.
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File: Neu.aDB (HANGE NAME/CATEGORY  Escape: Review/Rdd/Chance
Catzgqory nases ©
zIzzzz 1 """"
| ‘Category 1_
) Options: ©
(hange nane
i aron o ts Tl

Doun arrou Go to next ca
g1 Insert new cagrrorg

Tupe entry or use § comnands

————

2917K Avail.

2 If you wish, change the name of Category 1.

You can have a maximum of 20 characters in a category name.

It makes the data base easier to work with and more meani
to have a category called “City” than a category called

"Category 1.”

Either delete the category name with 3-Y, or press G-E to
switch to the replacement cursor and type directly over the

generic name. If there is any text left over, press 3-Y to delete tc

the end of the line. Don't forget to switch back again to the

insert cursor with 3-E.
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Creating New
Categories

3 Type in the name you want for the category.

¢ As time goes by... If you would like all the information in a
category to conform to a standard date or time format, append
the word date or time to the category name—for example,
Birthdate or Starttime (the category name must be one word).
AppleWorks spots this and automatically converts the entries to
an internal date format, making sorting and searching easier.
Dates canrange from January 1, 1000 to December 31, 9999.

If you have a category name in your data base that includes date
or time, you can enter the time or date (as appropriate) from the
system clock by typing an @ sign as the category entry.

Set time and date formats for the Data Base from the Other
Activities menu on the Main Menu. See Appendix B, “Standard
Settings.”

¢ Important The following sections assume that you have created
a data base from scratch as described in the previous section.

You can enter a new category at the end of the category list or by
inserting it ahead of the category that the cursor is on. When
AppleWorks returns to the Review/Add/Change screen, it
initially displays categories in the order you entered them; you can
later change the order of appearance in both Multiple Record
Layout and Single Record Layout.

1 From the Change Name/Category screen, press the  key or
press Return.

AppleWorks moves the cursor down one line and changes the
options, as shown in Figure 7-4.
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Setiin

Figure 7-4 Options:
Options Type category name
Up arrow  Go to previous catesory

2 Type in the name for the new category, then press Return,

3 Confinue fo enter new categories, if you want, by entering the
new name, then pressing Return.

inserting a 1 Uselhef-lrt-tlwysloposmonihemrsorw‘lwreywwnﬂo
Category insert the new category.
Before Another 2 press c-iforinsert.
Cuhgory A blank line appears on the line above the cursor.

3 Type the name of the new category, then press Return.
Delﬂing a 1 Use the ¢+ ¥ « 3 keys to position the cursor on the category -
cu"g ory name you want to delete.

2 Press ¢-D for Delete.

AppleWorks removes the category name and closes up the list.

Chqnging £ 1 Move the cursor at the first category, then press the + key.
Filename

AppleWorks prompts you at the bottom of the screen to change
the filename, as shown in Figure 7-5. :
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Mﬁingc;ﬁl - Type filename: Hew ADE. 2917K Poail.

2 Delete the current filename and type in a new one.

3 Press Return to accept the new filename or press Escape to revert
to the old filename.

You can only revert to the old filename if you press Escape
before you press Return.

Accepting the B With AppleWorks showing the Change Name/Ca screen
™ and with the prompt at the bottom of the screen as in
New Data Base Figure 7-6, press Escape.

Prompt sh::ld Tupe entry or use § comands 2817¢ Auail.

AppleWorks adds a blank record to the new data base and
displays it in the Single Record Layout (Figure 7-7), ready for
you to enter data.
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a New
into
Single Record

Once you have set up your data base, entering information into it
is almost as simple as using the AppleWorks Word Processor.
Where there are working differences between Multiple and Single
Record Layout, they are explained in this section.

The contents of one category in one record is an entry. When you
enter information into a data base, you'll generally type entries for
all (or most) of the categories for a single record. Occasionally,
you'll want to replace an existing entry or record with a new one,
or change the contents of an entry slightly.

You can type the entries for new records at the end of the data base
or insert them before an existing record.

¢ Inserting text versus replacing text When entering data into your
data base, remember that you can press G-E to switch between
the blinking box (replacement) cursor that types over existing
text, and the blinking underline (insert) cursor that inserts new
text and pushes existing text next to it over to make room.

If you are entering data into a data base that you have just created,
jump immediately to step 4. If you are entering data into an
existing data base, start with step 1.

1 Press -9 to display the last record in the data base.

2 Press C'-% to move to the next record.
AppleWorks automatically displays a blank record, ready for
data entry, as shown in Figure 7-8. (“Auto-add DB records at
end” in the Miscellaneous Standard Settings must be set to Yes

in order for this to work. See Appendix B for more information
on Standard Settings.)
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F 7-8 File: Extrenes REUIER/ADD/CHANGE Escape: Erase entry
Entering a new record in o
Single R I A Selection: All records

Record 34 of 34 (34 selected)

e Rnl RS s e e e I T s R T T N NN N R SR S S IR ENE TR

Extreme: Lowest point in U.S.

Location: Salton Sea_

Nzasurement: -
Extra: =

Type entry or use ¢ commands &7 for Help

4 Type in the information for each record’s cotegories; essllah.l'n
Etypingoochona. % o8

If you have a category name in your data base that includes
date or time, you can enter the time or date (as appropriate)
from the system clock by typing an @ sign as the category entry.

Normally, you can’t change categories which contain formulacr
import rules. See “Preferences” in Chapter 8 for a way toallow
editing of these categories.

When you have pressed Return for the last category on the 3
screen, AppleWorks presents vou with another blank record o~
fill in.

5 If you have more records to add, go back to Step 4.

Iinserti ng New 1 Move the cursor to the location where you want to insert a new

Records info a record
Data Base File 2 Press -l for Insert.

AppleWorks asks you how many records you want to insert
(Figure 7-9).
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7-9
w many records fo insert

File: Extremes INSERT RECORDS Escape: Review/Rdd/Change
Selection: ALl records

Record 34 of 34 (34 selected)

SEszismssssmssmssssscsessssspsEsrsEssasmss=ssszssziass -

Extrene: Lowest point in U.5.

Location: Salton Sea
Heasurement: -
Extra: =

Insert hou many records? (Max 26) _ 2315K vail.

3 Enter a number between 1 and 250,

4 When you have finished inserting new records, press Escape to
return K”lho Review/Add/Change screen.

In Multiple Record Layout, pressing Return moves the cursor
down within the same category column or right to the next
category column, depending on how it was set on the Record
Layout screen. Many people find it easier to move around in the
Multiple Record Layout if the cursor moves to the right when you
press Return, '

To set the Return key to work this way:

1 From the Review/Add/Change screen of Multiple Record Layout,
press C3-L to change the layout. el

If you have any reports defined, AppleWorks asks whether you
want to change the existing record layout or use a layout from a
report format; otherwise, AppleWorks immediately displays the
Change Record Layout screen.
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Entering Information

Figure 7-10
Changing the cursor direction

Using Difto to
Enter Identical
Entries

140

have reports defined lorks asks if
dlm'lgol\emluyuns*d hExbh:uluyomb

AppleWorks displays the Change Record Layout screen.
3 Press Escape.

AppleWorks asks which direction the cursor should go when
you press Return (Figure 7-10).

ile: Extr CHANGE RECORD LAYOUT  Escape: Review/Add/(
Bttt T o (34 selected) e Db
b=
khat direction should tu cursor
90 when you press Return?
More --=)
_Ig_po nunber or use arrous, then press Return _ 2913K Rvail.

Ao b

4 Choose the direction you want the cursor to go and press Retumn,

If several records have the same value in a particular category

(same hometown or zip code for instance) but are not candidates
for standard values (see “Standard Values” later in this Chapter),
you can press G-" (the Ditto or quotation mark key) to enter the
category value from the line immediately above. Do not press Shift
when entering this command. A

4 Return direction If you plan to use Ditto, you should have the
Multiple Record Layout Return direction set to “Down.”
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Moving Around a Data Base

7-11
Moving around a
Dulu Base file

CATEGORY BY CATEGORY

To move cursor to next

category, press Tab.

To move cursor to previous

category, press c-Tab.

CHARACTER BY CHARACTER
To move the cursor left or

right within a category,

press the ¢ # keys.

Tomfhecursorupor
down (from ca to

calegory in Single Record
or from record to

. START/END OF RECORD
To move the cursor fo the last

cotegory, press ¢->.

To move the cursor to the first
calegory, press -<.

© SCREEN BY SCREEN

To move the cursor left one
screen, press ¢ .

To move the cursor right one
screen, press (-

Figure 7-11 summarizes the keystrokes you can use to move the

cursor around a Data Base file. The keystrokes have the same

result in both Multiple Record Layout and Single Record Layout.

Extrene Location Heasurement

44+ 4+ 454 s3Is=I=z z=z=s

—
gust Spot m:cm Desert, Chile Tll barely nea
ainiest Spot nt Walaleale, Hamaii average rain
Extrene . Location Heasurement
HHE P e S A ]
Bri tSp
m

t Recorded Telperature
Ho st Recorded Temperature
Strongest Recorded Wind
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Moving

Figure 7-11
Moving around
a Data Base file
{continued)

® SCREEN BY SCREEN
To move cursor back one
screen,” press (-4

To move the cursor forward one
screen,” press @-¥.

© PROPORTIONALLY
To move to the beginning or
end of the file, or anywhere in :
between, press o-1...9. ¢ Multiple Record Layout as a roadmap Because you can switch
easily between Multiple Record Layout and Single Record
: : : Layout, you can use the Multiple Record Layout display to
A screen is one record in locate the record you need, then return to the Single Record

Single Record Layout or 15 : : e
o in Molicts Record Layout display to view the entire record on one screen.

Layout.
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Seffing Standard Values

Standard Valves

A standard value is information that categories in new records
contain until you tell them otherwise. You can set one standard
value for each category in a record. All new records start off
containing any standard values that you set.

For example, perhaps most of your students are in grade 6, but
some are in other grades. Make 6 the standard value for the Grade
category. When filling in new records you’ll need only enter a
grade number for students who are not in grade 6. You can set
similar standard values for categories like City, Department, or Zip
code—even for a category like Last Name, if you're preparing a
mailing list for the Smith family reunion.

You can make it easy on the person who will enter information
into your data base (usually yourself) by setting standard values
for some of the categories you have created.

1 Fr:un”ﬂn Review/Add/Change screen, press -V for Standard
v :

AppleWorks displays the Set Standard Values screen, as shown
in Figure 7-12.

File: Extrenmes SET STANDARD VALUES  Escape: ReviewsAdd/Chanse
EEEE‘.'d fof 34 (34 selectzd) P _—
Extreme: _
Location: -
Measurement: -
Extra: -
Tupe standard category values 2915K Avail
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2 Usethe + ¢ ¢ » tomweﬂrecursor!olhecalngory
Wﬂmhmashrmrd o

3 Type the standard value, then press Return.

Move the cursor to other categories, if you wish, and enter more
standard values. Press Return after entering each one.

If the category name ends in date or time, entering a @ in
Standard Values will automatically enter the current date or
time, as appropriate, into the new record when it is created.

4 When you have finished entering standard values, press Escape.
AppleWorks returns you to the Review /Add/Change screen.

Removing o 1 From the Review/Add/Change screen, press ¢3-V for Standard
Standard Valve Vesoes:
AppleWorks displays the Set Standard Values screen, as in
Figure 7-12.

2 Use the ¢ 4 ¢  keys to move the cursor to the category with
ﬂmskmdardvuknguwumtodelm

Place the cursor on the first character of the standard value.

3 Press 3-Y o delete the standard value, then press Return to
accept your deletion.

4 When you have finished delefing standard values, press Escape.
AppleWorks returns you to the Review /Add/Change screen.

144 Chapter 7: Creating a Data Base




b " . . " . . . . . & ¥ - ¥ . . . - - - . . - . . .

Category Rules & Options




Blank Page




rtegery Ruin &nSptiens

AppleWorks has powerful options that let you:

M restrict data entry to only numbers or only text and to ensure
that an appropriate number of characters (or an appropriate
value) was entered

B set a data entry mask to ease input tasks and ensure consistency
of data in the data base

B import data into the current data base file from another data
base file or a spreadsheet

B post (export) changed categories to other data bases

M define calculations in the data base, where the value of one
category is determined by the value of other categories and a
formula

B automatically format entries with a variety of characteristics
B set the general preferences for each data base file

All of these functions are set up with the G-O (Options) command
in the data base. Note that this command is only available from the
Review /Add/Change screen—when you are editing a report
format, AppleWorks displays the Printer Options screen when you
press G-O.

@ Not for dates or times AppleWorks automatically applies its
own formatting and data entry rules to date and time categories
(categories ending in the word “Date” or “Time”). Do not apply
category rules to date or time categories.
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Types of
Category Rules
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AppleWorks lets you set the following kinds of rules for each
category in your data base file. (Each category can have one rule.)

B Textonly AppleWorks prevents you from entering anything but
letters and spaces in the category (you can specify other
allowable characters such as punctuation) and ensures that you
have entered an appropriate number of characters

M Numbers only AppleWorks prevents you from entering
anything but numbers (along with optional commas, minus
sign, and decimal point) and ensures that the value is withina
specified range

B Mask AppleWorks uses a “template” you specify to
automatically format the input (useful for categories like phone
number, social security number, or serial number)

B Glossary AppleWorks lets you enter data for this category from
fpopv—up list (can also be used to restrict entries to a certain se
alues—for example, valid state abbreviations—or to
“expand” an abbreviation to its full value)

B Import AppleWorks imports the category from another data
base, based on the value you type (for example, you can typea
part number in one category and have the part description and
unit price, from a master inventory data base, appear in the

7 appropriate categories automatically)

B Export AppleWorks exports the category to another data base,
updating it (for example, if you edit a student’s name in the
grade book data base, it can automatically be “posted back” to
your master student file)

B Formula AppleWorks calculates the category’s value basedon
the values of one or more of the other categories in the data base =
and a formula you enter (for example, multiplying the unit e
price by the quantity entered to calculate the extended price)

M Miscellaneous AppleWorks lets you enter anything you like in
the category but ensures that you have entered an appropriate
amount of data

AppleWorks displays the rule type at the bottom of the screen
when the cursor is on a category which has a rule defined.

Chapter 8: Category Rules & Options



Each type of rule has its own set of unique settings, which will be
covered in more detail in following sections. Here are the general
procedures for setting a category rule:

1 With the cursor on the category to which you want to add the

rule in the Review/Add/Change screen, press &-O.

AppleWorks displays the Options screen, Figure 8-1.

File: Addresses OPTIONS Escape: Review/Rdd/Change
Cazﬁqwu First

ules:

R e T

iance E N! es

Set fornatting

Set lock status

Set auto-recalc

Set preferences

Define iuuku{ list

. Print rules to clipboard

Sorted: Ho

OO =J TN P~ WN""‘

Use Tab and ¢=Tab to cucle through categories

_{ye number, or use arrows, then press Return

2925K Avail.

e A e S T O A e

Select “Modify rules” and press Return.

AppleWorks displays the Define New Rules screen, Figure 8-2
(next page).

Select the type of rule you want to define, and press Return.
AppleWorks asks you to specify the settings for the type of rule

you have selected. Change the default settings as specified in
the following sections.

When all settings are as you like, press Escape twice to return to
the Review/ Adgf Change screen.
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l!g!g! 8-2
Define New Rules screen

Changing
Category Rule
Seftings

150

s

File: Addresses OEFINE MEM RULES Escape: Options |

Catesory: First :
Riles: Hone

bt b I b L et e bt p P T e e

Choose a rule type:

: ﬂers onl
Nask !

3

Glossary
[mport

Export
Fornula
Niscellaneous

B N A

&?e nunber; or use arrows, then press Return 2925 Avail.

# Shortcut When defining more than one category rule, only press
Escape once after defining a rule. This will return you to
Options screen. From there, use Tab and (3-Tab to select the
next category you want to work with.

‘To change the settings of a rule, without changing the type of rule
..assigned to the category:
£

1 With the cursor in the category to be changed in the Review/
Add/Change screen, press ¢-O.

AppleWorks displays the Options screen.
2 Select “Modify rules” and press Return.

Since a rule has already been defined for the category,

AppleWorks skips the question about the type of rule to be
defined, and goes immediately to the screen where you specify
the settings for that rule. Make the changes as before,

3 When all seftings are as you like, press Escape twice fo relum
the Review/Adg.fChangey screen.
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nting All

To cancel a rule or to change the type of rule assigned to a category

1

With the cursor in the with the rule to be canceled or
changed in the Reviewmo;zhange screen, press (1-0,

AppleWorks displays the Options screen.

Select “Cancel rules” and press Return.

AppleWorks asks if you really want to cancel the rule.
Select Yes and press Return.

AppleWorks returns you to the Options screen.

If you want to define a different type of rule, select “Modify
Rules” and proceed as described in “Setting Ca Rules.”

Otherwise, press Escape to return to the Review/Add/Change
screen.

To view or print all rules:

1

From the data base Review/Add/Change screen, press -O.
AppleWorks displays the Options screen.

Select “Print rules to clipboard” and press Return.

AppleWorks places the rules on the Word Processor clipboard.
From here, they can be moved or copied to a word processor
document to facilitate printing or viewing. However, an even
quicker method is:

Press 3-Q, then -C, to edit the active clipboard.

AppleWorks displays the contents of the clipboard in the Word
Processor Review /Add/Change screen to facilitate viewing or
printing,.

Press Escape when you are done viewing or printing.

AppleWorks returns you to the Main Menu.
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Text Only Rules

When you define a Text Only rule for a category, AppleWorks
allows you to set the following options (Figure 8-3):

BT L e i e |

Figure 8-3 File: fddrasses MODIFY RULES Escipe: Options
Text Only options Catesory: Eifst

Rules: Text only

memam= s=== =

H
4

Text only

i s entered
2 Hin/max length hane

3. Punctuation None

Type nunber, or use arrows: then press Return _

s

2925k Avail.

B Caose AppleWorks asks you to select from the follnwingcasé
{capitalizaﬁon) options: o
1 As entered AppleWorks stores the text exactly as typed

i1 Upper case AppleWorks automatically changes all letters
upper case .

© Llower case AppleWorks automatically changes all letters o
lower case J

* Capitalized AppleWorks automatically changes the first

letter of each word to upper case, and changes the rest of
letters to lower case g
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- B Min/max length (0-75) AppleWorks lets you specify a
minimum and maximum length for the category. If the text is
not at least as long as the minimum length, or if it is longer than
the maximum length, AppleWorks rejects the entry. (You can
always leave the category blank regardless of the Min/max
settings.) To cancel the Min/max setting and allow any length
entry, leave both the minimum and maximum values blank.

W Punctuation AppleWorks normally accepts only letters and
spaces in a text only category. Enter additional characters you
would like accepted here, all together, with no spaces or other
characters between them.

Here are some useful settings for commonly-entered types of data:

W Street address Case: Capitalized; Min/max length: 10/75;
Punctuation: [0123456789,.].

B State or province Case: Upper case; Min/max length: 2/2;
Punctuation: None '

M Full name Case: Capitalized; Min/max length: 10/75;
Punctuation: [,.-']. i
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Numbers Only Rules

Figure 8-4
Numbers Only options

154

When you define a Numbers Only rule for a category,
AppleWorks allows you to set the following options (Figure 8-4):

File: Customers MODIFY RULES Escape: Options

Catesory: Credit LinT
Rules: Numbers only

e e i e e

bunbers only

i m Hone
2. Min/max leng Hone

Type nusber, or use arrows, then press Return i 2923 Avail,

B Min/max value AppleWorks lets you select the minimum and
maximum values allowed in this category. If the value is not
between the minimum and maximum values you specify,
inclusive, AppleWorks rejects the entry. (You can always leave
the category blank regardless of the Min/max settings.) To
cancel the Min/max setting and allow any range of entries,
leave both the minimum and maximum values blank.

M Min/max length (0-75) AppleWorks lets you specify a
minimum and maximum length for this category. Note that this
is different from the above setting which checks the number’s
value, not how many characters it contains. If the text is not at
least as long as the minimum length, or if it is longer than the
maximum length, AppleWorks rejects the entry. (You can
always leave the category blank regardless of the Min/max
settings.) To cancel the Min/max setting and allow any length
entry, leave both the minimum and maximum values blank,

¢ What's a number? Use the “Numbers only” rule only for
numbers which represent real amounts. Although data items
like ZIP codes and phone numbers also contain only numbers,
entry of these items is better handled by a Mask rule.
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Mask Rules

The Mask rule is designed for data which always follows a certain
format. For example, a social security number always consists of
three digits, a hyphen, two more digits, a hyphen, and four more
digits. Other prime candidates for masks are phone numbers, serial
numbers, part numbers, credit card numbers, and ZIP codes.

Since formatted data often contains characters (such as hyphens
and spaces) which are always in the same place, the Mask rule also
allows you to define which characters in the category always stay
the same. You don't have to type these characters when entering
data into a Mask field—in fact, the cursor skips right over them.

In short, Mask rules make data entry faster, greatly reduce input
errors, and ensure that all data is entered in a consistent format.

When you define a Mask rule for a category, AppleWorks allows
you to set the following options (Figure 8-5):

File: Addresses HODIFY RULES Escape: Options

Cateaory: Phone Humber

Rules: Mag e
Eeft-Justxhcatwn
v

Tupe number, or use arrous, then press Return _ 2925K Avail.
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B Justification If you select Left, AppleWorks places the cursor at
the start of the category when you begin entering data. If you
select Right, AppleWorks places the cursor at the end of the
category, and your entry moves left as you type (likeon a
calculator).

B Auto-Return If Auto-Return is set to Yes, AppleWorks :
automatically moves to the next category (as if you had pressed
Return) as soon as you have filled the mask completely. If Auto-
Return is set to No, you must still press Return after filling the
mask. While it is faster to enter data with Auto-Return set to
Yes, it can also be confusing because the masked category does
not work the same as the rest of AppleWorks’ categories. Also,
you don’t have the chance to check your entry for errors before
pressing Return, the way you normally do.

B Must fill If this option is set to Yes, AppleWorks insists that you
fill the mask completely (or leave it blank—a blank entry is
always permitted regardless of any mask settings). If this option
is set to No, you can fill a mask partially if you like. For data
fields like phone numbers, you will probably want to set this to
Yes. For fields such as ZIP code, which can be either 5 digits or
digits long, you will probably want to set this to No.

B Case AppleWorks asks you to select from the following case
(capitalization) options:

=

01 As entered AppleWorks stores the text exactly as typed

0 Upper case AppleWorks automatically changes all letters to
upper case

0O Lower case AppleWorks automatically changes all letters to
lower case

0 Capitalized AppleWorks automatically changes the first

letter of each word to upper case, and changes the rest of the t
letters to lower case '
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k Examples

B Mask This is where you define the data entry mask itself. Use
the following keys to define your mask:

03 Normal characters Normal characters—basically any key on
the keyboard that can be printed on the screen—will be
automatically typed for you as you use the mask. The cursor
will skip over them when it is moved within a masked field,
so they cannot be edited by the user of your data base.

01 Control-A Allows the user to enter any character in that
character position. Displayed on the screen as a “crossroads”
symbol ('-‘g

0 Control-N Allows the user to enter only a number (0-9) in that
character position. Displayed on the screen as a diamond
symbol (#).

O Control-T Allows the user to enter only fext (a letter A-Z) in
that character position. Displayed on the screen as a dotted
underline symbol (...).

The default mask is a single “anything” character. You will
probably want to delete this character (press Control-Y or 3-Y)
before entering your real mask.

&
Here are some simple mask examples:

M Credit Card 0490039003000 oxp 00 /00

Some VISA numbers have three digits in the last three groups.
The Anything character in the last position of these groups
allows you to enter a space to “fill in” the groups in such cases.

B Phone number (U.S./Canada) 904/000-0000
The Text character in the last position can be used to enter a

single-letter code to designate the phone number as Home,
‘Work, Day, Evening, Fax, Modem, Cellular, etc.
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Glossaries are used to link one data base file to another.
AppleWorks takes what you type in the category, looks up a
matching record in the other data base (searching a category you
specify), and automatically “types in” the corresponding
information from a different cafegory in the glossary data base.

Here’s a practical example. Suppose you have a category called
State which must contain the full name of a state (e.g. Colorado).
However, you don’t want to have to fype the full name of the
state—you're feeling lazy, and besides, you have all the two-letter
state codes memorized, and they must be good for something.

Therefore, you set up a simple two-category data base called
“States.” In the first category, called “Code,” you enter each state’s
postal abbreviation. In the second category, called “Name,” you
enter the full spelled-out name of the state. Then you set up a
Glossary rule in your main data base that takes the two-letter code
you type, looks it up in the States data base, and types in the
corresponding full-length name. The result: you can type in the
two-letter code, and AppleWorks automatically translates it.

Or take it from the other direction. You need to enter the two-letter
abbreviations, but you never can remember them. Is MI Michigan
or Minnesota? Is AK Alaska or Arkansas? The same States data
base comes to your rescue. You tell AppleWorks to give you a pop-
up list of the spelled-out state name. Then you can select the state

rom the menu, and AppleWorks enters its abbreviation for you
automatically! (You can set it up so vou can still type in the
abbreviation if you happen to remember it.)

Although these two situations seem completely opposed to each
other, they are both handled easily by Glossary rules. You can

probably think of dozens of other instances in which these abilities
will be useful.

# Duplicate keys If the glossary file is arranged alphabetically on
the key category, AppleWorks will display a pop-up list when
you enter a key which matches multiple records in the import
file. If the glossary file is not sorted, AppleWorks imports from
the first record which matches the entered key.

When you define a Glossary rule for a category, AppleWorks
allows you to set the following options (Figure 8-6):
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File: Invoice HODIFY RULES Escape: Qptions

Category: State
Rules: lassarg from file *States® Records | thru the end
State Result: Abbreviation
Allow partial matches; Entry must match list

e e e e e R e e e
Choose item to change:
State
Abbreviation
ﬂi oa partial natches Yes

4. fippend when ¢~G used No
3 E ry must match list Aluays
6. Records | thru the end
7. File States
Tupe number, or use arrous, the;u-;r—';ss Return =.--......._. "2"3“9.;1( Avail.

B File If you are defining a new Glossary rule (and not modifying
an existing one), AppleWorks displays a list of all the other data
base files on the Desktop before allowing you to set the options.
Select the file that contains your glossary and press Return. If
you are modifying an existing Glossary rule, you can change the
glossary file with the “File” option.

W List This tells AppleWorks the name of the category it should
display in a pop-up list when you press 3-G. When you select
an item from the G-G list and press Return, AppleWorks enters
the corresponding Result (below). The List category is also used
to search for a match when you type in an entry without using
the list. When you select the List option, AppleWorks displays
the names of the categories in the glossary data base you
selected; choose a category and press Return.
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Glossary Rul

M Result This tells AppleWorks which category it should get fro
the glossary data base and type in for you. This can be the same
category as the List category—if you made a glossary file of
names, you might want to be able to choose the name from the
list and have the name itself entered (not some other category).

m Allow partial matches If this is set to Yes, AppleWorks will let
you type the first few letters of an entry, match the first item in
the glossary which begins with what you typed, and enter the
corresponding result in the category. For example, this would
let you type in “Cal” and match “California.” If this is set to No,
what you type must match exactly for the glossary to work.

B Append when -G is used If this is set to Yes, AppleWorks
appends the result to the current category contents when you
use -G. If this is set to No, AppleWorks replaces the current
category contents with the result.

W Entry must match list This determines what happens when
AppleWorks can't find what you typed in the glossary Gata
base. Available options are:

o1 Always The entry you type must always be found in the
glossary file. This allows you to restrict the contents of the
category to certain values (for example, to validate a state
abbreviation). -

2 Never The entry you type must never be found in the
glossary file. This lets you specify values that you cannot
enter into a field (for example, a customer who has bounced
several checks) by putting them into the glossary.
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21 Ignore The entry you type is accepted regardless of whether
it is in the glossary file. Using this with a glossary which
converts state abbreviations to spelled-out names would
allow you to type in either the abbreviation or a spelled-out
name The spelled-out name would not be found in the

, but AppleWorks would accept it anyway. If you
ente an abbrewatlon, however, AppleWorks would still
convert it to the full name.

¢ Only 3-G The entry you type is accepted, and AppleWorks
does not look it up in the glossary at all. Only 3-G is used to
access the glossary. If you assigned “Only G-G” to the
glossary which converts spelled-out state names to their
postal abbreviations, typing the state name would have no
effect. You would need to press -G to see the list.

B Records Since most glossaries will be simple two-category data
bases, AppleWorks gives you the capability of combining
several glossaries in one data base file. AppleWorks lets you
specify the range of records. Enter the flrst and last record
numbers you want to use. (Enter END as the last record number
to tell AppleWorks to use all the records in the file past a certain
number.) When constructing a data base file which contains
more than one glossary, put information that doesn’t change
(like state codes) at the beginning, and more frequently updated
information (like part numbers) at the end.
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Import Rules

Import rules, like Glossary rules, are used to link one data base to
another. The difference is that Glossary rules work within one
category in your main data base, while Import rules work with fwe
categories in your main data base.

With an Import rule, you can type a customer number into one
category of your invoice data base, have AppleWorks look up the
customer’'s name in a separate customer data base or spreadsheet,
then place the name in another data base category.

In fact, you could also have the customer’s shipping address, credit
limit, current balance, and other information imported into the
invoice data base with a whole series of Import rules. (You can
have more than one import rule looking at the customer number,
so all you'd need to do is type in the customer number to have
AppleWorks look up all the customer’s information and bring it
into the current record.)

Import rules hinge on the fact that each record in the data base
you're importing from has a category which uniquely identifies
each record. This category is called the key. In an inventory data
base, the part number would be the key. In a student data base, the
student ID or social security number might be the key. (If there are
no two students with the same name, you could also use the name
as a key, but since it’s perfectly “legal” in the real world to have
two students with the same name, you should avoid this. If any
duplication of keys is possible, choose a better key.)

Each category you want to import fo needs an import rule. The
import rule tells AppleWorks which other category to look at (the
key) in this data base, which category (or column, if you're
importing from a spreadsheet) contains the key in the imported
data base, and which category (or column) should be imported.

When you define an Import rule for a category, AppleWorks
allows you to set the following options (Figure 8-7):
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File: Invoice HODIFY RULES Escape: Options

l:ltigorw Tax :
ules: '!gmt from File "States” Records | thru the end
ind a match for [Statel in
[Abbreviation] and import frow [Sales Tax]

SSSISSSEEEmEooIIIIIIoIIILIiTs

Choose item to change:

{, m [State] Invoice
%' nt [Abbreviation] States
: SM inport from [Sales Tax] States
4. Records | thru the end

File States

6. Update during ¢-K recalc Ho

----- ——————

Type nunber, or use arrows, then press Return & 2897K Avail.

M File If you are defining a new Import rule (and not modifying
an existing one), AppleWorks displays a list of all the data base
and spreadsheet files on the Desktop before allowing you to set
the options. Select the file that contains the data you want to
import and press Return. If you are modifying an existing rule,
you can change the import file with the “File” option.

0 One file With this setting, AppleWorks always imports from
the same file.

O File name in category With this setting, AppleWorks looks at
the category you specify in the current data base, gets the file
name contained there, then looks in that file to find the data
to be imported. You could use this feature to look up student
names from various files based on what class they’re in.
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B Find a match for This tells AppleWorks which category to look
atin the current data base (the “key”). For example, if you
wanted to import a customer’s name based on their customer
number, you would set “Find a match for” to [Customer
Number]. AppleWorks displays a list of categories in the
current data base; select one and press Return.

B In This tells AppleWorks which category to match the “key”
field against in the data base you're importing from. This
should be the category in the other data base which contains the
same kind of information as the “Find a match for” category. (If
you are importing from a spreadsheet, this will be a column.)
This setting is similar to the “List” setting in a Glossary rule.
AppleWorks displays a list of categories in the other data base;
select one and press Return.

W And import from This tells AppleWorks which category to get
the imported data from in the other data base. This should be
the category which contains the same kind of information as the
category you're adding the rule to. (If you are importing from a
spreadsheet, this will be a column.) This setting is similar to the
“Result” setting in a Glossary rule. AppleWorks asks if you
want to import from one category, or from a category name
contained in a category.

{1 One category With this setting, AppleWorks always imports
from the same category.

1 Category name in category With this setting, AppleWorks
looks at the category you specify in the current data base,
gets the category name contained there, then looks in that
category in the import data base and imports the data found
there. For example, if you have different prices in your
inventory data base for retail and wholesale customers, you
could have a category called “Price Level” in your invoice
data base. Tell AppleWorks to import from the category
name contained in the category “Price Level,” and you can
store Retail or Wholesale there to import the price from the
appropriate category in the inventory data base, depending
on whether the customer is a Retail or Wholesale customer.
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B Records As with a Glossary rule, AppleWorks can limit the
search to a portion of the imported data base so that you can
store more than one import data base in a single file. Enter the
first and last record numbers you want to use. (Enter END as
the last record number to tell AppleWorks to use all the records
in the file past a certain number.) When constructing a data base
file which contains more than one kind of data, put information
that doesn’t change (like state codes) at the beginning, and more
frequently updated information (like part numbers) at the end.

B Update during ©4-K Recale Normally, when you press ¢4-K to
force a recalculation of the data base, AppleWorks only
recalculates formula categories. If you are importing data based
on a key value in a calculated category, you will want to set this
to Yes to force AppleWorks to update the imported data as well.

¢ Using a Glossary with Import Rules Since the key used for an
import rule is often a difficult-to-remember number (like a part
number or social security number), you may find it useful to
define a Glossary rule on the category which contains the key.
For example, in an Invoice data base which requires you to
enter part numbers to look up merchandise descriptions and
unit price, you would set up Import rules on the “Description”
and “Unit Price” categories to import that information based on
the part number, and a Glossary rule on the “Part Number”
category to list the descriptions and result in the part number.
Then, if you didn’t know a part number, pressing -G with the
cursor in the “Part Number” category would display a list of the
available parts; selecting an item from the list would enter its
part number and thereby cause AppleWorks to import the
description and unit price from the inventory data base.
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Export rules allow you to update other data base files when you
make changes to your current data base. For example, you could
post the Total category from an invoice record back to a summary
data base.

As with Import rules, AppleWorks uses the concept of a key field
to find the record in the export file which corresponds to the
current record in the current file. For example, if you were posting
an invoice total to a summary file, you would probably use the
invoice number as the key. A record with the appropriate key must
already exist in the export file.

AppleWorks, remember, allows only one rule per data base
category. Therefore, you might think it impossible to export a
calculated category (one with a Formula rule) to another data base,
since that would require two rules on the calculated category.
AppleWorks gets around this limitation by allowing you to place
the Export rule on any category. The rule does not need to be on
the category you wish to export, but can be on a regular data entry
category which does not need any other rules. You could also set
up an extra category, if you like, with no purpose other than
holding the export rule.

When you define an Export rule for a category, AppleWorks
allows you to set the following options (Figure 8-8):
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File: lnvoice MODIFY RULES Escape: Options

L‘atﬁgeru Exported
ules: Export to file 'Custouers
Find a match for No.l i
Chcet. No.1 and emrt [Toml to [Last Order Tutal]

Choose 1tem to change:

E [Acct. Ho.1 Inveice
2y [Acct. No.l Custolers
4. and expert [Totall Inv ?
4 to [Last Order Totall Customers
5 File : Lustomers
6. Mark after exporting No
7. Update during ¢-K recalc Ho
Tgp;;u;ser. or [&;;_;rrnus, then press Return - 2898K Avail,

M File If you are defining a new Export rule (and not modifying
an existing one), AppleWorks displays a list of all the data base
files on the Desktop before allowing you to set the options.
Select the file that you want to export to, then press Return. If

you are modifying an existing rule, you can change the export
file with the “File” option.

L1 One file With this setting, AppleWorks always exports to the

same file.

1 File name in category With this setting, AppleWorks looks at
the category you specify in the current data base, gets the file
name contained there, then places the data being exported
into that file. You could use this feature to place student test
scores into various files based on what class they’re in.
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B Find a match for This tells AppleWorks which category to look
at in the current data base (the key), just as in an Import rule.

M In This tells AppleWorks which category to match the key field
against in the data base you're exporting to. This should be the
category in the other data base which contains the same kind of
information as the “Find a match for” category, just as in an
Import rule.

B And export This tells AppleWorks which category to export to
the other data base. This can be a different category from the
one the Export rule is in.

M To This tells AppleWorks which category to put the exported
data in when it arrives at its destination in the export file.
AppleWorks asks if you want to export to one category, or toa
category name contained in a category.

L One category With this setting, AppleWorks always exports
to the same category.

01 Category name in category With this setting, AppleWorks
looks at the category you specify in the current data base,
gets the category name contained there, then exports to that
category in the other data base. For example, if you had a
data base of sales transactions, you could use this feature to
export each salesperson’s totals to a different category
depending on the region they were in.

B Mark after exporting If this is set to Yes, AppleWorks places the
export flag (see “Flag exports text” in “Preferences,” later in this
chapter) in the category which contains the rule. This lets you
see at a glance which records have been exported. If you have
attached the Export rule to a category which is used for other
data, you will want to leave this set to No.

M Update during ©3-K recalc If this is set to Yes, AppleWorks
performs the export whenever the record is recalculated with
&-K. You will want to set this to Yes if you are exporting a
Formula category, and leave it set to No otherwise.
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A Formula rule sets up a category whose value is determined by
the values of other categories in the current record, in much the
same manner the spreadsheet lets you determine the value of a cell
from the value of other cells.

However, unlike the spreadsheet, data base formulas are one-
dimensional. You can only perform calculations on the categories
in the current record, not the categories in any other record. It's as
if the spreadsheet was limited to a single row or column. For
detailed analysis of your data, you will still want to copy it to the
spreadsheet.

Despite this limitation, though, you will find Formula categories
exceptionally useful for totaling categories, joining separately-
entered pieces of data into a single unit, and many other
applications. It gains even more power when you understand that
a Formula category can be the key for an import or export, or can
be used to determine the file or category used for an import or
export using the “Category name in category” or “File name in
category” options.

When you define a Formula rule for a category, AppleWorks
allows you to set the following options (Figure 8-9):
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Figure 8-9
Formula options
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File: Invoice NODIFY RULES Escape: Options

Cagry. s

Choose item to change:

. m
2. e eapty categories only Mo

Typé numder; or yse arrous; then press Return _ 2897K wvail

B Formula The formula itself. Use arithmetic operators and

@ Shortcut Press -C to enter a category name by choosing it from
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functions (next section) to combine the values of other
categories. Categories are referenced by placing their names
between square brackets, as in [Category].

AppleWorks performs calculations from left to right; you can
control mathematical precedence (the order in which
calculations are performed) with parentheses.

For example, AppleWorks evaluates the formula 5*2+3 left to
right in the order it’s written: first multiplying 5*2=10, then
adding 10+3=13. You can control the precedence (the order)
with parentheses. Changing the formula to 5*(2+3) tells
AppleWorks to evaluate the part of the formula in parentheses
first: 2+3=5. Then AppleWorks multiplies the value inside the
parentheses by the value outside: 5*5=25. 3

g
A
|
F
1

In complex formulas, AppleWorks first evaluates the formulas
within the innermost parentheses.

a list. Press *-F to enter a function by choosing it from a list.



When Formulas
Are Calculated

AppleWorks updates categories with Formula rules under the
following circumstances:

B When you press G3-K to tell AppleWorks to recalculate

B When you make a change in a category which has Auto-recalc
set (see “Other Category Options” later in this chapter)

AppleWorks never updates categories with Formula rules under
these circumstances:

M When the formula category is locked

B When the “Update empty categories only” option is set to Yes
and the category already contains a value of some kind

Press G-K to tell AppleWorks to recalculate formulas. AppleWorks
gives you the following options:

B This record AppleWorks recalculates the current record

M Range of records AppleWorks asks you to specify the range of
records to be highlighting them on the screen (only works in
Multiple Record Layout)

B Active records AppleWorks recalculates only the records
displayed under the current selection rules (if no selection rules
are active, the entire file is recalculated)

M Entire file AppleWorks recalculates all records

When recalculating a file, AppleWorks deals with three types of
category rules: imports, formulas, and exports. (Import and Export
rules are only dealt with if their “Update on 3-K recalc” option is
set to Yes.) Normally, imports are performed first, then formulas
are calculated, and finally, exports are performed. You can change
the order of the first two operations with the “Recalc order”
preference (see “Preferences,” later in this chapter). Exports, if any,
are always performed last.
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Variables There are three different types of variables in a formula. Text and
Number are the most commonly used.

M Text Text can be indicated in several ways. The examples below
all return the text characters “Test”. Literal text must be
surrounded by single quotes, double quotes or colons.

01 Literal text @caps (*Test*)
1 The result of a function @Caps (@Left (:tester‘s:,4))

01 The contents of another category @Caps ( [Words]) when
category Words contains Test

When multiple Text parameters are required by a function, this
manual refers to them them as Text1, Tex!2, etc. Textr means any
number of text items may be entered.

B Numbers Numbers may be indicated in the same three ways as
text. The examples all result in “30” being returned.

01 Literal numbers @1nt (30)
= The result of a function @Int (@Sum(5,10,15))

= The contents of another category @Int ( [Nums]) if category
Nums contains 30

When multiple Number parameters are required by a function,
this manual refers to them as Number1, Number2, etc. Numbern
means any number of number items may be entered.

B Boolean Boolean is a special usage of Number which evaluates
either to zero or non-zero. Zero means false, while non-zero
means true. All non-zero numbers have exactly the same effect.

# Value When a function accepts parameters of either Text or
Number, we use the term value.

M Dates For functions which operate on dates (or return dates),
the dates must be between January 1, 1904 and June 5, 2083,
inclusive. See “Julian Dates & Date Math” in Chapter 15 for
more information about how AppleWorks performs
calculations on dates.
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: P e F Formulas may include arithmetic and logical operators which
Operators control how the formula is evaluated.

B Arithmetic Operators Arithmetic operators result in arithmetic
calculations. AppleWorks supports the basic operators:

N add

- subtract

% multiply

/ divide

0 precedence

W Logical Operators Logical operators are used to determine if an
expression evaluates to a true (non-zero) or false (zero) result.
This boolean (true or false) result is used to control what
functions do. See “Boolean” in the preceding section.

x<y trueifxisless thany
x>y trueif x is greater than y
x <>y trueif xisnotequaltoy
x=y trueifxequalsy

Date @Time
Funcﬂons Returns the current time in the current AppleWorks time

format. You must have a clock to use this function.

@'limeToNum{!cabga%ﬂ

Converts an AppleWorks time category (“time” must be in the
name) into minutes, resulting in a number from 0-1439 (0= 12:00
AM and 1439 = 11:59 PM). Divide the result by 60 to get hours.

@Today :
Returns the current date in the current AppleWorks date
format. Normally the “Update empty categories only” option
should be set to Yes so that only new records get modified.
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@DateTolul(Text)
Converts a text date to Julian date. An AppleWorks date
category may be specified for the Text variable.

@JulToDate (Number 1, Number2)
Converts Julian date in Number1 to AppleWorks date type
specified by Number2, Here are the date types:

1. AppleWorks standard
2. Mon DD YYYY Oct 1 1993
3. DD Mon YYYY 1 Oct 1993
4. MM/DD/YYYY 10/1/1993
5. MM/DD/YY 10/1/93
6. DD/MM/YY 1/10/93
7. Month DD YYYY October 11993
8. DD Month YYYY 1 COctober 1993
@ MoFromJul ;
Returns month as number 1-12 from Julian date in Number.
@DayFromlul(Number)
Returns day as number 1-31 from Julian date in Number.
@YrFromJul [Number]

Returns year as number (such as 2010) from Julian date.
@Right(Text,Number)
Text Functions l.i';.-h.lms Number characters from the right of Text.

@ Left{Text, Number)
Returns Number characters from the left of Text.

@ Mid(Text,Number1,Number2) '
Returns Number2 characters starting at position Number1 of
Text.

thperrruﬂ
eturns Text with all characters set to upper case.
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Numeric
Functions

@Lower(Text)

Returns Text with all characters set to lower case.

@Caps(Text]
Returns Text with each word capitalized. This function never
changes letters fo lower case, so to force true capitalization, use
@Lower first: @Caps (@Lower (“teST cASE”"))

@Join(Text!, Texi2 Texin)
Joins (concatenates) Text items. For example, @Jein(*Bill The*,
(species]) would return “Bill The Cat” if the Species category
had the text “Cat” in it at recalculation time. In another record,
Species might contain “Client,” and “Bill The Client” results.

@Len(Text)
Returns the length of the specified text or category.

@Find (Text1, Text2, Number,Boolean]
Returns position of Text1 inside of Text2 starting with Number. If
Boolean is false, case is ignored, but if Boolean is true, the case
must match for find to succeed. Returns a 0 if Text1 isn’t found.
This function would be pretty useless by itself, and is normally
used to supply a number to another function.

@Abs(Number)
Returns the absolute value of Number, changing the number to
positive if it's negative. < eTE R

@Sqri{Number]

Returns the square root of Number.

@Max(Number1,Number2, Numbern)
~ Returns the highest value found in the series of Numbers.

@Min{Number1,Number2,Numbern)

Returns the lowest value found in the series of Numbers.

@Sum(Number1,Number2,Numbern)
Returns the total of the series of Numbers.

@Avg(Number 1,Number2,Numbern,Boolean)
Averages a series of Numbers. If Boolean is true, only non-zero
categories will be used; if Boolean is false, all categories will be
used.
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@Val(Text) :
Returns the numeric value of a literal or a category. The value
must be all numeric; otherwise @Val returns zero.

@Round (Number1,Number2)
Rounds Numberl to decimal places specified by Number2. It
rounds down if the last numlger is 0-4, and rounds up for 5-9.
Example: @Round(3.14159,3) = 3.142.

@int{Number)
Returns the integer portion of Number. @Int(4.55) = 4.

b
@Dec[Number)
Returns the decimal portion of Number. @Dec(4.5) =

@lnv{Number| 4
Returns the inverse sign of Number. Examples: @Inv(4) = -4,
@Inv(-4) = 4, and @Inv(@Int(@Abs(@Round(4,0)))) = -4.

@And(Number 1, Number2)
Returns the logical AND of any two numbers. Any non-zero
number is considered true. The result is zero (false) unless both
numbers are true (non-zero).

@Or{Number1,Number2)
Returns the logical OR of any two numbers. Any non-zero
number is considered true. The result is 1 (true) unless bot’h
numbers are false (zero).

@ Not[Number)
Returns the logical inverse of any argument. @Not(1)=0 and
@Not(0) = 1. :

@Choose(Number, Text1,Text2,Textn)
Returns Text item equivalent to Number. For example, if Nusmber
is 2, Text2 will be returned. If Number is 0 or greater than the
number of Text items, a blank will be returned.

@Match(Textx, Text 1, Text2, Texin)
Returns number of Tex? item which matches Textx. For exa

if category Item contained “two” and the function was
@Match([Item],”one”,"two”,“three”) the result would be 2.

@1Mf(Boolean,Valuel,Value2)
Returns Number1 if Boolean is true, or Number2 if Boolean is fa
@If(1,5,10) returns 5.
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Functions

@ Alert(Text)
Sounds an error tone and displays an alert message. Use with
@If to test a particular category for a valid range of values and
alert the user to an error condition:

@If([Age]l>15, [Age], ,RAlert(“You can’t drive”}))

@Alert only functions if the targeted category has changed since
the last recalc.

@CurRecNo
Returns the current record number at the time of recalculation.
This is the same number displayed in the single record layout.

@PriorRec(Category) 3
Returns the contents of the specified category in the previous
record. In the first record, this returns the standard value for the
category.

@CurRow
Returns the current record’s row number. If record selection
rules are not active, the result will be identical to @CurRecNo,
but if rules are active, the number coincides to the record’s
position in the sequence of selected records.

@TotRecs
Returns the total number of records in the file.

@Inc[Number],
Automatically increments by Number2 starting with Numberl.
This function is only evaluated when the entire file is being
recalculated using G-K.
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Figure 8-10
Set Formatting screen
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AppleWorks can automatically format numeric and text entries.
Formats can be applied to categories regardless of any rules
defined, so you can apply a format to an imported or calculated

category as well as categories without rules.

To define a category format:

1 With the cursor in the category you want to format, showing the

Review/Add/Change screen, press ©-O.
AppleWorks displays the Options screen.
2 Select “Set formatting” and press Return.

AppleWorks displays the Set Formatting screen, Figure 8-10.

File: Invoice SET FORMATTING

Category: Price
Rules: Hone

Escape: (ptions

Choose item to change:

1 Unjustified
2. Feld w ] )

3 Format aBpropnate
4 Decinal places

5  Hegative indicator As entered

Type number, or use arrows, then press Return

...............
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3 Change the formatting options as desired.

W Justificafion Determines whether the category contents is
justified left, right, or unjustified.

© left The category contents appear left-justified in the field
width. If the contents do not fit in the field width, the excess
data is not displayed.

C Right The category contents appear right-justified in the field
width. If the contents do not fit in the field width, the excess
data is not displayed.

C Unjustified The category contents are displayed in
AppleWorks' usual format, allowing any amount of data (up
to 78 characters) to be displayed.

B Field width Determines the width of the field for display
purposes. Data can be longer if imported from another file or

calculated bc{r a formula rule, but only this many characters will
be displaye

B Format Determines the format for numeric values. Available
formats are:

C Fixed A fixed number of decimal places from 0-7

C Money Dollar sign, commas separate thousands, decimal
places from 0-7

C Commas Commas separate thousands, decimal places from
0-7

C Percent Decimals converted to whole numbers (0% -100%
with trailing percent symbol (%), decimal places from 0-7

C Appropriate AppleWorks accepts the figure the way you
type it in, adds decimal places as necessary in calculations
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Format
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B Negative Indicator Determines how AppleWorks displays
negative values. Choices are:

0 As entered Does not change your negative indicator

01 Parentheses Encloses negative values in parentheses

O Leading - Places a minus sign in front of negative values
0 Trailing - Places a minus sign after negative values

4 Press Escape when you have changed the settings as desired.

AppleWorks returns you to the Options screen. Press Escape
once more to return to the Review /Add/Change screen.

If you have already entered data into a category before you setup
the category’s formatting options, or if you change the formatofa
formatted category, AppleWorks must be told to update all the
entries in the category to the new format. Use the &3-U command to .
update formats. The options for this command are:

M This record AppleWorks updates the current record

B Range of records AppleWorks asks you to specify the range of
records to be updated by highlighting the first and last records
(multiple record layout only)

B Active records AppleWorks updates only the records displayed
under the current selection rules (if no selection rules are active,
the entire file is updated)

B Entire file AppleWorks updates all records
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Set Lock Status Lock Status is set from the 3-O Options screen. When a category is
’- locked, no changes can be made to it. (Even Formula rules are not

recalculated.)

To change Lock Status:

1 With the cursor in the category you want to lock or unlock in the
Review/Add/Change screen, press ©3-O.

AppleWorks displays the Options screen.
2 Select “Set lock status” and press Return.
AppleWorks asks if you want the category locked.

3 Select Yes or No to lock or unlock the category, then press
Return.

4 Press Escape to retumn to the Review/Add/Change screen.
Set Avio-Recalc AppleWorks can automatically recalculate the current record when
: you make a change to a particular category. This can keep your

formula categories correct without ever using G-K.

To activate Auto-recalc:

1 With the cursor in the category you want to trigger auto-recalc in
the Review/Add/Change scren, press -O.

AppleWorks displays the Options screen.
2 Select “Set auto-recalc” and press Return.

AppleWorks asks if you want a change in the category to
trigger an auto-recalc.

3 Select Yes or No to activate or deactivate auto-recalc category,
then press Return.

4 Press Escape to return fo the Review/Add/Change screen.
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~add a record to this data base. (Naturally, you could use a glossa

Glossary and Import categories let you bring information into the
current data base from another data base. As such, they are
extremely powerful. AppleWorks also gives you another tool for
linking data bases—the lookup list.

Let’s look again at an example we've used several times in this
chapter. We have two data base files. One file contains a list of all
our customers’ names and addresses, and other information. The
other file contains invoice data—one invoice per record. We have
set up import and glossary rules so that typing a customer number
into an invoice (or choosing a customer name from a pop-up 0-G
list) imports the customer’s name, address, and so forth from the
customer data base.

Since one customer can have any number of invoices, the same
customer number can appear many times in our invoice data base.
However, each customer number appears only once in the

customer data base, so that AppleWorks can uniquely identify a
customer for importing. This relationship of the invoice data base
to the customer data base is therefore called a many-to-one relati

AppleWorks' lookup list feature lets you take advantage of the
relationship from the other direction. For example, in the custo
data base, you could use a lookup list to get a list of all a particular
customer’s orders (based on which customer is being displayed)
without having to go to the invoice data base and set record
selection rules.

You can probably think of many other uses for this feature. For
example, you could set up a tardy/absent data base containing
categories for a student’s ID number, the date, and the word
“absent” or “tardy.” Each time the student is absent, you could

rule in this file to make finding the student’s ID a snap,and an
import rule to bring in the student’s name when the ID is entered,
Using a lookup list in the master student file, you'll be able move
to a student’s record, press -], and instantly view a detailed |
their tardies and absences from that data base.

Each data base can have one lookup list.
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p.‘i“ing o To define a lookup list, or to change an existing lookup list:

. 1 At the Review/Add/Change screen, press -0,
AppleWorks displays the Options screen.

2 Select “Define lookup list,” then press Return.

AppleWorks displays the Define Lookup List screen, as shown
in Figure 8-11.

sre 8=-11 File: Customers OEFINE LODKUP LIST Escape: Reuiew/fidd/Changa
fine Lookup List screen

Choose item o change:

! m CAcct. Mol Customers
%. [Acct. o1 Inuoice

f
File Invoice

Tupe number: or use arrous; then press Return

i 2897K Avail.
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3

Set the lookup list options as desired.

W File If you are defining a new lookup list (and not modifyingan

existing one), AppleWorks displays a list of all the data base
files on the Desktop before allowing you to set the options.
Select the file that you want to look up items in, then press
Return. If you are modifying an existing lookup list, you can
change the export file with the “File” option.

Find @ match for This tells AppleWorks which category to look
at in the current data base (the key). For example, if you wanted
to look up a student’s tardies and absences from the master
student list, as in our second example, you would choose the
[Student ID] category. AppleWorks displays a list of categories

in the current data base; select one and press Retumn.

B In This tells AppleWorks which category to match the “key”

4 When the opfions are set as you like, press Return twice fo refum

field against in the data base containing the lookup data. This
should be the category in the other data base which contains the
same kind of information as the “Find a match for” category.

to the Review/Add/Change screen.

To use a lookup list once it has been defined:

1
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Make the lookup data base is on one of AppleWorks' three
Duhn’;enndloodvlim

Mlievwng!lnmwdduboumlhlmﬂddlﬂulp
screen, press C-J. |

Using the multiple record layout, AppleWorks displays the
records in the other data base with key fields which match the
key field in the current record of the current data base.

R e

Browse throu. hlherecords,l‘ben s Escape to refurn to the
Itmcw/Addf g &

While browsing, use the # ¥ ¢ # keys, and the Tab and &-Tab
keys, to move through the displayed records and categories.
Use 3-Z to toggle between multiple record layout and single
record layout. Use &-F to further restrict the selection with Fimi.

R
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The Data Base also includes a way to link a word processor
document to a data base. This allows you to provide customized
help screens for each category in your data base. It also gives you
the capability to store a large quantity of free-form text “connected
to” each record in a data base (for example, a student’s complete
disciplinary history linked to that student’s entry in the master
student list, or a lengthy part description linked to each record in
an inventory data base).

Create a new word processor file as usual. Name the file the same
name as the data base it is to be linked to, preceded by “H.” (The
“H" stands for Help, because the word processor file will hold
help information for the data base file. A word processor file
whose name begins with an “H” is referred to as a Help file.)

For example, if your data base is named “Students,” the

corresponding word processor file must be named “H.Students.”
(The period after the “H” is vital.)

AppleWorks uses a word processor marker (set with the SM
printer option) to determine which sections of the word processor
document correspond to records and categories in the document.
To set a data base marker:
1 In the Word Processor Review/Add/Change screen, press ©:-O.
AppleWorks displays the Printer Options screen.
2 Type SM, then press Return.
AppleWorks asks which marker number should be set.
3 Type 150, then press Return.

AppleWorks inserts a Set Marker: 150 printér option. Figure 8-
12 shows how the screen looks with this option set.
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Figure 8«12
Data Base marker in
Word Processor file
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File: b Students PRINTER CPTIONS Escape: Ergse entry
grz=a{assnfeasalacealazeclzosnlcasa(assn(nesnlansz{zerz{sana({anaa(zzcn{zscs(zs=
B

|

¥

|

;——-----Set a Harker: 158 Data Base

: 51 Lroup ea E uperscrip ;3
}kmber 158 RJ: mht Jastlhed GE &'uup £ £ § EerscriptE
Pl Platen Midth Pl Paper Langth Page Header =B: Supscriph Begm
LM Left Margin T TOE Harﬁm FO: Page Footer E= Subscript
RM: Right Margin BN Bottom arim gr ?klp Lines £: Underline Besin
C1: Chars per Inch LI: Lines per Inch PE: Pause Each page gE= Underline End
P1: Prosor mal I 3% Single 3pace  PH: Fause Hers P: Print Paga Ho.
P2: Proportional-2 ?S= Double Space  SH: ga* 3 Marxer B0 Print Date
N Indent §: Triple Space pecial Code  PT: Print Time
Js Justified HP: Hew Page B3: Boldface Beain EX- Enter Keyboard
UJ: Unjustified PN Page Number  BE: Boldface End  MN: Mail Merge

4 Press Escape.
AppleWorks returns to the Review/Add/Change screen.
5 If necessary, press C:-Z so that the marker is visible.

6 On the line following the marker, enter the subject text for ihts
section of the word processor document.

The subject text can be one of two things:

i1 Category name For example, if you wanted to provide help
for the data base category called “Part Number,” you would
enter “Part Number” (without the quotes) below the marker

Record key For example, if you wanted to enter Joseph
Gleason's disciplinary history (a lengthy item perfectly
suited for storage in a word processor document), you
would enter his student 1) number below the marker.
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7 Enter the information you would like to have associated with this
subject on the following lines.

All standard Word Processor options are available to you.

8 To enter another marker, position the cursor at the end of the
do;humni (5-9) and follow these insiructions again beginning
with step 1.

W Editing an existing help file Help files can be edited just like any
other word processor document. Just be aware of the locations
of the markers (we suggest leaving Zoom on) and make sure
that each marker is foﬁowed by an appropriate subject on a line
by itself. If you delete a data base marker, be sure to delete the
associated text as well. :

4 Tip When AppleWorks can't find the section that matches a
data base category or key value, it displays the whole file.
Therefore, we suggest that you place general help information
before the first marker—or, at the very least, a message stating
“No information available for this record.”

To view the information in a help file from its data base:

1 In the Review/Add/Change screen of the data base, move the
cursor fo the ca you want help on, or to the which
contains a key value that is also contained in the help l‘:ﬁor
example, Student ID).

2 Press (- for information about the category, or ©i-W for the
information related to the particular record.

AppleWorks displays a window containing the appropriate
information from the help file. If no match for the category or
key was found, AppleWorks displays the entire word processor
file for your perusal. -

3 Browse through the help information using the + and + keys, or
use -+ and -+ to move a page at a fime, or use -1 and -9
to move to the beginning or end, respectively, of the information.

4 Press Escape to return to the data base Review/Add/Change

screen.
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Figure 8-13
Set Preferences screen
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In addition to the settings defined by the Standard Settings screen
(see Appendix B), which are used throughout AppleWorks, each
data base file has its own set of preferences.

To change the preferences for the current data base:

1 From the Review/Add/Change screen, press :-O for Options.
AppleWorks displays the Options screen.

2 Select ‘Set preferences,” then press Return.
AppleWorks displays the Set Preferences screen, Figure 8-13.

File: Custowers SET PREFERENCES T Escape: OpLions

Cate acct. No.
ng Hone

PR

Set preferences

i Ho

2. \ 9 Ho

3. Edlt ormula categories No

4 Errors beFore nessage shoun 8

9. Beep un Eal characters o

6. Import from o

7. Recalc order Inport, then recalculate
8. Flag exports text: Nene

§. Display centurz in dates Yes

18, Add year to dates Yes

Type nurber, or use arrous: then press Return - 2896K Avail.

3 Change the preferences as desired.
Press the 4 and ¥ keys to highlight the preference to be

changed, and press Return to change the preference. Available
preference settings include:
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B Case-sensitive imports Determines whether AppleWorks pays
attention to case differences when searching another data base
for a value to be imported. With this option set to No, entering
Mi or mi in an import category would match MI (the
abbreviation for Michigan) in a states data base. With this
option set to Yes, you would need to enter MI in all upper case
before AppleWorks would find the import data.

B Cose-sensitive sorting Determines whether AppleWorks pays
attention to case differences when sorting. With this option set
to No, “Apple,” “apple,” and “APPLE"” would all be considered
equivalent and would appear next to each other when the data
base file is arranged (sorted). With this option set to Yes, a
lower case letter is considered to be alphabetically “higher”
than all upper case letters, so “apple” would come after all
records which started with any upper case letter. (See the ASCII
chart in Appendix C to see exactly how AppleWorks
determines sorting order.)

W Edit formula categories Determines whether AppleWorks lets
users make changes to categories which contain formulas. If set
to No, AppleWorks treats formula categories as locked.
Otherwise, AppleWorks lets you change the result of the
formula once it has been calculated. Imports are considered
calculations, so this setting also affects categories with import
rules.

B Errors before message shown Determines how many invalid
keystrokes AppleWorks lets you make in a category with a rule
defined before an error message is displayed. If this is set to
zero, AppleWorks never displays an error message.

B Beep on illegal characters If set to Yes, AppleWorks beeps
whenever an invalid character is typed in a text-only, numbers-
only, or mask category. (This is independent of the error
message setting, above.)

B Import from disk If set to Yes, AppleWorks will look on disk (on
the current disk or in the current directory) if a file referenced in
an import rule cannot be found on one of AppleWorks’
Desktops.
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B Recak order Determines whether AppleWorks performs

B Display century in dates Dete-mines whether AppleWorks

B Add year fo dates Determines whether AppleWorks
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recalculations of formula categories re or after i

Usually, you want imports to be performed first so that any
calculated categories which reference the m\w data will be
updated; however, if you’re importing data ona
calculated key, you will probably want to recalc first.

M Flag exports fext Determines the text entered into the category -

containing an export rule. This allows you to easily see which
records have been exported. The default setting is None, which
means that AppleWorks does not place any data in the
catégory.

displays vears as two or four digits. If you are working with
genealogical or historical data, you may want to set this ophm
to Yes.

automatically assumes the current year for dates entered
without a year. If this option is set to Yes, any date entered
without a year will have the current year appended. If set to
dates entered without a year will be stored without a year.

Press Escape twice when you have finished changing the
prahmnoege to your |lk|ngm

AppleWorks returns to the Review /Add/Change screen.
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Modifying a Data Base

After you create a data base and enter data into it, you may still
add new categories or delete existing ones. You can also change
the layout of the screen in either Single Record Layout or Multiple
Record Layout.
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Adding & Deleting Categories

Adding a
Category fo an
Existing Data
Base

Figure 9-1
Adding a category to an
existing data base
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You can change the way the categories in the data base appear in

Multiple Record Layout and Single Record Layout.

¢ Important when inserting or deleting categories 1f you delete an
existing category from a data base that already has information
in it, you delete all the information in that category from every

record. If you add a new category to an existing data base,

you'll have an empty category in every record that you must fill
by using ditto or by typing information into the new category in

every record.

* Impoﬂunl:" The steps in the following sections assume that you
have added an existing data base file to the Desktop, and are
starting with the Review/Add/Change screen.

1 Press 3-N to display the Change Name/Category screen, as

shown in Figure 9-1.

AppleWorks displays the Change Name/Category screen with

the filename on the prompt line.

File: Presidents

Category names

CHANGE NAME/CATEGORY

Escape: Revieu/Add/Change

- o

Humber
Political Party
Birth Year
Birthdate
Birthplace
[nauguration Date
Inauguration Ace
Yaar of Death
gate %Fnﬂeggﬁ
ge af Dea
Uice President

P e R ACHO0 OO S G e

fra——

Type entry or use ¢ commands

Options:

Change cateEur? name
Up arrow Lo to previous category
Doun arrou Ge to next category
i Insert neu category

] Delete this cateqory

...........................................

2913K Rvail.
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Deleting a
ategory from
an Existing
Data Base

~

Press Return to ucceﬁf the current filename (or type a new
filename, if you wish, then press Return).

Use the + # keys to position the cursor where you want to insert

the new category.

Press - for Insert.

Type the name of the new category, then press Return.

You can add more than one new category by repeating steps 3
through 5.

When you have finished adding new ca oriesisress Escape to

accept the data base and return fo the Review/Add/Change
screen.

Press t-N to display the Change Name/Category screen, as
shown in Figure 9-1.

Press Return to accept the current filename (or type a new
filename, if you wish, then press Return].

Use the + # keys to position the cursor on the category that you
want to delete.

Press :-D for Delete.
AppleWorks confirms that you want to do this.
Press Y for Yes or N for No.

AppleWorks removes the category you have indicated. You can
delete more categories by repeating steps 3, 4, and 5.

When you have finished deleting categories, press Escape to
ucceptyll:e data base and reh:r‘:zgfo Ii':!g Revie\al:/ Add/Change

screen.
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Changing Layouts

Changing the
Multiple
Record Layout

Figure 9-2
Changing the Multiple
Record Layout

&/ % move cursor from one
column to another

#-</> switches category
containing the cursor with the
category fo its left or right

c-#/# shrinks or widens the
column width

3-D deletes fhides) the category
but leaves the data in it intact

-1 brings a hidden category
out of hiding
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AppleWorks lets you change how the data is displayed on the

sCreen.

You can change the order of categories in Multiple Record Layout
and determine which categories AppleWorks displays.

# Deleting categories Deleting categories from the Multiple

Record Layout merely hides categories from being displayed on

the screen—it does not actually delete them from the data base.

1 Press -1 16 change the layout for the data base.

If you have any reports defined (for information on reports, see

Chapter 11, “Creating a Table Report”), AppleWorks asks
whether you want to change the existing layout or get a report
format. If you get a report format, the data base conforms to
that format (including record selection).

2 Select “Change the existing layout,” then press Return.

AppleWorks displays the Change Record Layout screen, as

shown in Figure 9-2. If you have more category columns in your

data base than fit on the screen, you can press € and # to see

them.

File: Presidents
Record | of 42 (

CHANGE RECORD LAYOUT  Escape: Review/RddsChange

EEEESESSIEIIIaZEEasEs

Hove curser

Switch cateqory positions

EhaﬂEe column width

Delete this category

Insert a prevluuslg deleted catesory

23 [ § 1@ 11 }
Hame Husber Poh*lcal Blrth fear Birthdate Birthplace In
Gaorge Hashinston Fed 1722 2 U 17
Jahnggd&us Fed 1735 15353 Ha 17
Thomas Jefferson Den-Rep 1743 413 A 18
U;; ogimns shour am;ega-c;an;;-regord Tgowb ééiSK Fwali
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Appkwmmmymwamdwwmrwmwhenm
- press Return.

4 m.uu m or"ridw Mpuml-lwt.
Appchotks returns you to the Review /Add/Change screen.

1 Press -1 to change the layout for the dato base.

AppleWorks displays the Change Record Layout screen, as
shown in Figure 9-3,

[File Prosieets  ChRGE REGHO LATOUT  Eicase Review/hod hange
! vt G
vt cam 1mtm
!sn i w ?w
mmwmmmmm SRTIEIR TR
Use options shown sbove 1o chamge recerd Lageet 2SI ebil
You can’t hide a ca when changing the Singie Record
Layout as you can w changmg thv;- Mumpi@ Record Layout

If you want to remove a category %e Layout, you
mmd&teﬁfumthrdaub&w.‘ﬁee leting a Category from
an Existing Data Base,” earlier in this section.
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. Displaying inverse categories Press (-T to switch the categnry :
names between inverse and normal. All category names become-
inverse together. This is useful when you have a lot of

- information on the screen at one time, and want your category
names to stand out.

4 Auhmahc column layout Press -C to autﬂmahcally lay out
- your categories into columns. AppleWorks asks you how many

- columns you want, and automatically arranges your categonea
as evenly as possible.

L Muhll-screen records AppleWorks lets you create single-record

layout screens up to 60 lines long. AppleWorks automatically

- scrolls the screen when you try to move the cursor to a catego 1
that s not displayed. . .

2 When you have finished makin hunges ln the Smgie I!md-: "
- Layout, press iscape to accept I%achunges you have

- If you have moved the categories out of the order in whxch h

- were created, AppleWorks asks you whether you want pressir

~ the Return key to move the cursor across categones from left
r;ght or down categories fmm top to bottom e

AppleWorks returns to bmg}e Record Layout on the
Review /Add/ Change screen.
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Freezing Titles

When working with a Multiple Record Layout that has many
categories, moving the cursor to the right normally scrolls
categories on the left off the screen. You can freeze one or more left
side categories so that they remain in place when you move the
cursor to the right.

For example, the first category on the left may be a name; to see the
information 10 or 15 categories to the right you would normally
have to scroll the Name category off the screen. Freezing titles
keeps the Name category on the screen while you move the cursor
to categories on the right.

—

Move the blinking cursor to the right of the category columns you
want to freeze.

Freezing Titles

All columns to the left of this column will later freeze in place as
you scroll right.

A T TR R A

2 Press “-T to freeze Titles.
AppleWorks confirms that you want to freeze the “left side.”

3 Press Return to freeze the titles.

Press *-T for Titles.

—

Thawing Titles

AppleWorks confirms that you do not want the titles frozen.

2 Press Return to thaw the frozen titles.

AR
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Del Q’illg This method works in either Multiple or Single Record Layout.
an Entry 1 Move the cursor onto the first character of the entry.
2 Press -Y to delete the entry.

In all AppleWorks modules, there are four ways to delete
characters:

B To erasc the character to the left of the cursor, press Delete.

B To erase the character under the blinking cursor (and move all

characters to the right of the cursor one place to the left), press
4-Delete.

B To get rid of the character under the blinking cursor and
everything to the right of the cursor, press Control-Y or Z-Y (do
not use the Shift key).

B To replace characters by writing over them, move the blinking
solid rectangle cursor to the first character you want to replace,
and type. To switch between the replacement and insert
cursors, press ~-E.

Dgloﬁng L) 1 For Multiple Record !‘.:zout, move the cursor anywhere in the
Entire Record PSR! 0w I ol

For Single Record Layout, display the record you want to delete.
2 Press “-D for Delete.

In Multiple Record Layout, AppleWorks highlights the record.

To delete the highlighted record in Multiple Record Layout:
press Return. You can also press the 4 and + keys to
highlight more than one record before you press Return.
AppleWorks deletes the records and automatically returns
you to the Review /Add /Change screen.
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Changing Data

Changing an
Entry

Changing an
Existing Record

202

You can always change an entry before you press Return and
move to the next category or record by pressing Delete, :-Delete,
Control-Y, or 2-Y.

Move the cursor to the entry.

For Single Record Layout, display the record, then move the
cursor to the entry.

Edit the entry to change it, then press Return,

Normally, you can’t change categories which contain formula or
import rules. See “Preferences” in Chapter 8 for a way to allow
editing of these categories.

Changing an existing record is the same as changing several
separate entries.

1 Move the cursor fo the first entry.

For Single Record Layout, display the record, then move the
cursor fo the first enfry.

Edit the entry to change it, then press Return.
Normally, you can’t change categories which contain formula or

import rules. See “Preferences” in Chapter 8 for a way to allow
editing of these categories.

Continue replacing any other entries in the record as you wish.
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lnserl'ing New 1 Move the cursor fo the record before which you want to insert the

Records Before HEw flceics
Existing Ones 2 Press -1 for Insert,

AppleWorks asks how many records you would like inserted,
as shown in Figure 9-4.

Figure 9-4 Eile-dPr{Esige%s i INSERT BECORDS Escape: Erase entry

' : scord 10 o selected :

Inserting new records Selechion ALl records
Hame 2 Hurber Political Birth Year Birthdate Birt.hplace“!g
George Washinaten { Fad 132 2122 Ak 7
ohn Adans § Fed 738 fg/3e HA 7
honas Jefferson Dem=Rep  [7d4] 4713 UR g
Janes Madiscn 4 an&ep ?gl 3 UA 8
Janes Monroe - en-2ep 17 ; 442 Vg g
Jofn Qumca fdans 6 Eau-iep 6 71 MR
Andrew Jackszon ! en 167 3 st g
flartin Uan Buren 8 Cen ?ﬂ% 1%#35 HY
Willian Henry Harrison 3 Khig 4 /43 Ua 8
John Taler 18 khig 798 29 VA 8
iams nox Polk i1 Cen 795 11762 L g
achar ?3? or it lhig 784 11724 g 8
Hillard Fillnore 13 lhig gie ifﬂ? Y
Franklin Pierce 14 Een 834 { «’2§ HH
Jangs Buchanan ki en 173 4/ R
Insert how many records? (Max 2507 [ 2918K Avall.

3 Enter the number of records you want inserted, up to 250, and
press Return.

AppleWorks adds that many blank records to your data base.

4 Fill in the new records as usual.
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Adding New
Records at the
End of a

Data Base

({Single Record
Layout Only)

Figure 9-5
Typing in the entries
for a new record

1 Press -9 to display the last record in the data base which
contains data.

2 Press -+ to move to the next record.

AppleWorks adds a new blank record to the end of the data
base. (In order for this to work, “Auto-add DB records at end”
must be set to Yes in Miscellaneous Standard Settings; see
Appendix B, “Standard Settings.”)

3 Emerlhgduhforﬂumracord.

Figure 9-5 shows the data being entered for a new record.

File: Presidents REVIEN/ADD/CHANGE . Escape: Main Menu
Selection: All records

Record 42 of 42 (42 selected)

Hm Ivhllm Jefferson Clinton

Polltltil Farti Den
Birth
8!!9

lfu‘ldf

irthplace:
[nauguration I]ate 5
nlugu‘atwn fige: -
Year of Death: -
Date of Death: -
fge at Jeath: -
Vice Prasident: -

Tupe entry or use ¢ commands &7 for Help

4 If you have more records to add, go back to step 3.
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paving 4 Copyieg Rustieds.

When you move records, you remove them from one location and
place them in another. When you copy records, you make a
duplicate of a record and move the duplicate to a new location,
leaving the original in its existing location. AppleWorks can move
or copy records within the same data base, to other data bases, or
to other Desktop files in the Spreadsheet and Word Processor
modules.

Moving and copying work a little differently in Multiple Record
Layout and Single Record Layout.

B Single Record l1.t'.1yout You can duplicate up to 250 instances of a
single record. AppleWorks immediately enters the copies into
the data base. You cannot move a record while in Smgle Record
Layout.

W Multiple Record Layout You can move or copy as many
contiguous records as will fit on the Clipboard (dependent on
memory). You can duplicate up to 250 instances of a single
record at one time.

¢ If you want to move all the records in a data base An
AppleWorks data base file must contain at least one record.
Consequently, to move (not copy) all the records from a data
base, you must create one blank record at the beginning of the
data base (Zi-I), and then move all but that blank record.

To move or copy records, you must first put them on the

Clipboard. For an explanation of the Clipboard, see “Desktop and
Clipboard” in Chapter 1.
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Moving or
Copyin
Records to the
Clipboard

{Multiple Record
Layout Only)

Figure 9-6
Mown%lrecor s

to the Clipboard
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1 Move the cursor fo the first record you want to move or copy.
2 Press ~-M for Move or ~-C for Copy.

AppleWorks highlights the record your cursor is in and asksif =
you want to copy the “Current record” or copy or move remtds; :
“To clipboard,” “From clipboard,” or “Append to clipboard.”
(Figure 9-6). If you append to the clipboard, AppleWorks adds E
your selection to the clipboard without first removing its E
current contents.

File' Presidenis NOUE RECORDS Escape: Revied/Rcd/Change
Record | of 42 (42 selected)
Selection: Al racords

-—

Name Nunber Pelitical 3irth Year Birthdate Birthplace

SIZ3EcSsEIsEeEsssEEssEsEsEnis l== PRI EEEEIEISISIIEEEIIICIEIIIIIIEISSERISERERINEAS

Thnlas Jegfars:m
Janes Nadison
Janes Monrce
John ﬁulnce Rdans
#ndreu Jackson

Martin Van Burer
lulllgu Hanrg Harrisen

EESSSSSERESESTE

s b b et e OO0 ORI

! ¢ A
4 ¢35 w Palk 1 11782
..achars } 11724
Millar F: l-ore 3 1787
Frlﬂiléu ieree ) 1172
James Buchanar 3 421

e sesmsmmem

feve ~ecords? RGEREEEEISE Fron clipboard fAppend to cliphoard

3 Press T for “To clipboard” or A for “Append to clipboard.”

AppleWorks asks you to highlight the records you want to
move or copy (Figure 9-7).
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Figure 9-7 Eile=dP$es§dEgts(42 A MOUE RECORDS Escape: Review/Add/Change
ahliahti ecord 7 0 selecte

Highlighting records Selection' ALl records

you want to move

Hame Number Political Birth Year Eirthdate Birthplace In

Martin Uan buren
William Henry Harrisen
John azler

James Knox Polk 1
Zacharﬁ TSTW Whig
Hillard Fillmore Hhig
Franklin Pierce 14 Den
James Buchanan Den

llse cursor moves to highliht records: then press Return

s e A A0 R A

2918K Avail.

4 Use the + and + keys to highlight the records you want to move
or copy, then press Return.

AppleWorks puts a copy of the records on the Clipboard. If you
are moving the records, AppleWorks removes them from the
data base. If you are copying the records, AppleWorks leaves
them in the data base. Later, you can copy the records from the
Clipboard to anywhere in this or another data base.

# Printing to the Clipboard You can print to the Clipboard from
the table and label report formats in the Data Base. The primary
use for printing to the Clipboard is to transfer formatted
information, keeping row and column alignment intact, from
the Data Base to the Word Processor. See Chapter 11, “Creating
a Table Report” and Chapter 12, “Creating a Label Report.”
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the Clipbhoard

{Multiple Record
Layout Only)
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1 Move the cursor to the record where you want to place the

2 Press :-M for Move or ©-C for Copy.

AppleWorks highlights the record your cursor is in and asks if
you want to move or copy records to or from the Clipboard
(Figure 9-6).

3 Press F for “From clipboard.”

AppleWorks immediately enters the records from the Clipboadj
into your data base. '

@ Categories matter! Moving from the clipboard moves the datato
matching category names, or, if no category names match, in
their original order (seen with ©-N); copying from the clipboard
puts the categories in the order they were in at the time they
were copied (layout order).

If you move records from the Clipboard that have more
categories than the data base you're putting them into,
AppleWorks throws away the data in the extra categories, If
you move records from the Clipboard that have fewer
categories than the data base you're putting them into,
AppleWorks puts nothing in those categories.

If you're moving information from the Clipboard that came
from the Spreadsheet, then AppleWorks turns each Spreadsheet
row into a record and the columns of your Spreadsheet file into
categories. 3

AppleWorks copies each line of text from your word processing
document as a single category in a separate record of the data
base. If you want your word processing text to occupy several
categories in each record, insert one or more tab charactersin
the original word processing line. For example:

Category A Category

Bob Smith (space) $200 becomes ~ Bob Smith $200
Bob Smith (tab) $200 becomes  Bob Smith $200
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Current Record ‘

{Both Layouts) 1 S\?;nh:rohc%ty Reoord Layout, move the cursor to the record you

For Single Record Layout, display the record you want to copy.
2 Press 5-C for Copy.

If you are copying from Multiple Record Layout, AppleWorks

asks if you want to copy the “Current record,” “To clipboard,”

“From clipboard,” or “Append to clipboard.” Select “Current

record,” then press Return.

Whether you are copying from Single Record Layout or

Multiple Record Layout, AppleWorks asks “How many copies
of the current record?” You can make up to 250 copies.

3 Type in the number of copies you wish to make, then press
Return,

AppleWorks duplicates the record and inserts the copies into
the data base immediately before the original record.
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Data bases are used for finding groups of records that match
certain rules, and for arranging (sorting) records so you can
discover otherwise hidden patterns.

For example, you might want to find all records that contain zip
codes greater than 60600 to target a mailing to residents in the
Western United States, or find all records of experiments where
specific gravity of a liquid was greater than 1.0. Obviously, all
records in the data base will probably not match those rules; those
that do form a selection—a subset of all the records.

Arranging (or sorting) records can be for convenience—the Post
Office requires large mailings to be sorted in zip code order—or it
can show that there were 17 mentions of your company name in
the local newspaper last quarter, a fact you might not have noticed
otherwise. g
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Nuling Resdras

Finding Text in
Any Category

Figure 10-1

Find Records screen

@ RECORD SELECTION
Al records are currently selec

® ANYWHERE
Finds the text anywhere

in the data base

© IN ONE CATEGORY
Finds the fext in a

specified cotegory

O RECORD NUMBER
Finds the specified
record number

© SORTED DATA
Finds data in a sorted category

© CHANGED RECORDS
Finds records that have changed
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‘by its number, or find only the records which have been changed

You can find records that contain particular text—words and
phrases—in any category or in a specific category. AppleWorks
selects only those records which contain text that exactly matches
the text you're searching for. You can also find a particular 1

since the last time the file was saved.

AppleWorks can search your entire data base (all categories). Thi
is the most general search and, as such, is also the slowest. Use
only when you can’t remember what category the data you're
seekmg is in, or when you want to search related categories.

1 With AppleWorks displaying the Review/Add/Change screen f
the d:igaase, press g-:yl‘org Find. :

AppleWorks displays the Find Records screen with the Find
menu at the bottom, as shown in Figure 10-1. :

File: Extrgngg
Rtfnrd,l 0 (33 selected)
Selection: ALl records @

FIND RECORDS Escape: Review/fdd/Chan

Extrene Location Neasuranant

niécm ﬂ;;art; Chile  rainfall barely me

Driest Spot
fount Haialeale, Hawaii annual aueraqe rai

Rainiest Spot

ﬁoldast Re:nrdeg Temperature U9stnk. Antarctica -127 dearees F -
ottest Recorded Temperature Aziziyah, Libua, sout 136 de reesf (?8 |
Strnngast Recorded Wind Eount Hashmgt n: New Ha 231 mg ; Oh ﬂprs 12
ugg:ast Place (ses level) rand Banks, o F NeuF?un ngre han 120 days &
gt Point : Hount Everest: Nepal=Tib 23,028 fest
Laues Paint Qe Td Sea, lsrael-Jordan surface uF water |
Langest fiver e, Africs ailes
f1g es% daterfall Hngeg Eails; Uem}az;&elg " 37; Elges o L8
argest Sorge nd (anyons Colora it
oy eTe Gt EoLerot.e 7 08 dest -;
Biggest Cave Hauneth-FT Ri dga cave mre Ehan 188 niles
Largest Desert Gahara D%sert, g Rfr g 23 59 ni.
Deepest Deean Trench _ Marizns Trench, Pacific 36,198

——— -

-----------------------------

{Find? ILEMEEE In one cateqory Record nuber Sorted data Changed recﬁrﬂs
L] ® e L5 L)

2 Press Return to choose Anywhere.

l?leWorks asks you to type the text it should match, as
igure 10-2.
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category

Type comparison information: Rhca,, 2819 ami'_ I

3 Type in the text to be matched, then press Return.

You can type in up to 30 characters of text. AppleWorks locates
any matches and displays those records as in Figure 10-3. (To
find the first matching record and stay at Review/Add /Change
screen, press C-Return instead of Return after typing the text.)

k

ds containing “Africa”

File: Extrsnﬁ FIND RECORDS Escape: Review/Acd/Chanse
Recard 9 o (2 selected)

Find r&_grds cantalnéng AFRICA

Press ¢-F to change Find. »
Extrue Location Measurement :
Longest River Nile, Africa 145 niles

Largest Desert Sahara Desert, North hfr 3 32, BBB §9. Wi,
Type entry or use & commands &7 for Help

To perform another search, press ©-F again. Change the existing
text or enter new text to match, then press Return.

when you have finished examining the records
orE: has faund (if any). .

AppleWorks returns to the Review /Add/Change screen and
again displays all records in the data base.

1 With AppleWorks di splawngrll:'ed Review/Add/Change screen for

the data base, press =-F for

AppleWorks displays the Find Records screen with the Find
menu at the bottom.
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Figure 10-4

Choosing a specific
category to search
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2 Select “In a specific category,” then press Return.

AppleWorks asks you to choose the category it should search
as shown in Figure 10-4. The current category is highlighted as
the default.

File: Extremes FIND RECORDS &: Review/Rdd/ '
Record 1 of 33 (33 selected) S i
Selection: Ali records

Extrene Location Heasurenent
Oriest Spot ftacanz Desert, Ch

Rainiest Soot Hount Kaialeale, Hi Location
Coldest Recorded Temperature Uogtok, Antarctica| Measurement
Hottest Recorded Temperaturs Al Azizivah, Libyal Extra

Strongest Recorded Wind Haunt, Hash:ngtgn;

F@ngst PiaEe (sea level) Grand Banks, off N

Highest Poln tount Everest, Nep

Lowest Point Dead Sea, [srael-J

;.qngest River Hile, Bfrica

dighest Haterfail Angel Falls) Uenez

Largest Gorqe Grand Canuon, Colo

Oeepest Corge Hells Canyon, Snak

Biggest Cave Hamwoth=Flint Rid3

Largest [esert Sahara Desert, Nor

Qeepest Ocean Trench Hariana Trench, Pa

Use arrous to select, then press Return _ 2317K fvail.

3 Select the category you want to search, then press Return.

AppleWorks asks you for the text to match.

4 Type in the text to match, then press Return.
AppleWorks locates any matching records, and displays them
on the Find Records screen. (To find the first matching record

and remain in the Review /Add/Change screen, press C-Return
instead of Return after typing the text to match.)

5 Press Escape when you have finished examining the records
AppleWorks has found (if any). :

AppleWorks returns to the Review /Add/Change screen and
again displays all records in the data base. '
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. Illg Text If the category you want to search is arranged (sorted) in

So d alphabetical order, and you want to find the records which contain
rte specific text, you can use AppleWorks’ “Sorted category” option.
gory This option performs a lightning-fast binary search to locate the

desired record instantly regardless of file size.

For example, you could use the “Sorted category” find to
immediately locate the people whose last names are “Rogers” in
your name and address data base, assuming that the data base is
sorled by last name.

# Exact match only While the other search methods look for the
specified text in any part of a category (or categories), searching
in a sorted category only looks for an exact match for the
specified text in the category. If an exact match is not found, the
results will be unpredictable. If more than one match is‘found,
the record AppleWorks displays may or may not be the first
match.

To search in a sorted category:

1 With Works i Review/Add/! screen for
h%,ﬂWwinhmﬁgoqy&mmnm,
press ~-F for Find.

AppleWorks displays the Find Records screen with the Find
menu at the bottom.

2 Select “Sorted category,” then press Return.
AppleWorks asks you for the text to match.

3 Type in the text to match, then press Return,
AppleWorks displays a record which matches vour request—
not necessarily the first such record. Since your data base is
sorted on this category, other records which also match the
search text may preceed and follow this record.
Unlike the other Find options that search for specific text,

AppleWorks remains in the data base Review / Add /Change
screen.
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Findin
Ilocorc? by
Number

Finding
Changed
Records
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You can find a record by its number.

1

Chapter 10: Finding, Selecting, & Arranging

With AppleWorks dis ng the Review/Add/Change screen for
the duAtgP base, press gl;y;org Find. ks

AppleWorks displays the Find Records screen with the Find
menu at the bottom.

Select “Record number,” then press Return.

AppleWorks asks you for the record number.

Type in the record number, then press Return.

AppleWorks displays the desired record. AppleWorkq remains
at the Review /Add/Change screen.

With AppleWorks displaying the I!ewew/ Add/Change screen for
the duiupbase, press © f :-F for Find

AppleWorks displays the Find Records screen with the Find
menu at the bottom.

Select “Changed records,” then press Return.

AppleWorks displays the records which have been changed
since the last time you saved the file.

Press Escape when you have finished examining the records
AppleWorﬁe has found (if any).

AppleWorks returns to the Review /Add/Change screen and
again displays all records in the data base.



t

;‘Ea.

blecting Records

cords by

category
on rule

You can select records that match a set of selection rules
(sometimes called criteria). Rules can search for records, for
example, where the name is Smith or Jones, where product name
begins with Apple, or where zip code is greater than 60600.
AppleWorks selects those records that meet your selection rules.
You can have up to three selection rules at any given time.

You can have up to three selection rules simultaneously.

1 With AppleWorks di ing the Review/Add/Change screen for
the data APP base, press &-R Fon?llecord selection. o

AppleWorks asks whether you want to select all records, define
record selection rules, or get the rules from a report format.

2 Select “Define record selection rules,” then press Return.
AppleWorks displays the Select Records screen, Figure 10-5.

Fil SELECT RECORDS Escape: ReviewAdd/Change
Recurd 1 aF 18 (10 seleckad) :
Selection:
-t b b i et b e e ] SERsanEEs
First Nare
Last Nane
Er
Use srrous Lo selects th&n-PIE:S Reia;; -------------- ZSIEK Ruatl.-

3 Select the first category you want, then press Return.

- AppleWorks displays a list of methods of comparison, as shown
in Figure 10-6.
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Figure 10-6
ection operators
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File: Hames
Record 1 of 18 (18 selected)
Selection: fige

. _equals
BT Lss Eﬂa?

4. is not equal to
5. is blank

6. 1is not blank

{. contains !

4 beains with

9. ends with ;
7. ﬂnes not contain,
. does not heam‘ulth
2. does not end with
3. 15 changed

4 Select a method of comparison for the category you just chose,
then press Return.

For example, if you wanted to find everyone older than 18 in
the age category, you would choose the operator “is greater
than:” Age (the category) is greater than (the method of
comparison).

If you have selected anything but “is changed,” AppleWorks
asks you to type in a value for comparison.

5 Type in the value that a category should have to satisfy the
operator, then press Return.

For example: is greater than (the method of comparison) 18 (the

value); or begins with (the method of comparison) B (the value).

If you are selecting records based on the value of a date
category, you can enter an @ to select records which match
today’s date.

AppleWorks displays a list of connectors, as shown in Figure 10-
7. A connector can join two selection rules. For example, Ageis
greater than 18 (selection rule 1) and (the connector) Last name
is greater than F (selection rule 2).
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File: N
n}mg_ﬁ? 18 (18 selected)
Selection: Age is greater than (8

s

Press Escape if you want to stop at this point. If you wish to
continue making rules, choose one of the three connectors to
connect the first selection rule with a second, then press Return.
(Otherwise, skip to step 5.) 7

AppleWorks displays the list of data base categories.
If you wish to enter a second selection rule, follow steps 2, 3,
and 4 again. To enter a third rule, choose another connector and
follow steps 2, 3, and 4 a third time.

6 When you have finished building your selection rules, press
Escape.

ApcrleWorks selects those records that meet your rules (if any)

and displays them on the Review/Add/Change screen (Figure
10-8). _
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Figure 10-8 ;ilmﬁﬂ;neg i REVIEN/ADD/CHANGE Escape: Main Meny
selechi ecord 7 0 selecte
Results of a tion by rule Selection: pge is greater then 1% .
and Last Hame is oreater than
First Hame Last Name fae
IEEISEEEEIICIEEEISESSISIISISIIIISSNIIIISIZIIZIZIIIIZZIZIZS ==z
Hike Green {
Hancy Farrel 4
Bob Snith B
lg.pe entry or use ¢ commands {HFEF Help

# To display all records again Press &-R, select “Display all
records” from the menu, and press Return.

¢ Saving rules for later use AppleWorks remembers a set of record
selection rules for each report format you define. If you use a
particular set of rules frequently, define the rules in a report
~ format. To get the rules from the report, press G-R, select “Get
rules from a report,” and press Return. Then select the desired
report format and press Return. (See Chapters 11 and 12.)
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Arranging a Data Base

Arranging (or sorting) a data base allows you to arrange your data
base to best suit your needs. You might want to arrange records
alphabetically, so that you can easily find a phone number by
looking up a last name, or you might want to sort the records
numerically, so that it is obvious who the top three salespeople are.

The easiest way to see the arrangement of a data base is in Multiple
Record Layout. AppleWorks moves complete records when it
arranges—not just the contents of the category you're arranging.

You can have AppleWorks arrange a data base by up to three
categories at once. AppleWorks arranges the data base by the first
category; then, within each grouping of identical first categories,
AppleWorks arranges by the second category. Within each
identical grouping of the second category, AppleWorks arranges
by the third. You do not need to specify all three categories.

You can arrange an AppleWorks data base by more than three
categories. The easiest way is to arrange the data base by single
categories. First arrange the data base by the least important
category. Then arrange the data base by the next least important
category. Continue arranging category by category to the the most
important category.

4 Arranging is important AppleWorks must group categories to
subtotal properly when you're doing table (columnar) reports.
To be able to group categories, you must arrange the data base.
For more details on grouping and reports, see “Report
Calculations” in Chapter 11.

¢ Case-sensifive sorting Normally, AppleWorks does not pay
attention to case (capitalization) when arranging. See
“Preferences” in Chapter 8 for a way to make case matter.

Figure 10-9 illustrates a typical data base. The records are in no
particular order.
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Arranging «a Dala Base

10-9
Typical data bose
Note that the data base is
arranged in
ordermdfh:: cursor is
in the Last Name category.

Arranging a
Data Base on
One Category

ure 10-10
Arrange screen

L1 N&EAHLEGORY e

cursor was in H.::MJ

@ SEVERAL CATEGORIES
A.Hﬂw on Sm'd Cﬂmm

descending level of importance
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File: Names REVIEN/RDD/CHANGE Escape: Main Menu
Record | of 18 (18 selected)

Selection: All racords

First Name Last Hame fge
bttt ittt i A gssss2 ]
John Jones_
san Joe ES
b Hhite
Jennifer Smith 12
Harry Hilliansan 13
Linda Hu 58
Hike Green |
Nancy Farrel o
Mary © Smith 6
Bab Smith 26

T_m entry or use § comuands &7 for Help

1 Move the cursor to the category you want to arrange by.
2 Press ¢i-A for Arrange.

AppleWorks displays the Arrange screen, Figure 10-10.

ile: N ARRANGE (SORT) Escape: Review/Add/Change
;mrd ﬁi 18 (18 selacted)

Arrange on categoery:

sIs=zIIIIasTITIassIIIsasssssasasssassssas

Arrange (sort) on? Several categories
1] 2]
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3 Press Return to arrange the data base by the category the cursor
was in.

The category name appears in the prompt line. When you press
Return, AppleWorks asks how you want the category arranged,
as shown in Figure 10-11.

Figure 'ﬂ?.‘ 1 Arrangerent order:
Arranging the category i .
2. Eron 5 io H

%enarrangr'ﬂonada#eor 3 From 8 to
ﬁmecafego«y is menu also 4 From9tod
ﬁ' g:verse‘ﬁ::ﬂofagica! 4 Press the number of the arrangement, or use the + and % keys to
: select the arrangement order, then press Return.
AppleWorks arranges the data base, then returns to the
Review/Add/Change screen with the records in the new order
(Figure 10-12).
10-12 EzIe dH1 o ety REVIEW/RO0-CHANGE Escaper Main Menu
gcord 1 o selecte
Data Base in its new ordler, Selection: rnil records
arranged by last name
.
Susan Doe 28
Hancy Farrel 24
Mike freen 2!
John Jonss 3
Jennifer Suith 12
Hary Smith b
Bob Smith ]
Bob Nhite 8
Harry Kiilizuson i
Linda Ku 18
*
ﬂpe entry or use & cmana; ---------------- -7 for Help
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Arranging a
Data Base on
Multiple
Categories

Arranging by
several categories

Igun 10-14

Arran ing on
multiple categories
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You can arrange a data base by as many as three categories at one
time. AppleWorks uses the categories in the order you supply
them.

1 Press G-A for Arange.

AppleWorks displays the Arrange screen.

2 Select “Several categories” (as in Figure 10-13) and press Relurn,

frrange (sort) on? Category (First Name) RENSENEEEVERETN

AppleWorks displays the Arrange screen with numbered
category names, as shown in Figure 10-14.

File: Name ARRAKGE (SORT) Escape: Review/fidd/Change
itcord i ul-‘ 18 (10 selected)
Arrange on category:

sasiszs SEssrzsceisasassmies gEsessEnssssansseasEaney

Use arrous to select, then press Return . 2914K fvail.

3 Select the first category on which you want to arrange the data
base, then press Retumn.

AppleWorks puts the name of the category at the top of the
screen and asks you for the arrangement order (Figure 10-15).
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ure 1 ﬂ?- 15 firranaement order:
Arranging the category % ‘ W
When arranging on a date or % Eron o9
lime cotegory, this menu also 4, From 3 tod
includes:
5. Chronological If you're arranging the data base on a cat that end
} Rverie chroiiciogiccl y ging a category name that ends

with “date” or “time,” the arrangement order will also show
“Chronological” and “Reverse Chronological.”

4 Select the arrangement order you want to apply to the first
category, then press Return.

AppleWorks adds the arrangement order to the right of the first
category in the list of categories (Figure 10-16), and displays the
numbered list of categories again.

5 Choose another category as the second arranging category, and
choose an arrangement order for it.

After you have chosen a second category and arrangement
order, AppleWorks asks if you want to choose a third category
or arrange now, as shown in Figure 10-16.

Figure 10-16 File: Name

B ? 18 EF sl ARRANGE (SORT) Escape’ Reviewsfdd/Change
F ecor 0 L SELBCLE

Arrange now or ”leg a third Arrange on zategory: Last Nawe (From A to 2)

category to arrange by fige (From 8 to §)

2. Select third category to arrange by

-------------------------------------------------------------------------------

Type number, or use arrous, then press Return _ 2914K fuail
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Figure 10-17
Data base, arranged

on two categories

(by fast name, then sorted
by age within last name)

Arranging a
Recor
Selection

6 Select a third category to arrange by or arrange the file now, as

you wish.

AppleWorks displavs the arranged data base, as shown in
Figure 10-17 below,

Flig: Hames - REUIEW/00- CRANEE Escaps: Maur Menu
Record | of 18 (18 selected)
Selection: ALL records
_g
f
{
‘
i .’ i Q
Harrsy Wil aisen 13
Linda Ky i€
Tupe artry or Wie o CoMnands =7 Far Halp

1 Create a record selection as described in “Selecting Records,”
earlier in this Chapter.

2 Arrange by one, two, or three categories, as described in
"Arranging a Data Base on One Category” and “Arranging a
Data Base on Multiple Categories,” earlier in this Chapter.

AppleWorks arranges and dhsplavs the selection as you have
specified.

AppleWorks actually arranges the entire data base—but it displays
the selection, which is arranged as well. When vou display the
entire data base (bv changing the record selection rules to “Select
all recards™), it will be arraneod as the selection s
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Creating a Table Report

AppleWorks provides two kinds of reports: table reports and label
reports. Table reports are columnar with all the data from one
record on one line. This allows you to total and subtotal columns
in the records of your data base.

Label reports are multiline reports; the information from one
record can be on several lines. Their most prevalent use is creating
mailing labels from the information in your data base (although
you need not print labels to print a label-format report).

AppleWorks can save both kinds of report formats, with selection
rule information, along with the data base. Once you create a table
report format, that report format is always there for you to use.
You can save up to a total of 30 reports, whether they are table or
label reports, with your data base. !

To ensure that your report will print the way you want it to, take
advantage of AppleWorks’ ability to “print” the report on the
screen to preview the report before you print it.

4 Arrangement order is important! The arrangement order of your
data base is critical when tolaling and subtotaling columns in a
report. After all, you can’t subtotal all the grapefruit from
Florida without first grouping all the grapefruit together. A
table report assumes the arrangement order in effect at the time
vou print.

Figure 11-1 shows a data base in Multiple Record Layout. Figure
11-2 shows AppleWorks’ Report Format screen. Figure 11-3 shows
a completed report based on the same table report format.

The process of producing table reports is a simple one. This
Chapter explains how to create a table report format or use an
existing one, make any necessary changes to the table format, set
printer options, and print the report.
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Figure 11-1 Eiie:dﬂiuigss e REVLEN/A00/CHANGE Escape: Hain Menu
: gcord | o selacte
A typtcai data base Selection: All records
Category formots have been
apﬁeied to Revenue, Goal, and Farn  Produce Revenve ~  Goal ~~  Difference
Dilference categories. Jories Farns  fpple §2.000 00 2,000 00 s gg """
i Smith Ranch lee 1,500 .00 42,088 08 $500,
The Difference category has o Doe Ranch (herry “'ZES'E 41,586 60 $100.90
ComdrWhE s N e b R A R %
o nith Ranc (008, /308 .
KGR IEH NN Doe Ranch Rutabags Baa o0 $200.00
iy;e;irg or use § comands ;?;u;i-i;l; -----
Figure 11-2 Filg;tFrgn.Er L@ REPORT FORMAT Escape: Report Meru
€| i ul
Report Format screen Selsckionr Al records
O FILE & REPORT NAME Group totals on: Prndgsg? ____________________ o
© GROUP TOTALS ON =+ MNove cursor <5 =) Right justifg this category
This report prints subfotals when §)_> %(_ g:;ggg Ea?eggrﬁimltmns g gp?gggrrgggmgaae andzor title
. Qi i
the Produce category changes -4 Auto-sort cptions (off) -f Print the raport
g—; ligéﬁte this categgrg ) ¥ glagrjge recardtselectin? Ems
- remove group totals renove category totals
%J%}E}EME‘?}E&?;&S T ?nsert a prey. deleted catagory !
Goal, and Difference categories. il 20 14 14 i4
Produce Farn Revenue fipal Défference L
---------------------------- - —— - - n
pple Jones Farng 5939549393 59 9999999999 93 9339399998 48 7
ﬂﬁple Snith Ranch 9995339999 93 5'939939393.99 939993995 99 §
Cherry Do Ranch 3393995959 93 9939933593 33 9350359995 93
R — i iR _a
Use options shoun above to change report format 2986K fvail.
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Figure 11-3
Printed report based on
format in Figure 11-2

Nole sublotals printed whenever

the Produce changes,
and final bf;fg'zrg::rzd aP':ﬁ:send
of the report.

Eilr 'FruEts, Paie 1
eport: by Fruit : Getober 1, 1993
Produce Farn Revenue Geal Difference
fpple Jones Farms §2.000.00 $2, BSMB $0. 00
fpple Smith Ranch sg&ga.sa §2,000.00 $308.08
$3,500. 00 §4,000.60 $300, 00
Cherry [oe Ranch $1,208.00 Si;530.89 $300 90
Cherry Jones Farms S%;S&G.BB s%,s 8,08 $0.08
$3, 708, $4, 000,09 $308, 0@
Pear Smith Ranch $1, 806, $1.000.09 LR
. e 0.0
Rutzbasa  Doe Ranch $2,006.00 $2,200. $200.60
o gan BEER B
i0,200.00 3 §11,200.00 % $1800. 00 ¥
Press Space Bar to continue 2 2906K Auail.
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Using a Table Report

AppleWorks can create two kinds of formats: label format for
mailing labels and table formats for columnar reports. (See
Chapter 12, “Creating a Label Report,” for more information on
creating mailing labels.) AppleWorks refers to both kinds of saved
formats as “reports.”

@ Important To create a new report or modify one, you must add
the data base to the Desktop and make sure it is displaying the
Review / Add /Change screen in either Multiple or Single
Record Layout.

For a definition ofﬁ'Multiple and Single Record Layout, see Chapter
7, "Creating a Data Base."”

Crouling a New ?p{pl}t;:Wori;s saves }s:ll label etmd :a?lie nfag[c))rtffgrrt[;lais_ acilongl;: with t!he
e, "an have up to a total of 30 of both kinds of reports.

Table RGPOI‘I‘ ata base. You car p

Format 1 Press - for Print.

AppleWorks displays the Report menu, shown in Figure 11-4.

Figure 11-4 File: Fruits REPORT MEWU Escape: Revieu/Add/Change
Report menu Repart: Hone

Get a report format

2. Lreate 3 nal Taples’ tormat
3. Create 3 new 'lzbels’ forna
4, Quplicate an existing format
3. Erase 3 forwat
6. Eraze all fornmats
Type number; or use arrous: then press Return " 2908k Avail.
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Report Format screen

2 Select “Create a new ‘tables’ format,” then press Return.

AppleWorks asks whether it should create the new format from
scratch or base it on the current Multiple Record Layout. The
difference is slight; “From scratch” presents you with the
categories of the data base arranged from left to right in the
order you created them. If you base the report format on the
current Multiple Record Layout, AppleWorks presents only the
categories in the current Multiple Record Layout and presents
them in the order of the current Multiple Record Layout. This is
a shortcut to give you a useful starting point. You can add (or
?:lete any dgta base categories when you edit the report

rmat.

3 Select “From scratch,” or “From the current layout,” then press
Return,

AppleWorks asks you to type in the name of the new table
report format.

4 Type in the name, then press Return.

AppleWorks displays the initial report format on the Report
Format screen, ready for editing, as shown in Figure 11-5.

gilv FrFlts REPORT FORMAT Escape: Report Heny
aTurtg ruit Sales
Selection: All records

=!ﬂ88853:2!8:!333:3::32!::2‘-“2==“' HH e e
& Move cursor J Right Justﬂ‘ this categnrz
E‘_ :tch ca eeoru posit:ans N thn e rmr nane andsor fitle

ange cg uan u1 g rin er op ions
o-sort options (off =P Print the report
lete this categor R E ange record selection rules
d/remove aroup %o als T Rdd/renove category totals
Insert a prev. deleted category
2 ; 2 12 2
I!m Lgod_uca %venue Goal EJFFerenca 1.
Bed i ivsiions Wiikaikbases jessuscsies shasunsaruns

one garnﬁ fpple $ g ga § ,ggg g gg

mith Ranch Apple § . 450

g:e G T TR 10 1

Use options shoun above to change raparE.E;ra;t --------- HSEEK-Evaxi
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Duplicating or
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Press (3-P for Print.

AppleWorks displays the Report menu.
Select “Get a report format,” then press Return.

AppleWorks displays a list of available report formats for both ':
columnar reports and mailing labels. If there are no formats
available, AppleWorks tells you.

Select the report format you want, then press Return,

If the format includes any record selection rules, AppleWorks
executes these and displays the format.

Where did all the records go? AppleWorks includes selection
rules in its report (table and label) definitions. When
AppleWorks gets the format, it selects records from the data
base using these rules. Change the rules to get your records
back; see “Including Record Selection Rules in the Table
Format,” later in this Chapter.

Press <P for Print.

AppleWorks displays the Report menu, shown in Figure 11-4.
Select an option.

To duplicate an existing format, select “Duplicate an existing

format,” then press Return. Type in the new name, then press
Return.

To erase one format, select “Erase a format,” then press Return.
AppleWorks displays a list of available formats and asks you to
select a format. :

To erase all report formats for the data base select “Erase all

formats,” then press Return. AppleWorks warns you, and gives
you a chance to change your mind (choose No).

Select a format, then press Return.
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Table -1
E?stroke Commands for
iting Table Format

Hiding and
insertin
Categories.

Once the report format for the table is on the screen, you can delete
any categories you don’t need for your report. The categories are
still part of the data base, they just don’t show up in the report. If
you want, you can insert them later.

Table 9-1 lists the commands you can use to edit the table report
format.

Keystroke  Action

» Move the cursor location right or left

Ui Change column width

B>, B< Switch category positions

G-A Arrange (sort) the data base

G-D Delete category cursor is on

-G Add or remove group totals from a category
G-l Insert a previously deleted category

udl} Right justify category

3-N Change report name and/or title

G0 Display list of printer options for table format
G-P Print the report

@-R Change record selection rules for this table format
G-T Add or remove category totals

You do not need to include every category of the data base in your
report. Hide any categories you don’t need; you can insert the
hidden categories later if you change your mind.

To hide (in this case, called “delete”) a category:

1 Move the blinking cursor to the category you want to delete.

2 Press 5-D for Delete.

AppleWorks deletes the category from the report format.
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To insert a previously hidden category:

1 Move the blinking cursor to the location where you want
AppleWorks to insert the cafegory.

2 Press 3-1 for Insert.

AppleWorks displays a list of deleted categories. If there are no
deleted categories, AppleWorks tells you so.

3 Select the category you want to insert, then press Return.
AppleWorks inserts the category.

You can switch the location of two categories.

1 Mcwhfho blinking cursor to one of the two categories you want fo
switch. ;

2 Press C-< fo swilch that category with the one on its left. Press
G=> to switch that category with the one on its right. '

1 Move the blinking cursor to the category whose width you want
to change.

2 Press Ci-« to narrow the column; press -9 to widen the column,
AppleWorks increases or decreases the width of the category by

one character for each keystroke.

Normally, entries in a table report are left justified. (AppleWorks
lines up their left sides.) You can also right justify (align the right
side) category columns—especially appropriate for money and
other columns of numbers.

1 Move the blinking cursor to the column you want to right justify.
2 Press i-J for Justify.
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AppleWorks can remember the sorting order it should use with
report and automatically the data base before
printing. To set the arrangement order:

1 Move the blinking cursor fo the category you want fo sort by.
2 Press G-A for Amrange.

AppleWorks asks you if you want to arrange the data base by
“Category (name),” by “Several categories,” or “None.”

3 Select “By category” or “Several Categories,” then press Return.

AppleWorks asks you to choose how you want the data base
arranged, as shown in Figure 11-6.

Arrangenent order:
- Proa

i. F to
4.#33«!

4 Select an arrangement order, then press Return,

If you have selected “By category,” :sE:leWorks arranges the
data base. Otherwise, AppleWorks you to specify the
second category and, optionally, the third category, then
arranges the data base.

& Cunoding sorfing If you want the report to use whatever order

the data base happens to be in when you print, press 3-A, then
select “None.”
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The current selection rules becomes part of the table report format.
As a convenience, you can change record selection rules while
defining a table report format. The selection rules you create here
become part of the table report format and affect the current
selection of the data base. These steps summarize how to change
record selection rules. For a full discussion of selection rules, see
Chapter 9, “Finding, Selecting, and Arranging Data Base
Information.”

1 Press 2%-R for Record Selection,

If you have any selection rules already set for the data base,
AppleWorks first asks if you want to select all records.

Answer Yes to select all records. Answer No to change the
existing rule.

If you answer No, AppleWorks displays the Select Records
screen for you to construct a new selection rule. Build a new
rule according to the steps in “Selecting Records” in Chapter 8.

2 When you have finished changing the selection rule, press Retum,

The new selection rule becomes part of the table report format.

Press 5-N to change the name of the table report.

2 Type in the new name, then press Return.
AppleWorks asks you to type in a title line. The title line

appears just above the category names at the top of the table
report.

3 If you want a title line, type it, then press Return.

If you do not want a title line, press Escape. AppleWorks
returns you to the Report Format screen.
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Report Calculations

You can do two different kinds of calculations in your reports.
Figure 11-7 shows a simple report with calculations.

File:  Fruits Paie |
Rerort: by Fruit October |, 1993
Produce ~ Farm Revenue Goal  Difference
gpyie gonﬁ ﬁarlg :2:393.38 $2,000.00 40 gg
ni ; : s
g o IR R
Cherry Doe Ranch $1,200.00 $1,500. 60 $300.00
hery. - Joms Firnd :2,%33 $2,508 08 $6 08
$3.708. §4,000.00 $160 .60
Pear Smith Ranch 41,000,008 li;SBB.ES $0.00
$1,006.00 $1,000.00 46.00
Putabaga  Doe Ranch $2;BEH $2.208.668 $206 .68
$2,000.9 $2,200.00 $200 06
$10,200.00 + $11,200.06 £ §1000.00 &
Press Space Bar to continue _ 2906K Avail.

you want the subtotal.

Report Calculations

You can do the following kinds of calculations:
B total a category over the entire report
B group categories for subtotals

¢ Arranging and grouping is important to subtotals If you want
AppleWorks to subtotal when the contents of the controlling
category changes, you must arrange the data base so that
identical entries appear together, total the categories you want,
and group the selection. If the entries change randomly
throughout the data base, AppleWorks subtotals randomly
throughout the data base. You must total the category in which

M AppleWorks Veterans Previous versions of AppleWorks let you
define calculated categories in reports. AppleWorks now lets
you define calculated categories in the data base itself, using
much more flexible formulas. For this reason, calculated
categories have been removed from reports. See Chapter 8,
“Category Rules & Options,” for more details.
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'I'ohling P 1 Move the blinking cursor to the category you want to total.
Column 2 Press - for Total.

AppleWorks asks how many decimal places you want in the
total, and proposes 0 decimal places.

3 'Il;);mpe in the number of decimal places you want, then press
rn.

AppleWorks asks how many blank spaces you want to leave to
the right of the column, and proposes three blank spaces.

4 Type in the number of blank spaces you want, then press Return.

AppleWorks replaces any sample entries with a series of 9's and
a double underline to signify a totaled category. Figure 11-8
shows how totaled categories appear on screen.

Figure 11-8 E;le bFrgztEr i REPORT FORMAT Escape: Report Menu
% r Y rryl
Tofaled categories Se cha All records
Grmlp ROEME-glivProeg v oo
Hove cursor — 1ght Jjustify this categur?
Suitch cateqorg pngmons N ge repof name and/or title
Change tol unn ﬂl ] Prm er options
-f Auto-sort optlnns off P Print the report
] Eelete this ca egarg R Change record selection rules
d/renove group totals . T Rdd/remove category totals
-1 Insert a prev. deleted category
;! g& 14 14 64
Eaducs arn Reuenue Goal 1FFerenta Iﬁ
Fpple Jones Farss 999999999 95 9993993999.99 999939.99 7
ﬂ%v?{e Smith Ranch 9999335999 95 99399539 .99 gggg 9333 99 8
Cherry [oe Ranch ggﬂgagssgs‘sg 9399999999 99 _§§§§§§9999 5
i e g 4
Use options shoun above to change report format 2986!( fvail.
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Groupin
ories for

1 With the cursor in the category you want fo group for

subtotaling, press -G for Group.
AppleWorks asks whether you want to print group totals only.
Answer No if you want to print all numerical entries and

category totals as well as group totals. Answer Yes if you want
to print only the subtotals (for groups) and totals.

Select Yes or No for group totals, then press Refurn.

AppleWorks asks whether you want to go to a new page after
each group total. |

Select Yes or Nnioranew_phge, then press Return.

AppleWorks enters your grouping instructions and nétes any
grouping at the top of the screen, as shown in Figure 11-9.

R le: Fruit
o8

Group totals on: Produce &

e e e e e e e

=3
g @-¢ Switch category positions

ort: by Eruit
action’ ALl records

&~ Hove curser

1 Move the blinking cursor to the eategory whose total or grouping

you want fo remove.

2 Press ¢-T to remove the total for the category. Press -G to

remove the grouping (and subtotaling) for the category.

¢ Grouping and Subtotaling The commands G-T and -G act like

on-off switches to turn totaling and grouping on and off.

&
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Printer Options for Reporis

Figure 11-10
Printer options for

a typical report

Selecting or
Chang ing
Printer Option
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Printer options all appear on the Report Format Printer Options
screen. Make sure that the printer options for each table report

format are set properly. Settings for a typical table report appearin :

Figure 11-10.

# Printer option minimums, standards, and maximums Table 4-1

lists minimum, standard, and maximum values for these printer

options.
Eiw Fruits PRINTER OPTIONS Escape: Report Format
Report: I Fruib. - o TR LA A :
mescwnslof | and right margins--=----- ======Top and botton narcluns -------
PI-t Platen Width 8.9 inches PL' Paper Length 1.9 inches
tht Nargin 0 Inches E argm .9 inches
RH t Margin 8.0 inches BH to ar?m 2.0 inches
Cl: Chars per Inch 10 LI+ Lines per Inch 6
Line width 8.0 inches Printing lzngth 9.0 inches
Char per line (est) 89 Lines per page 54
ussepssinsasnisnisfanabing 0pLiongs=ros-momcetemmesee
§C: Send Special Codes to printer He
¢ Print a Dash uhen an entrg 1s blank No
Print report Header at t cg of each g a fes
Single; Double or Triple Spacing ($5/ 55
Type a tuo letter option cote _ 290K fuail

Press -O to display a list of printer options.

AppleWorks displays the Printer Options screen, as shown in
Figure 11-10.

Select an option by typing its two-letter code.

Depending on the option, AppleWorks either switches the
setting to its opposite (changes yes to no, for example), or gives
you an opportunity to type in the new setting.
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Entering
Special Printer
Control Codes

3 ;ypainﬁumsefﬁng,iprpleWorksnsks!orom,ﬂnnpmss
eturn.

4 When you have finished setfing printer opfions, press Escape.

AppleWorks returns you to the table report format. The printer
option settings you have made become a part of the table report
format.

AppleWorks can send printer control codes to your printer at the
beginning of the print operation. You can use them for selecting
printer features such as compressed print. AppleWorks sends the
special codes only when you print this data base report format. In
other words, each report format can have its own special codes.
You need not enter them in the description of your printer (if you
do that, you do not need to enter them here).

You can enter any special codes that your printer may require.

To enter a code, just type the keystrokes. For example, if your
printer manual calls for a Escape-E, press Escape and then Shift-E
(uppercase and lowercase are always important to special printer
codes). If your printer manual calls for Control-N, hold down the
Control key and type N.

¢ Oops! AppleWorks enters every character you type—including
backspace and return. If you make a mistake, press 3-Return
and then type SC for a chance to retype your codes.
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Printing a Table Report

You can print a table report to:
B your printer
B the screen, to preview the report before printing

B the Clipboard (to bring data with no tab characters into the
Word Processor module of AppleWorks, or to export totals)

M an ASCII text file or DIF file on disk

# Before you print for the first fime... AppleWorks comes set up to
print on the Apple ImageWriter I and II printers. If you are
using a different printer, you must set up AppleWorks for the

- printer you are using, See Appendix C, “Printer Configuration,”
for the steps necessary to configure AppleWorks for the printer
you are using.

To print a table report:
1 Select an existing table report format or create a new one.

2 Make sure that the table report format has the selection rules you
want and that it is arranged the way you wish.

3 Check the Printer Options screen to make sure that you have set
the printer options correctly for the report and for your printer.

4 Make sure that the printer is on and that there is paper in it.
5 Press &3-P for Print.

AppleWorks displays a screen asking where you want to print
the report. Figure 11-11 shows the choices.
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Figure 11-11

_ Print destinations

Where do you want to print the report?

| ”! Screen

Nord Processor 1pbo&rd {Replace)
Hord P ro:nEﬂr wboar {Flppend)
A taxt tle on disk

A OIF CTR) file on disk

G\M-.CAIN'—"

& Select one of the print destinations, then press Refurn.

O

If you select j}our printer (you may see up to five different
printers or printer setups on the screen), AppleWorks prints
your report on the printer.

If you select “The screen” AppleWorks sends the report to
the screen, rather than the printer. This is convenient for

previewing reports.

If you select “The clipboard (for the Word Processor)” (or
“Append”), AppleWorks prints the data base on the
Clipboard with any Tab characters replaced by space
characters to preserve the data base column alignment when
you copy the information into a Word Processor document.

If you select “A DIF (TM) file on disk,” AppleWorks asks
you to type in a pathname for the DIF file. Type the
pathname, then press Return.
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Figure 11-12
Printing a report
on the screen
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o

If you print to the screen, your report looks like Figure 11-12.

If you select “A text (ASCII) file on disk” AppleWorks asks if
the file should have “Tabs between categories, Returns
between records,” “Characters between categories, Returns
between records,” or “Return after each category.” Select
one, and AppleWorks asks you to type in a pathname for the
ASCII file. Type the pathname, then press Return. :

“Tabs between categories, Returns between records” saves
the ASCII file on the disk with a Tab character after each
category in a single record and with a Return character
signifying the end of each record.

“Characters between categories, Returns between records”
saves the ASCII file on the disk with a character you specify
after each category, and with a Return character at the end of
each record. Many data base programs want to see text files
with commas between categories; this option lets you do it.

“Return after each category” saves the ASCII file on the disk
with a Return character at the end of every category. This is
the format that earlier versions of AppleWorks used.

File:  Fruit ' Pace |
Reburt by Bl October 1.1
Produce  Farm Revenue Goal Difference
Beple Jones Farns $2,800.00 $2.000 40 .80
fpple Smith Ranch $1,500.00 12,000.90 sgaa.aa
$3,500.00 $4,000. 08 $500.60
- Y ] haeE  bam o Ra
er one : ; .
s g 768 seeses  430.09
Pear Smith Ranch $1,808 .86 §1,000.90 $0.
©SL90008  $1.680.06 )
Rutabaga  Doe Ranch $2,000.00 $2,200.08 Sggﬁ.ﬂ&
§2,000 08 §2,200. 0@ §260.80
$16,200.00 +  §l1.200.06 % ¢loocbes |
Press Space Bar to continue _ 2986k Auail.
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AppleWorks provides two kinds of reports: table reports and label
reports. Table reports are columnar with all the data from one
record on one line. This allows you to total and subtotal columns
in the records of your data base.

Label reports are multiline reports; the information from one
record can be on several lines. Their most prevalent use is creating
mailing labels from the information in your data base (although
you need not print labels to print a label-format report).

AppleWorks’ mailing labels go together with AppleWorks’ mail
merge (form letter) capabilities. You create the form letter with
Mail Merge, and create the mailing labels to mail them with a label

report.

B You can print from 1 to 24 labels across. (Most label paper is set
up for 1 or 3 labels across.)

B You can save up to a total of 30 report formats, whether they are
table reports or label reports.

M Each mailing label format can include selection rules and
sorting order for the data base,

The process of producing mailing labels is a simple one. This
Chapter explains how to create a mailing label format or use one
you already have defined for this data base, make any changes to
the label that may be necessary, set printer options, and print the
labels.
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Using a Label Report

AppleWorks can save two kinds of report formats: label report
format for mailing labels and table report formats for columnar
reports. (See Chapter 11, “Creating a Table Report.”) AppleWorks
refers to both kinds of saved formats as “reports.”

¢ Putting a label on it Just because you print a mailing label
format doesn’t mean you must print the format on mailing
labels. You might want to print a list of names and addresses
three or four across on plain paper—say, to check off attendees
at the Fireman's Ball or to send to an organization where an
official quorum is necessary.

@ Important To create or use any mailing label, you must first add
the data base to the Desktop, and make sure it is displaying the
Review/Add/Change screen in either Multiple or Single
Record Layout.

For a definition of Multiple and Single Record Layout, see
Chapter 7, “Creating a Data Base.”

c"“ing a New AppleWorks saves all label and table report formats along with the

Label Report data base.
Format 1 Press ¢:-P for Print.

AppleWorks displays the Report menu, shown in Figure 12-1.
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File: Address REPORT NENU Escape: Review/Add/Change
Report: Hone

t ort Furnat
E' ?r 3b]

Duplicate an existin
Erm H forlet
“Erase all fornats

ﬂbﬂ-m-—-

Typz number, or use arrows, then press Return _ 2906K Avail.

2 Select “Create a new ‘labels’ format,” then press Return.
AppleWorks asks whether it should create the new format from

scratch or base it on the current Single Record Layout. Figure
12-2 illustrates the different results you can get.

3 Select “From scratch” or “From the current layout,” then press
Return.

AppleWorks asks you to type in the name of the new format.

4 Type in the name for the new label report format, then press
Return.

AppleWorks displays the initial label on the Report Format
screen, ready for editing (Figure 12-3).
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Using o Label Report

l'low"Frans;ufd'l'dins
from “From layout”

[Fie s TRAHE NRCGITERAT Trram ot T

.,
"rﬂ' ot icne
". . "mmn

"""".,?" ":“l g,
i ﬁn W F:;::mﬁ%‘

Te bry o ota O commindy il

Eih: “‘E’ﬁfs “REPORT FORMAT Escae: Report Mem
Selection: 811 records
First Hane
Hame
ddress
g@;
mmmemmmmememeameeenenae=Earh pecord will print 6 lines

Use cptions shoun on Halp Screen a1 for Ile1lrp

“From Scratch” generates a simple list of categories, in the order in which the categories were defined

File: Aodress REFORT FORRAT Escare Report ]
hfrtg Ladels i
Selaction: 811 records
L1}
z = zsssses |
First Hame Last Name
ess
Ci § Z
- RS all prioh 3 lites
[Fie e O Tocass Wit s
Salaction BI| recerds
Baterd | of 03 120 swlactadl
Rl L e
T T I-Jn options shoun on Help Screen -7 for Help

“From Layout” generates copies the Single Record Layout o the report format
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Figure 12-3 File hdires REPORT FORNAT Escape: Report Menu
H LiDRls
&E‘é‘gi;b{im Selection: Il records
from a layout) e
First Hame L S Last Hame )
Rddress
City State |
s Each record will print 3 lines
Use options shoun on Help Screen ¢-7 for Help
Using an 1 Press Ci-P for Print.
| h"' ng Label AppleWorks displays the Report menu (Figure 12-1).
Format
2 Select “Get a report format,” then press Return,
AppleWorks displays a list of available report formats for both
columnar reports and mailing labels. If there are no formats

available, AppleWorks tells you.
3 Select the report format you want, then press Return.

If the format includes any arrangement (sort) order or selection
rules, AppleWorks executes these and displays the format.

¢ Where did all the records go? AppleWorks includes selection
rules in its report (columnar and label) definitions. When
AppleWorks gets the format, it selects records from the data
base using these rules. Change the rules to get your records
back. See “Including Record Selection Rules in the Label
Format,” later in this Chapter.

Using an Existing Label Format 255




Duplicating or
Erasing
Formats
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leport

It’s often easier to change a detail or two on an existing format than
it is to create one from scratch. :

1 Press ¢i-P for Print.

AppleWorks displays the Report menu.
Select an opfion.

To duplicate an existing format, select “Duplicate an existing
format,” then press Return. Type in the new name, then press
Return.

To erase one format, select “Erase a format,” then press Return.
AppleWorks displays a list of available formats and asks you to
select a format. " :

To erase all report formats for the data base, select “Erase all
formats,” then press Return. AppleWorks warns you, and gives
you a chance to change your mind (choose No).

3 Select a format, then press Return.
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Designing the Label Format

Once the report format for the mailing label is on the screen, you
can move categories, delete them from the format (and restore
them later if you change your mind), make the spacing
automatically close up between the city, state and zip—or any
other categories on the same line—and print either the contents of
the category or both the contents and category name.

& X marks the spot The first character of a category’s contents
prints where the first character of the category appears in the
format. If you plan to put more than one category on a line (city,
state, and zip, for example), see “Closing Up Space: Justify
Categories” later in this Chapter.

Table 12-1 lists the commands you can use to edit the label format.

Keystroke  Action
+ ¥ ¢ Move the cursor
(-4 ¥ « & Move the category in the label format

G-> Display next record in data base if zoomed in

B-< Display previous record in data base if zoomed in
3-1...3-9 Go to beginning...end of data base file if zoomed in
3-A Arrange (sort) the data base

G-D Delete this spacing line or category cursor is in

-1 Insert a spacing line or category you have deleted
aG-J Left justify category (close up space to left)

3-N Change report name and/or title

3-0 Display list of printer options for label format

3P Print labels '

3-R Change record selection rules for this label format
a-v Print both name and value for category cursor is in
a-Z Zoom between category names and label appearance
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M°Vi|‘9 1 Use the + % « 3 keys to move the blinking cursor under the first
Categories character of the category name.

Within a 2 Press G-+ ¥ ¢« # to move the category fo a new position.
Label Format

The category name moves one character in the specified
direction each time you press the key combination. AppleWorks
prevents you from placing one category on top of another or
moving a category through another category (you can,
however, move categories around other categories).

AppleWorks lets you have up to 60 lines in a label report. The
screen automatically scrolls when necessary to allow you to
place categories wherever you like.

C|°5ing uP You'll often want the information from more than one category on :
S Justi the same line. A good example of this is first and last names, or
pace: Jus "Y city, state or province, and zip or postal code in an address.

Categories
AppleWorks puts the first character of the category’s contents
where you have placed the first character of the category in the
format. This can lead to category locations that are too short or too
long on any given label.

To have AppleWorks allow just enough room, but not too much:

1 Move the blinking cursor to the first character of the category
want fo have AgleWorks adjust automatically. "

2 Press -J for Justify.

AppleWorks places a < (less than) symbol to the left of the
category. Figure 12-4 shows a mailing label justified so that
AppleWorks automatically closes up space between categories.

@ Closing up When you close up space, the category to the right
starts one space after the category to the left ends. There is no
word wrap.
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Figure 12.4

Mailing label with

iusﬁﬁgﬂ fields

Justified categories are marked
with o leading “<* symbol and
automatically close up any
excess space fo their lefi

Hiding and
Insertin

Categories
and Lines

File: ﬁddresi REPORT FORMAT Escape: Report Menu
ﬂe?ortf Labels
Selection: A1l records
Ll
Lt e e e e e e e e e S
First Name {Last Hame
ddress
City {§tate e
Each record will print 3 lines
Use options shoun on Help Screen ¢ for Help

You can delete a category from the format so that it does not
appear on the report. Deleted categories are still part of the data
base—they just don’t appear in this format.

To hide (in this case called “delete”) a category or a line:

1 Move the blinking cursor to the first character of the category or
anywhere on the line you want to delete from the format.

2 Press &5-D for Delete.
AppleWorks deletes the category or line from the format.
If more than one category is on the same line (for instance, City,

State, and Zip Code), AppleWorks deletes only the category under
your Cursor.
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You can insert any category from the data base that does not
currently appear in the format. You can also delete or insert blank
lines. To insert (or reinsert) a category or blank line:

1 Moval\eblm cursor to the location where you want fo insert

blank line.
2 Press (i-1 for Insert.
AppleWorks displays a list of items you can insert—a line

above the cursor, a line below the cursor, or a previously
deleted category.

3 Select the item you want to insert, then press Return.
AppleWorks inserts the item.

AppleWorks can remember the sorting order it should use with

each report and automatically arrange the data base before

printing,

To set the arrangement order:

1 Move the blinking cursor to the category you want to sort by.
2 Press “-A for Arrange.

AppleWorks asks you if you want to arrange the data base by
“Category (name),” by “Several categories,” or “None.”

3 Select “By category” or “Several Categories,” then press Return.

AppleWorks asks you to choose how you want the data base
arranged.

Chapter 12: Creating a Label Report
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Including
Selection Rules
in the Label
Format

4 Select an arrangement order, then press Return.

If you have selected “By category,” AppleWorks arranges the
data base. Otherwise, AppleWorks asks you to specify the
second category and, optionally, the third category, then
arranges the data base.

# Canceling sorting If you want the report to use whatever order
the data base happens to be in when you print, press (-A, then
select “None.”

The current selection rules becomes part of the mailing label
format. As a convenience, you can change record selection rules
while defining a label report format. The selection rules you create
here become part of the label report format and affect the current
selection of the data base. These steps summarize how to change
record selection rules. For a full discussion of selection rules, see
Chapter 9, “Finding, Selecting, and Arranging Data Base
Information.”

1 Press Oi-R for Record Selection.

If you have any selection rules already set for the data base,
AppleWorks first asks if you want to select all records.

Answer Yes to select all records. Answer No to change the
existing rule.

If you answer No, AppleWorks displays the Select Records
screen for you to construct a new selection rule.

Build a new rule according to the steps in “Selecting Records”
in Chapter 10.

2 When you have finished changing the selection rule, press Return.

The new selection rule becomes part of the label format.
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Changing the 1 Press ¢-N to change the mailing label format name.
Report Format

2 Type in the new name for the format, then press Return.
Name L P

AppleWorks asks you to type in a title line. The title line
appears just above the top line of the label.

3 If you want a title line, type it, then press Return.
If you do not want a title line, press Escape. AppleWorks

returns you to the Report Format screen.
i,
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Selecting or
Chunglng a
Printer Option

Figure 12.5
How to set printer options
for 1-inch mailing labels

Set the following options:

PW. the width of your labels
(if printing more than one
across, the width of all labels)

CO: the number of labels across
on a page

PH: must be set fo No

PL: the length of one label

U: Make sure this is set properly
for the length of your label.
The number of lines in your
label, divided by the LI

sefting, must equal the page
lengne Use ¢+l in the icbaj
design screen lo insert blank
lines as necessary.

The available printer options for mailing labels are similar to table
(columnar) reports. Make sure that the printer options for your
label report format are set properly.

You must:

B set the printer options appropriate for mailing labels

M turn off the Top-of-Page command

M set any special codes your printer requires or that you want

W tell AppleWorks how many labels to print across the page

1 Press 3-O to display prinfer options.

AppleWorks displays the Printer Options screen as shown in
Figure 12-5. Settings for one-across labels, each 1 inch from top
to bottom, appear in Figure 12-5. To find out how to measure
mailing labels, see Figure 12-6.

File: fddress PRINTER OPTIONS
Report: Labels

szzsssssss SSITEIIIIIEIIEINIIECIICERSESSISSSEIScassissseszssssss

Escape: Report Format

------- Left and right marging-------- --=-==Top and bottom marging-------
Pi: Platen Width 3.8 inches PL: Paper Lensth | .8 inches
Li: Left Margin .9 inches Th: Tug Haraln , .8 1nches
Ri: Right Margin 8.8 inches BY: Bottom .ar?m 0.8 inches
£l Eh?rs per Inch 10 L1: Lines per Inch
C0: Columns 1

Line width 3.0 inches Printing length {.8 inches

Char per line (est) 38

Lines per page
Char per col (est) 38

mmesmmsoeneseameene-forpgtting gptigngemessumsnssmsmenanns
SC: Gend Special Codes to printer Ho
PO: Print a Dash when an entry is blank Ho
PH: Print report Header at top of each page Ko

OL: Owmit Line when all entries on line are blank Yes
K5 Keep number of lines the Same within each record Yes

Type 3 tuo letter option code _

2984K Avail.
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Figure 12-6
Measuring mailing labels

Measure from the bottom of one
label to the bottom of the next to
get the Page Length (PL)

Measure from the left of the first
label column to the rfghf of the
last label column to get the

Platen Width (PW)

264

# Printer option minimums, standards, and maximums Table 4-1
lists minimum, standard, and maximum values for these prin|
options.

2 Select an option by typing its two-lefter opfion code.

Depending on the option, AppleWorks either switches the
setting to its opposite (changes Yes to No, for example), or gt
you an opportunity to type in the ncw setting.

# To print multiple columns of labels For multiple columns of
labels, be sure to set CO (columns) to the number of labels
across you want to print; set PW (platen width) to the width
the label paper, and set PL (paper length) to the measure of
your label, as shown in Figure 12-5,

3 Type in the new setting, if AppleWorks asks for one, then p
Return.

@ Set “Print report header” to No Remember to set the “Prin

report header” option to No; otherwise, AppleWorks will
a header on each label.

4 When you have finished setting printer options, press
AppleWorks returns you to the mailing label format. The

printer optn:m settings you have made become part of th
mailing label format.
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Turning Off the
Top-of-Page
Command

Entering
Special Printer
Control Codes

This is a condensed version of the information in Appendix A,
“Installing a Printer.” It outlines the steps necessary to turn off the
Top-of-Page command when printing mailing labels. We suggest
leaving the Top-of-Page command off af all times, unless you
encounter difficulty printing from some other part of AppleWorks.

1 From the Main Menu, select “Other Activities,” then press Return.

2 Move the highlight to “Select standard settings for AppleWorks,”
then press Return,

3 Highlight “Printer seftings,” then press Return.

4 Select your printer from the Printer Information screen, then press
Return. V.
The option “Accepts top-of-page commands” should be set to
No. If it is set to Yes, you must change it.

01 To change “Accepts top-of-page commands” to No, select
the option, press Return, answer Yes to “Change the value?,”
then press Return.

5 Press Escape four times to return to the Main Menu.

AppleWorks can send printer control codes to your printer at the
beginning of the print operation. You can use them for selecting
printer features such as compressed print. AppleWorks sends the
special codes only when you print this data base report format. In
other words, each report format can have its own special codes.
You need not enter them in the description of your printer (if you
do that, you do not need to enter them here).

You can enter any special codes that your printer may require.
Consult your printer manual for a list of printer codes.

Entering Special Printer Control Codes 265



YT, DI Ty e

266

To enter a code, just type the keystrokes. For example, if your
pnnhernmualcaﬂsforaEsmpe—E pressﬁsapeandﬁmen
(uppercase and lowercase are often important to g:\nm
codes). If your printer manual calls for Control-N, hold
Control key and type N.
AppleWorks enters every character you type—includ.ing =
and return. If you make a mistake, press 3-Return
andﬂlmtypesc&radumewmtypeyourcodes.

Chapter 12: Creating a Label Report



Printing Labels

Printing
Mailing Labels

You can print mailing labels to:

N

your printer
the screen (to preview them before printing)

the Clipboard (to copy into the Word Processor module of
AppleWorks)

an ASCII text file or DIF file on disk

Before you print for the first fime... AppleWorks comes set up to
print to the Apple ImageWriter | and ImageWriter II printers. If
you are using a different printer, you must set up AppleWorks
for the printer you are using. See Appendix C, “Printer
Configuration,” for the steps necessary to set up AppleWorks
for the printer you are using.

Create or get a mailing label report format from the data base.

Make sure that the mailing label format has the selection rules
you want and that it is arranged the way you wish.

Check the Printer Ogﬁons screen o make sure that you have set
the printer options for your printer and labels.

Make sure that the top-of-page command is set to No on the
Printer Information screen.

Make sure that the printer is connected properly, is on, is able to
receive information (on-line), and that there are labels in it.

Press -P for Print.

AppleWorks displays a screen asking where you want to print
the report. Figure 12-7 shows the choices.
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Figu 12-7 Khere do uou want to print the report?

Print destinations :
- "Word Processor Clipboard (Rapla§e’)

1
:
4. Hord Proce Clipb
3 8ot GRS FLLe oo digh e
6. A DIF (TH) file on disk

7 Select one of the print destinafions, then press Return.

o i you select your printer (you may see up to five different
printers or printer setups on the screen), AppleWorks prints
your report on the printer. :

O If you select “The screen” AppleWorks sends the report to
the screen, rather than the printer. This is convenient for
previewing reports.

0 If you select “The clipboard (for the Word Processor)” (or
“Append”), AppleWorks prints the data base on the
Clipboard with any Tab characters replaced by space :
characters to preserve the data base column alignment when
you copy the information into a Word Processor document.

0 If you select “A text (ASCII) file on disk” AppleWorks asksif
the file should have “Tabs between categories, Returns
between records,” “Characters between categories, Returns
between records,” or “Return after each category.” Select one
and AppleWorks asks you to type in a pathname for the
ASCII file. Type the pathname, then press Return.
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“Tabs between categories, Returns between records” saves
the ASCII file on the disk with a tab character after each
category in a single record and with a Return character
signifying the end of each record.

“Characters between categories, Returns between records”
saves the ASCII file on the disk with a character you specify
after each category, and with a Return character at the end of
each record. Many data base programs want to see text files
with commas between categories; this option lets you
accomodate them.

s
“Return after each category” saves the ASCII file on the disk
with a Return character at the end of every category. This is
the format that earlier versions of AppleWorks used.

O If you select “A DIF (TM) file on disk,” AppleWorks asks
you to type in a pathname for the DIF file. Type the
pathname, then press Return.

If you elect to print to the screen, your labels will appear like

those in Figure 12-8.
Figure 12-8 éghElJaEes
S 1
Prinfing labels to the screen Fo s OH 4328
David Buars

212 Richard fve.
Albany NY 12121

Susan Doe
28 Bluebell Hag
Greensboro HC 27455

Ellen Smith
8803 Orange Or.
Baverly Hills CA 98218

Press Space Bar to conbinue 2904k Avail,
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Plding o Welkiheut

A worksheet (or spreadsheet) is made up of rows and columns—
like a ledger sheet or the financial analyst’s “worksheet” that gave
this type of program its name. A cell is the intersection of a row
and a column. A cell can hold text, numbers, or a special type of
formula that calculates a result and displays it on screen. Figure 13-

1 illustrates the parts of a typical worksheet file as it appears in
AppleWorks.

A number at the left side of the screen identifies each row; a letter
at the top identifies each column. The place where an individual
row and column meet is called a cell. You identify each cell by its
column letter and row number—for example, cell B4 or cell H36.
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Figure 13-1
Typical worksheet

© COLUMNS
Labeled by lefters

© ROWS
Labeled by numbers

® CELLS
The worksheet is composed of
cells. A cell is the intersection of

a row and a column.

O LABEL
Text entered info a cell

© VALUE
Numbers entered into a cell

® CELL FORMAT & VALUE
Tells how the cell is formatted
and its unformatted value
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ilding a Worksheet

22;:':%:?:‘2252“32”::“!&52223:3 ::.E’:l?:lg==E=====:===:F§§§gg§::!:£2=§2u
i
05 ) o FEB WaR
4| INCOKE
2 {nploumtpincae k1 - $2,000.00 $2,000 60
ay Lnec T By » s
7 4 ?Eg Check 2 m §1,080.00 $1, S.ea
g Other $166.80  $100.80  $300.89
8 1nvestaent Income
l Interest $50.00 $50.00 4§50 69
Rental $560.80  §586.20  $568 @8
2 | Other §75.08 $73.00  §70.08
E Other Income $200.66  $125.80  $125.60
BEXPENSES
Egés(igitmll, Value, Layout-M2)
Type entry or use ¢ comrands ad ¢-7 for Help
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Using AppleWorks’ spreadsheet functions and formulas, you can
build profit and loss statements, calculate mortgage payments,
perform trigonometric calculations, or perform weighted student
grade averages—do any kind of numerical calculations that work
well in rows and columns.

A worksheet’s calculations are interlocked in such a way that one
calculation can use the results of others. Figure 13-2 shows how.
This is the essential concept of the spreadsheet.

Figure 13-2 CELL AT
How one calculation depends

on the results of others
E“_J‘m
= 21*5-18=87
)
| /5218 !

In a worksheet, calculations don't just happen once as they do
when you use a hand-held calculator. They happen every time you
enter new data, making the worksheet a dynamic way to see the
effects of your decisions before you make them.

Create a new worksheet file or add an existing file to the Desktop
by following the steps in Chapter 2, “Adding a New File to the
Desktop.”

¢ A word about ferminology AppleWorks generally uses
“spreadsheet” to refer to its ability to do row-and-column
calculations—"the AppleWorks spreadsheet screen.”
AppleWorks uses “worksheet” to refer to the file of calculations
that you set up and save—"Save your worksheet on the disk.”
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Moving Around the Worksheet

Figure 13-3 summarizes the keystrokes you can use to move the
cell pointer around a worksheet file. You can also move to specific
cell locations or find specific cell contents with the Find command.

Figure 13-3
Moving around a worksheet

CELL BY CELL
To move pointer one cell in any
direction, use the # + + # keys

SCREEN BY SCREEN
To move pointer left or right one
screen, use the &-¢/# keys

COLUMN BY COLUMN
To move pointer right or left one
column, press Tab or 2-Tab

SCREEN BY SCREEN
To move pointer up or down one
screen, use the c-#/+ keys

PROPORTIONALLY
To move from top to bottom

proportionally, press ¢i-1...9.
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Finding a 1 Create or add a worksheet to the Desktop.

Specific Cell 2 Press &i-F for Find.
Location

AppleWorks asks if you want to “Repeat last” find operation,
look for specific “Coordinates” (a cell location), or look for
“Text” (a label), “Number” (a value), or “Formula.”

3 Select “Coordinates,” then press Return.

AppleWorks asks you to type in a complete cell location—such
as B2 or H83. You can use lowercase letters, but you must type
in both the column letter(s) and row number.

4 Type in the cell location, then press Return.

AppleWorks moves the cell pointer to the specified location.

@ To go back there later AppleWorks remembers your last Find
operation, and whether it was to cell coordinates or to a cell
containing text. If you move somewhere else in the worksheet,
you can press 3-F and then Return, and go back to the cell you
just looked for—as long as you don’t use Find in the meantime.
Even if you looked for a cell containing text, numbers, or a
formula, AppleWorks still remembers the coordinates of the last
cell you looked for and offers it as the default for the next Find.

ﬂndlng Cell 1 Move I'be cell pointer to the cell where you want to start
Contents saarching.
AppleWorks starts searching from (but not including) the
current cell. To search the whole spreadsheet, move the cursor

to the upper left corner (cell Al). (You could also start from the
lower right corner and search backward.)

2 Press -F for Find.

AppleWorks asks if you want to repeat your last Find
operation, look for specific coordinates (a cell location), or look
for text, numbers, or formulas.

3 Select “Text,” “Number,” or “Formula,” then press Return.
AppleWorks searches only the types of cells you specify. If you

select “Number,” AppleWorks will also find formula cells
which evaluate to the value you specify.
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1 Text Searches the displayed value of cells for the text you
specify (can be numeric—searching for 77 will find cells that
contain 1776, for example)

- Number Searches the underlying numeric value of number
and formula cells, matching with a precision based on the
search value (e.g., 8.9 in a cell formatted with zero decimal
places would display 9; searching for 8 or 8.9 would find it,
but searching for 9.0 would not)

0 Formula Searches the underlying formula for the specified
text—use for finding all the usage of @SUM

After specifying a cell type, AppleWorks asks for the search
direction.

4

Select the search direction and press Return.

0 Ahead by row starts with the current pointer location,
searches rightward until it reaches the end of the row, then
moves down to the beginning of the next row and continues
the search from there.

01 Back by row starts with the current pointer location,
searches leftward until it reaches the beginning of the row,
thén moves up to the end of the preceding row and
continues the search from there. '

01 Down by column starts with the current pointer location,
searches downward until it reaches the bottom of the
column, then moves right to the top of the next column a
continues the search from there.

- Up by column starts with the current pointer location,
_searches upward until it reaches the top of the column, then
moves left to the bottom of the preceding column and
continues the search from there.

Hold down the & key while selecting the search direction to
restrict the search to only the current row or column.

AppleWorks now asks for the information you want to find.

Type in the text to find, then press Return.

AppleWorks moves the cell pointer to the cell containing the
information you have specified, if any. If AppleWorks can’t find
any cell containing that information, it tells you so.




lﬂﬁillg To search for the contents of a cell (text or number) and replace
“ | con'&l‘ll‘! them with another value, follow these steps:

1 Move the cell pointer to the cell where you want to start
searching.

AppleWorks starts searching from (but not including) the
current cell. To search the whole spreadsheet, move the cursor

to the upper left corner (cell Al). (You could also start from the
lower right corner and search backward.)

2 Press &-R for Replace.
AppleWorks asks if you want to look for text or numbers.
3 Select “Text” or “Number,” then press Return.
AppleWorks searches only the types of cells you specify.

After you specify a cell type, AppleWorks asks for the search
direction (see previous page for a description of each option).

4 Select the search direction and press Return.

Hold down the & key while selecting the search direction to
restrict the search to only the current row or column. '

AppleWorks now asks for the information you want to find.

5 Type in what you want to find, then press Return,

Next, AppleWorks asks for what you want to replace that
information with.
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6 Type the replacement you desire, then press Return.

AppleWorks asks ¥0u whether you want to replace the items
one at a time, or all at once.

If you select “One at a time,” AppleWorks highlights each
instance and asks you whether you want to replace it before
doing so. If you select “All,” AppleWorks replaces the data in
all the cells which meet your specifications without asking you
each time.

7 Select “One at a time” or “All,” then press Return,

If you have selected “One at a time,” AppleWorks finds each
cell which matches your criteria and asks whether you want to
perform the replacement. After you answer Yes or No,
AppleWorks asks if you want to continue searching.

If you have selected “All,” AppleWorks does the replacements

all at once, without asking your permission for each cell which
matches the search criteria.

Chapter 13: Building a Worksheet




vilding a New Worksheet

There are three building blocks for your worksheet: label, value,
and formula. A label is text that you enter into a spreadsheet cell. It
can be up to 70 characters long. A value is a number; it can display
up to seven decimal places and display a currency symbol,
commas, and percent sign. However, it isn’t necessary to include
all of these.

A formula is a mathematical expression that evaluates to a value.
This value can either be a number or text. Most often, a formula
refers to other cell locations (for example, the formula +A1+B2).
The other cell can in turn hold a label, a value, or a formula. (While
you can't add the value in Al to the label in B2, AppleWorks does
have functions that can return text as the result of a numerical
computation, or a value from a comparison of labels.)

Being able to refer to the contents of cells or the results of
calculations in other cells gives the AppleWorks Spreadsheet its
power and flexibility. When a formula refers to a cell location,
AppleWorks checks that cell location to get the result of any
calculation, label, or value that might be there, then uses that
information in the formula that originally referred to the other cell.

AppleWorks comes with a set of built-in functions that make it
easy to create formulas that do complex calculations. Each function
begins with an @ symbol so AppleWorks can distinguish it from a
label or a cell reference. Most functions accept a value, a list of cell
locations (Al, A2, A3), or a range of cells (Al...A3).

Functions include summing up a range (@SUM), finding the net
present value of money (@NFV), or locating a particular label in a
list of labels (@LOOKUP). You can find a complete list of functions
in Chapter 16, “Summary of Spreadsheet Functions.”

To build a worksheet, you enter labels, values, and formulas in the
cells where you want them to appear.
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Typing into
a Cel

Deletin
Something
You‘ve Typed

Entering a
Label
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Move the cell pointer to the cell in which you want to type. When
you begin t‘ﬁnmg, you’ll see what you type appear at the bottom of
the screen with the AppleWorks blinking cursor. When you've

finished typing into a cell, press Return or any arrow key.

If you must enter a column of identical values, you can use the ¢-"
(ditto) command. Do not press the Shift key while using this
command. Ditto copies the contents of the cell above the cell
pointer into the current cell. If the cell above the cell pointer
contains a formula, cell references are adjusted to be relative to the
new ldcation of the formula.

If you're unhappy with something you've typed into a cell, here’s
how to fix it before you press Return. Once you have pressed
Return, AppleWorks accepts whatever you've typed into the cell.
You can still edit information you've already entered into a cell,
but it’s easier to catch it before fycm press Return. If you want to
erase the character to the left of the cursor, press Delete.

A label may be up to 70 characters long. If a label is wider than
current column width, and if the columns fo the right of the label cell
are empty, AppleWorks will split the label among the columns so
that you can read all of it. If the cell to the right is not empty,
AppleWorks does not extend the label. You can also widen a
column. See “Setting Column Width” in Chapter 14.

1 Move the cell pointer to the cell where you want the label.
2 Begmlypmﬁywdhonyhfht ; AppleWorks enters the label

If you want a label to begin with a numeral, press " (double
quotation marks) before you begin typing. Figure 13-4 shows
how a label looks while being entered.
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3 | R
A36: (Hidth: 9)

Label: éost of &Tds,
Complete the labe

3 When you have finished typing the label, press Return,
AppleWorks enters the label on the worksheet.

AppleWorks can display a value with up to seven decimal places.
1 Move the cell pointer to the cell where you want the valve.

2 in typing with any numeral (0 through 9) or with the minus
Ei;?! (-gpApgleWork:Y enters the value automatically.

The minus sign is useful for entering a negative value. You can
also begin a value with a plus sign or an open parenthesis.
Figure 13-5 shows how a value looks while you're entering it.

3

(ol
Conplete the value

3 When you have finished typing the value, press Return.

AppleWorks enters the value on the worksheet. If your value is
wider than the cell, AppleWorks displays a series of number
symbols (for example, ##HH#H#####). You do not need to enter
commas or dollar signs—in fact, you cannot use these
characters. You can reformat the value (remove decimal places
or add currency symbols) or widen the column later. See “Value
Formats” or “Setting Column Width” in Chapter 14.
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Entering a 1 Move the cell pointer to the cell where you want the formula.

Formula or 2 Type open parenthesis, a plus sign (+), a minus (-) sign, an @

Function sign [to start with a function), or a numeral from 0 through 9 to
start the formula,

If you want to start the formula with a cell reference, you must
type an open parenthesis, a minus sign, or a plus sign to tell
AppleWorks you're not typing a label. Figure 13-6 illustrates the

process of entering a formula.

Figure 13-6 a
Entering a formula o .
: J2d: (Hidth: 33
Value: +BE-C6_
Conplete the value

# Can’t remember the function you need? Press &-F for a pop-up
menu of the available functions. Selecting a function from the
menu automatically enters it into your formula and displays a
summary of the required arguments below the entry line.

3 When you have finished typing the formula, press Return.

AppleWorks enters the formula into the worksheet, calculates
it, and displays its result immediately.

& Beware the circular reference! A circular reference happens
when two or more cells refer to each other, for example: Al=
B2*3 and B2=A1+4. You can have several calculations in
between, so that it’s not immediately apparent that two
calculations depend on each other. One way to spot a circular
reference is to press C-K a few times to force recalculation, If the
value of a cell keeps changing, you probably have a circular
reference. You may want to rethink the layout of your
worksheet so that circular references are not used.
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When typing in a formula, there are several ways to enter a cell
reference (the reference to another cell). Do not press Return until
you have finished entering the formula.

You can enter a cell reference in the following ways:
B Type the cell location directly (for example, BK52).

W Use the + ¥+ € # keys to move the cell pointer and point to the
cell you want to refer to. To continue typing a formula after
pointing, enter one of the arithmetic operators (+, -, /, *, or * for
exponentiation), a comma, or a closing parenthesis, and then
enter the next number or cell reference.

B To enter a list of cells, type an open parenthesis, type the first
cell reference (or point), and then type a comma (,). Continue
typing cell references (or pointing) and placing a comma
between each. When you have finished typing the list of cell
references, close the list with a closing parenthesis.

W To enter a range of cells, type an open parenthesis, type the first
cell reference (or point to a cell), and then type a single period
(.)- AppleWorks places three periods after the cell reference.
Type (or point to) the closing cell reference of the range, press
Return, and type the closing parenthesis. A range can be
horizontal, vertical, or both, as when defining a block (A1...D5).

You can often combine lists and ranges, for example: (A1, B12,
D15...D25).

You can refer to cells in other worksheets on the Desktop by
prefixing the cell or range reference with the name of the other
worksheet, in quotes, followed by a colon, as in (“Otherfile”:Al) or
(“Otherfile”:Al...B5).

When referencing other worksheets in a list, the name applies only
to the cell references it immediately precedes—(“Otherfile”:Al, B5)
refers to cell A1l in Otherfile and cell B5 in the current worksheet.
(“Otherfile”:Al...B5, DS9) refers to the range (A1l...B5) in Otherfile
and the cell DS9 in the current worksheet. Specify the other
worksheet’s name before each cell reference if you want each cell
reference to be taken from the other spreadsheet.
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Figure 13-7
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4 Order of operations AppleWorks performs calculations from
left to right; you can control the mathematical precedence (the
order in which calculations are performed) with parentheses.

For example, AppleWorks evaluates the formula 5*2+3 left to
rifht in the order it’s written: first multiplying 5*2=10, then
adding 10+3=13. Changing the formula to 5*(2+3) tells
AppleWorks to evaluate the part of the formula in parentheses
first: 2+3=5, then multiply by the value outside: 5*5=25.

In complex formulas, AppleWorks first evaluates the formulas
within the innermost parentheses.
1
If ERROR or NA appears in a cell, you have made an error
somewhere in the formula. Common errors include dividing by

zero, numbers out of range, reference to an empty cell, referencing
a label instead of a number, and @ LOOKUP errors, =

1 Move the cell pointer to the cell you want to edit.
2 Press G-U to edit the contents of the entry.
AppleWorks displays the cell entry for editing (Figure 13-7).
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Inserting a
Row or Column
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Type characters or delete characters to edit the cell contents.
When you have finished editing the cell contents, press Return.

AppleWorks enters the revised cell contents and recalculates the
worksheet. If AppleWorks cannot evaluate the formula because
of an error, the former cell contents will be used instead.

Move the cell pointer where you want to insert rows or columns.

Press 4-1 for Insert.

AppleWorks asks which you want to insert, “Rows” or
“Columns.”

Press R for “Rows,” C for “Columns.”

AppleWorks asks how many rows or columns you want to
insert. You can insert up to 255 rows and 126 columns if the cell
pointer is in cell A1, as long as your data does not go over the
row and column limits of the Spreadsheet (127 columns, 999 or
9,999 rows).

Type the number of rows or columns you want to insert, then
press Return, or just press Return fo insert one.

AppleWorks inserts the number of rows or columns above or to
the left of the cell pointer, moving the rows below downward or
moving the columns to the right over. Formulas which
reference cells moved by the insertion are automatically
updated to reference the cells’ new location.

The Delete command removes a row or column; AppleWorks
closes up the space around the deleted information.

1

Move the cell pointer to the row or column where you want to
start deleting.

Press 3-D for Delete,

AppleWorks asks which you want to delete, “Rows” or
“Columns.”

Deleting a Row or Column 289
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(Zoom)
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building a New Worksheet

3 Press R for “Rows,” or C for “Columns.”
AppleWorks highlights the row or column the cell pointer is

currently in and asks you to highlight the rows or columns to
delete.

4 Press Return to delete one row or column, oruse the ¢+ + ¢ &
keys to highlight other rows or columns, then press Return.

AppleWorks deletes the rows or columns. Formulas which

reference cells moved by the insertion are automatically
updated!to reference the cells” new location.

Blanking a cell differs from deleting in that AppleWorks does not
remove the cells that you blank or close up the space around them;
it merely erases the contents of the cells.

1 Move the cell pointer o the cell, row, or column where you want
to start blanking cells. Yo

2 Press &3-B for Blank.

AppleWorks asks which you want to blank: the “Entry” (cell
pointer location), “Rows,” “Columns,” or “Block” of cells.

3 Select the type of range you want to blank.
AppleWorks asks you to highlight the cells you want to blank.
4 Highlight the cells you want to blank, then press Return.
AppleWorks blanks the cells. Cell formats are lost as well.
You can display all the formulas on a worksheet “in place.” This
makes it easy to trace through a worksheet to see what formulas
depend on what cells.
To display formulas, press 3-Z for Zoom. AppleWorks displays
the formulas. Press 3-Z for Zoom again to display the original

worksheet.

Figure 13-8 shows a worksheet with formulas displayed.
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+ A good way to document your worksheels You can printa
Zoomed worksheet for a record of your formulas by pressing G-
H. Make sure your printer is on, is hooked up properly, has
paper in it, and is ready to receive information (on line). &-H
prints the screen image.
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When you move worksheet data, you remove it from one location
and place it in another. When you copy worksheet data, you make
a duplicate of the data from one location and place it in a new
location. The original worksheet data stays in the same location,
AppleWorks can move or copy worksheet data within the same
document, to other worksheets, or to other Desktop files in the
Word Processor and Data Base modules of AppleWorks.

To move worksheet data into other worksheets or to Word
Processor and Data Base files, you must first move the worksheet
data onto the Clipboard. For an explanation of the Clipboard, see
“Desktop and Clipboard” in Chapter 1.

Moving and copying labels and values are straightforward
processes. A label is text and a value is a number; each means the
same thing no matter where on the worksheet it appears.

A formula is different from a label or a value in that the formula
(usually) refers to other cells. If you move or copy within the same
worksheet a formula that refers to other cells, you must tell
AppleWorks whether you want the formula’s cell references
“offset” in the same direction as you have copied the formula.

For example, say you have the formula @SUM(A1...A4) in cell A5.
If you copy that formula to cell C5, do you still want it to sum the
cells from Al through A4? Or do you want it to sum the cells from
C1 through C4 to match its new position in cell C5? This is the
difference between copying with no change (keeping the original,
or absolute, cell references) and “copying relative” (offsetting the
cell references in the direction you're copying, in this case, from A
to C). You can mix absolute and relative cell references in a single
copy operation (for example, if many formulas must refer to a
single interest rate figure).
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For the specific steps to move and copy formulas, see “Copying
Formulas” later in this Chapter.

¢ Moving or copying formulas “From the clipboard ” AppleWorks
always moves or copies formulas relative when going “From
clipboard.” If the original formula referred to a cell two rows up
and one column over, the formula in its new position will
reference the same relative cell (two up, one over) when you
move or copy it “From clipboard” no matter where on the
worksheet you put it.

Moving a formula “Within worksheet” always maintains the
original (absolute) cell references. For copying a formula within the
same worksheet, see “Copying Formulas” in this Chapter.

1 Move the cell pointer to the upper left of the rows, columns, or
block of worksheet data you wish to move or copy.

If you plan to move or copy a single cell, move the cell pointer
to that cell.

2 Press i-M to Move or 3-C to Copy the worksheet data.

AppleWorks asks whether you want to move the worksheet
data “Within worksheet,” “To clipboard,” “Append to
clipboard,” or “From clipboard.”

3 Select “Within worksheet,” then press Return.

AppleWorks asks whether you want to move rows, columns, or
a block of data. Choose “Rows” to move or copy all data in one
or more highlighted rows (out to the far right of the worksheet,
if there’s data there). Choose “Columns” to move or copy all the
data in one or more highlighted columns, from top to bottom
(as long as there is data there). Choose “Block” to move or copy
the contents of only those cells you highlight. You can move or
copy one or more cells by choosing “Block.”

Moving or Copying Within a Worksheet 293



Figure 13-9
Highlighting a block of cells
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4 Select “Rows,” “Columns,” or “Block,” then press Return.

AppleWorks tells you to highlight the worksheet data you want
to move or copy. Figure 13-9 shows a block being highlighted.
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5 Use the # % « » keys to highlight the rows, columns, or a block
of worksheet cells you want fo move or copy, then press Refurn.

AppleWorks tells you to select the new location, then press
Return.

6 Place the cell pointer at the location where you want the upper
left of the higfl?lghbd cells moved, then press Return.

AppleWorks removes the highlighted cells from their old
location and moves them to the new location. The data in the
cells you have moved replaces any data that may already be
their new location.

@ If you mix formulas with labels and values in a move or copy
operafion AppleWorks treats formulas as described here if
operation is a move. If the operation is a copy, AppleWorks
copies labels and values as described here, and treats formu
as described in “Copying Formulas,” later in this Chapter.
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Clipboard

You can print to the Clipboard from the Spreadsheet. The primary
use for printing to the Clipboard is to transfer formatted
information, with all its row and column alignment, from the
Spreadsheet to the Word Processor.

Printing to the Clipboard preserves the formatting of the
information you move by substituting a number of space
characters for each tab character that appears in the information (5
space characters per tab is the preset),

See Chapter 14, “Formatting the Worksheet,” for more information
about printing to the Clipboard.

Move or copy worksheet data to the Clipboard if you plan to
transfer it to another worksheet, to a Word Processor document, or
to a Data Base file. i

AppleWorks moves and copies formulas to the Clipboard along
with other kinds of data.

1 Move the cell pointer to the upper left of the worksheet data you
wish fo move.

2 Press ©:-M o Move or ¢4-C to Copy the worksheet data.

AppleWorks asks whether you want to move the worksheet
data “Within worksheet,” “To clipboard,” “Append to
clipboard,” or “From clipboard.”

3 Select “To clipboard” or “Append to clipboard” and press Return.

AppleWorks asks whether you want to move rows, columns, or
a block of data. Choose “Rows” to move or copy all dataina
highlighted row (out to the far right of the worksheet, if there’s
data there). Choose “Columns” to move or copy all the data ina
highlighted column, from top to bottom (as long as there is data
there). Choose “Block” to move or copy one or more cells you
highlight.
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4 Select “Rows,” “Columns,” or “Block,” then press Return,

AppleWorks tells you to highlight the worksheet data you want 3
to move. :

5 Usethe 4 + ¢ 4 keys 1o highlight the rows, columns, or blockof
worksheet cells you want to move, then press Return. :

AppleWorks removes (for Move) or copies (for Copy) the
highlighted cells and places them on the Clipboard. When
moving entire rows or columns to the clipboard, AppleWorks
closes up the space taken by the rows; when moving a block,
the cells are blanked.

To move or copy data from the Clipboard, the Clipboard must first
hold worksheet, word processor, or data base data you have =
moved there from another worksheet, from another module of
AppleWorks, or from another location in the same worksheet.

When you move data from the Clipboard, you remove it from the
Clipboard. If you copy data from the Clipboard, you can continue
to copy that data from the Clipboard as many times as you wish.

® Move or copy? If you move information to the Clipboard, you
can copy it off; likewise, if you copy information to the
Clipboard, you can move it off.

1 Place the cell pointer at the location you want the left of the
Clipboard data moved or copied 1o, and press ©-M for Move or
-C for Copy.

AppleWorks asks whether you want to move data “Within the
document,” “To clipboard,” “Append to clipboard,” or “From
clipboard.”

2 Select F for “From clipboard,” then press Return.

If you have one or more formulas on the Clipboard,
AppleWorks asks if it should bring from the Clipboard
“Formulas and values” or “Values only.”

If you select “Formulas and values,” AppleWorks brings any
formulas from the Clipboard with relative cell references only.
If you select “Values only,” AppleWorks brings only the results
of the formulas’ calculations.
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3 Select “Formulas and values” or “Values only,” then press
Return.

_ Whether or not the Clipboard holds a formula, AppleWorks
brings the worksheet data from the Clipboard.

# Blocks replace what's there If you move or copy a block from
the Clipboard, it replaces any data that may be in the cells
you're moving or copying to. If you move or copy rows or
columns from the Clipboard, AppleWorks inserts them by
moving existing rows downward or existing columns
rightward. Depending on available memory, you can move or
copy (and thus insert) rows and columns until you have pushed
existing data up against the limits of the spreadsheet.

Moving worksheet data from the Clipboard usually requires no
forethought—but the Clipboard might hold a word processor
document or data base records. Here’s how AppleWorks moves
that type of data from the Clipboard into a worksheet:

B Each data base category occupies a single spreadsheet column.
Data from each record occupies a separate row.

M FEach line of text from your word processing document becomes
a single separate label in the spreadsheet. If you want your
word processing text to occupy different columns, insert a tab
character in the original word processing line. For example:

Category A Category B
Bob Smith (space) $200 becomes ~ Bob Smith $200
Bob Smith (tab) $200 becomes  Bob Smith $200
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Formulas in a given worksheet may be exactly the same as others
(absolute cell references to the same cells) or just similar (same
formula, but cell references relative to the position of the formula).

For example, in the worksheet in Figure 13-10, the formulas in
rows 8, 16, and 18 are relative to their positions.
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You could enter the formulas in F79, G79 and so forth one by ot
Of course, instead of referring to January’s figures in column F,
they must refer (respectively) to February’s figures (column G),
March'’s figures (columns D), and so forth. This would entail a
of work if for all 12 months’ worth of formulas.

You can copy any AppleWorks formula with no change, or use
AppleWorks’ fast way to enter a set of similar formulas, called
making relative copies (offsetting the cell references in the

direction you're copying). You can mix absolute and relative cell
references in a single copy (for example, if many formulas must
refer to a single interest rate figure, those references mustbe
absolute, but references to other cells in the same formula could
relative). Figure 13-11 illustrates relative copies.
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Move the cell pointer to the cell whose formula you want to copy.

If you plan to copy several cells at once, move the cell pointer to
the cell at the top or left of the row, column, or block.

Press 2-C for Copy.

AppleWorks asks if you want to copy “Within worksheet,” “To
clipboard,” or “From clipboard.”

Select “Within worksheet,” then press Return.

AppleWorks tells you to highlight the source cells. The source
cells hold the formulas that AppleWorks is going to copy.

Press Return to select the cell indicated b¥ the cell pointer as the
source, or use the + + ¢« 3 keys fo highlight a range or block of
source cells (starting from the cell originally indicated by the cell
pointer), then press Return.

You can copy one source cell into a range or block of destination
cells, or a range of source cells into a range or block of
destination cells. If you're copying three source cells across, for
example, your destination range must also be three cells wide.
You cannot move a three-cell source range into a two-cell
destination range, for example,
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5 Move the cell pointer to the upper left of the location into which
you want to begin copying formulas.

If you're copying a formula into a range, press period (.) to
begin highlighting the destination range or block for your
formulas. If you're copying a multidimensional block (for
example, two rows by four columns), do not press the period;
highlight the block using the 4 ¥ « $ keys.

Move the cell pointer to highlight the destination range or
blnr:k.

6 When you have finished highlighting whatever destination range
or bloc you wish, press Return.

AppleWorks displays the formula as shown in Figure 13-12. For
each variable or each formula you are copying, you must tell
AppleWorks to copy the cell reference with “No change” or
“Relative” (Figure 13-12).

Figure 13-12 £92: (Nidth:11, Ualue, Layout-P2, Protect-U)
Copying a formula

Reference to E677 B

REETH Relative

7 As AppleWorks highlights each vonuble N for “No
changbor press R for “Relative.” e

You can mix absolute and relative references in a single formula

(for example, if you want one reference in many formulas to
refer to the same cell containing an interest rate).
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If you are copying more than one formula at a time,
AppleWorks asks about the cell reference for each formula. You
can avoid this in multiple-formula copy operations by holding
down the & key when pressing Return to choose either “No
change” or “Relative.” This tells AppleWorks to copy all
remaining formulas as either “No change” or “Relative”
references.

When you have finished with all cell references, AppleWorks
enters the formula on the worksheet.
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As you build your worksheet, you'll want to set cell formats to
determine how the worksheet data appears on the screen and in
print. Some formats are global; that is, they apply to the entire
worksheet. Other formats apply to particular cells or ranges of
cells. For example, you may want all numeric cells to be two
decimal places, but want cells in a particular area to have currency
symbols, too. Available formats include: decimal places, currency
symbols, percentages, column width, justification, and protection.

Cell protection can prevent people from making casual changes to
your worksheet. This is valuable for preparing templates—
worksheets prepared with formatting and formulas, and ready for
you to enter your own data.

You set global formats with the 3-V (for Standard Values)
command. Set cell- or range-specific formats with &-L (for Layout).

# Checking Standard Values If you simply want to see the current
settings of Standard Values, press 3-V. AppleWorks displays
the current settings of Standard Values along with the menu.
Press Escape to exit the menu without changing any settings.

You can also set AppleWorks' recalculation order (to calculate
down columns or across rows), sort worksheet data, fix rows and
columns so that they don’t scroll off the screen, and split a
worksheet into two on-screen windows—to see two parts of the
worksheet at once.
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Figure 14-1
Map of Standard Values
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With Standard Values, you can set a standard format for values,
labels, and column width everywhere in your worksheet. For
example, if you set Standard Values of dollars and two decimal
places, AppleWorks will show all numbers as a dollar amount
with two decimal places—except for those cells you have
formatted differently with the 3-L Layout command.

You can also turn Protection on or off for the worksheet. When you
turn cell protection on, AppleWorks activates any protection
settings you have made with the Layout command.

Figure 14-1 is a map of the -V (Standards) menu. Table 14-1
describes the formats you can apply globally to your worksheet.

Left  Right Center
Justity Justily

Nuimber of
Decimal
Places {0-7)
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14-1
Standard Values formats

Value Formats

Fixed

A fixed number of decimal places from 0-7

Money Dollar sign, commas separate thousands, decimal
places from 0-7, negative values in parentheses

Commas Commas separate thousands, decimal places from 0-7,
negative values in parentheses

Percent Decimals converted to whole numbers (0% -100% with
trailing percent symbol (%), decimal places from 0-7

Date Converts a Julian date (a simple integer) to its
corresponding Gregorian date (the kind we use)

Exp Ex’fmnential (scientific) notation; useful for very large
or very small numbers

Appropriate AlfpleWr_:rks accepts the figure the way you type it in,
adds up to 7 decimal places as necessary in‘calculations

Label Formats

Left Justify Aligns a label on the left of each cell

Right Justify Aligns a label on the right of each cell

Center Centers a label within each cell

Column Width*

O+ Narrows columns

B Widens columns

1.9 Begins entering exact column width {1-70)

“Default column width is 9 characters

Protection

No
Yes

Recalculation

Turns protection off everywhere on the worksheet

Turns protection on anywhere you have set it with the
3-L command

Order

Frequency

Controls whether AppleWorks calculates across rows
or down columns. Default setting is down columns.

Controls whether AppleWorks recalculates
automatically every time you make a new entry on the
worksheet, or only when you press 3-K
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1 Press -V for Standard Values.

1

AppleWorks displays the Standards menu, as shown in Figure
4-2.
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2 Select “Value format,” then press Return.

AppleWorks lists the value formats from which you can cf
See Table 15-1 for an explanation of each of the value form

3 Select the value format you want, then press Return.

If you choose “Appropriate,” AppleWorks controls the value
formatting and returns you to the Review / Add/Change s
of the worksheet. If you choose “Fixed,” “Money,” “Commas
“Exp,” or “Percent,” AppleWorks asks for the number of

decimal places.

4 Enter the number of decimal places from 0-7, then press Return,

AppleWorks sets the value format for the worksheet.
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Slundzﬂl Label
Formats

Changing
Column Width

Turning Cell
Protection On
and Off

1 Press &-V for Standard Valves.
AppleWorks displays the Standards menu.
2 Select “Label format,” then press Return.
AppleWorks gives you the choice of “Left justify,” “Right

justify,” or “Center” for aligning the contents of the highlighted
cells.

3 Select “Left imﬁfy,’ “Right justify,” or “Center,” then press
RMI .
AppleWorks aligns the labels of cells you haven't set with &-L.

1 Press &-V for Standard Values.
AppleWorks displays the Standards menu.
2 Select “Column width,” then press Return.
3 Change the column width, then press Return.
Press ¢t-4 to narrow the column one character width; press 8-+
to widen the column one character width; or simply type the
desired width and press Return.
The default column width of an AppleWorks worksheet is nine
characters.
1 Press ¢-V for Standard Values.
AppleWorks displays the Standards menu.
2 Select “Protection,” then press Return.

AppleWorks asks you whether you want to set “Protection? No
Yes.”
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Formailting with Standard Value
3 Wmmmmumbmmd.

When cell protection is on, AppleWorks activates any cell
you have set with the 3-L command. Only those
r which you have set protection are protected by turning
protection on with the Standard Values command.

See "Sekting Protection” later in this Chapter.

remove protection from one or more cells. See “Setting
Pl‘UtECﬁDn "
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Higere 14-3
Recalculation order

Recalculation by column

Kecalculation by row

The Recalculation option on the Standard Values menu controls
the direction in which AppleWorks recalculates formulas: down
columns or across rows. In either case, AppleWorks recalculates
from left to right. AppleWorks worksheets are preset to recalculate
down columns. Figure 14-3 illustrates the two ways AppleWorks
can recalculate a worksheet.

¢ Calculate or Recalculate? We generally say recalculate because
AppleWorks calculates a formula immediately when it’s first
entered (even if you've switched the Frequency option to
Manual). It then automatically—or when you tell it to—

recalculates the worksheet later.
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Recalcuiation Order

Realculation order is important because some worksheets perfota
better one way or the other, and because you can use recalculation.
order to organize your worksheet.

For example, if you're creating a worksheet that mostly totals
columns (with very little calculation among the columns), the
column recalculation order is best. If you‘re constructing a
worksheet that mostly totals rows (an expense summary with
categories down the left and days across the top), the row
recalculation order may be best.

¢ What you're frying fo avoid Consider a worksheet wherea
calculation in A5 depends on the results of a calculation in cell
B1.

If you choose column recalculation, AppleWorks tries to

calculate the formula in A5 before it obtains a resultinBl.
(AppleWorks uses the value 0 in place of any uncalculated
result; it uses the actual result from the previous calculation, if
one is available.)

If you choose row recalculation in this example, AppleWorks
properly figures out B1 before it gets to A5 and comes up will
the right answer on the initial calculation. You can force
AppleWorks to calculate again by pressing ¢-K for Calculate.

Some commercially available loan or amortization tables and
templates require that you press ©-K to recalculate them two:
three times. (See the NT option on Page 331 to make this easie

For the most efficient worksheet put the factors that affect the
worksheet generally into the area of the worksheet that is
recalculated first—the upper left. Figure 14-4 illustrates
recalculation areas.
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For example, rather than multiply each of many projected retail
sales amounts by a sales tax fi percent, use a cell in the
upper left of the worksheet toﬁ the sales tax percentage. Where
a worksheet formula uses a sales tax percentage, create a formula
that refers to the single cell holding the sales tax percentage. That
way, if the sales tax amount changes, you need only change one
location on your worksheet.

No matter how AppleWorks recalculates the worksheet, it always
does the upper left first. If you place critical data there, you make
your worksheet more efficient, you eliminate manual
recalculations, and you can easily find the factors that affect your
entire worksheet model.

# Beware the circular reference! A circular reference happens
when two or more cells refer to each other. For example: Al=
B2*3 and B2=A1+4. Circular references can be much more
complex—you can have several calculations in between, so that
it’s not immediately apparent that two calculations depend on
each other, One way to spot a circular reference is to press 3-Ka
few times to force recalculation. If the value of a cell keeps
changing, you probably have a circular reference. You may
want to rethink the layout of your worksheet so that circular
references are not used.
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Setting
Recalculation
Order

Figure 14-5
Standards menu

Choosin
Aviomatic or
Manvual
Recalculation
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1 Press &-V for Standard Values.

AppleWorks displays the Standards menu, as shown in Figure g
14-5.

16
{7
{8

Rl: (Hidth: §)
Standards? [PPSR Label format Column width Protection Recalculate

2 Select “Recalculate,” then press Return,

AppleWorks asks you whether you want to set “Order” or
“Frequency.”

3 Select “Order,” then press Return.

AppleWorks asks whether you want to recalculate by “Rows”
or “Columns.”

4 Select “Rows” or “Columns,” then press Return.

1 Press &-V for Standard Valuves.

AppleWorks displays the Standards menu, as shown in Figure
14"5. B

2 Select “Recalculate,” then press Return.

AppleWorks asks you whether you want to set “Order” or
“Frequency.”

3 Select “Frequency,” then press Return.

AppleWorks asks whether you want to recalculate
automatically each time you change a cell, or manually only b
pressing 3-K for calculate.

4 Select “Automatic” or “Manual,” then press Return.

¢ Number of fimes to recalculate See NT on Page 331 for a way t
control the number of times recalculation is performed.
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You can format a single cell, one or more entire rows, one or more
entire columns, or a block of cells anywhere on the worksheet.

Figure'l4—6 is a map of the ¢-L (for Layout) menu. It shows the
options you have from the time you press &-L until you have
completed changing cell formats. Use it as an overview.

Table 14-2 describes the value, label, and protection formats you
can apply to cells in your worksheet.

¢

Number of
Decimal
Places (0-T)

Formatting Specific Cells 315
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Table 14-2
Worksheet cell formats
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Value Formats

Fixed
Money

Commas
Percent
Date

Exp
Appropriate

Standard

Label Formats

A fixed number of decimal places from 0-7
Dollar sign, commas separate thousands, decimal
places from 0-7, negative values in parentheses

Commas separate thousands, decimal places from 0-7,
negative values in parentheses

Decimals converted to whole numbers (0% -100% with
trailing percent symbol (%), decimal places from 0-7
Converts a Julian date (a simple integer) to its
corresponding Gregorian date (the kind we use)
Exponential (scientific) notation; useful for very large
or very small numbers

ApiileWDrks accepts the figure the way you typeitin,
adds decimal places as necessary in calculations

AppleWorks sets this format to the one set in Standard
Values

Left Justify
Right Justify

Center
Standard

Column Width*

Aligns a label on the left of the cell
Aligns a label on the right of the cell
Centers a label within the cell

AppleWorks sets this format to the one set in Standard
Values

G-+
G-
1...9

*Default column width is 9 characters

Narrows columns
Widens columns
Begins to enter exact column width (1-70)

Protection”

Labels Only Allows user to enter labels only in a cell
Values Only Allows user to enter values only in a cell
Nothing Prevents user from entering anything in a cell
Anything Allows user to enter anything in a cell

*Turn on Protection with Standard Values first
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Sefting a
Format

1 Move the cell pointer fo where you want to set the value format.

Move the pointer to the cell, row, or column from which you
want to start highlighting the rows, columns, or block of cells to
format.

Press -1 for Layout.

AppleWorks asks for the range of cells for which you want to
set the Layout—an entry (one cell), one or more rows, one or
more columns, or a block of cells.

§

If you choose “Entry,” you can move immediately to.one of the
four changes you can make.

If you choose “Rows,” “Columns,” or “Block,” AppleWorks
first asks you to highlight the range of cells, and then you can
move on to the five changes.

0 Press Return to highlight only one row or column (or a one-
cell block), or use'the 4 ¥ ¢ & keys to highlight more than
one row, column, or cell, depending on the choice you made
in step 3.

O Hint Formatting by Rows or Columns leaves empty cells
unchanged. Formatting by block assigns a format to empty
cells. Subsequent entries into these blank but formatted cells
will use the assigned format. However, if a formula which
enters a blank is implemented while the cell is block-
formatted, formatting is lost. For example, if the formula
@IF(A1=0,",100) is entered into a cell, the first time the @IF
evauluates true (yielding a blank) cell formatting is lost. The
only way to make sure of the format of the cell in such a case
is to use global formats (3-V).

AppleWorks displays the Layout menu, Figure 14-7.

Setting a Format 317



Figure 14-7
Layout menu

Setting a Valve
Format

318

B3+ (Nidth: 9)

Layout? ISDOPIEEEE | abel format Protection

¢ Important The next four sections, “Setting a Value Format,”

“Setting a Label Format,” “Setting Protection,” and “Changing
Column Width,” all assume that you have begun with "Sethng
a Format,” above.

If you have highlighted one or more rows or columns, the value
format only affects cells displaying values. -

1 From the Layout menu, press Return to choose “Value format.”

AppleWorks lists the value formats from which you can choose.
See Table 15-2 for an explanation of each of the value formats.

2 Select the value format you want, then press Return.

If you choose “Appropriate,” AppleWorks controls the value
formatting and returns you to the Review / Add/Change screen
of the worksheet. If you choose “Standard,” AppleWorks
formats according to the Standard Value settings. If you choose
“Fixed,” “Money,” “Commas,” “Exp,” or “Percent,”
AppleWorks asks for the number of decimal places. If you
choose Date, you get a choice of date formats.

O Enter the number of decimal places from 0-7, then press
Return, or select a date format.

AppleWorks formats the cells you have specified.
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Seiting a
label Format

Sefting
Protection

Changin
Colungtn \gvidlh

Label formats only affect cells displaying labels.

1

From the Layout menu, select “Label format,” then press Return.

AppleWorks gives you the choice of “Left justify,” “Right
justify,” “Center,” or “Standard.” If you choose “Standard,”
AppleWorks aligns the cell contents according to the Standard
Values setting,

Select “Left justify,” “Right justify,” “Center,” or “Standard,” then
press Return.

AppleWorks jﬁstiﬁes the contents of the cells you have
specified.

Use the ¢-L Layout command to tell AppleWorks which cells you
want to protect, and how you want to protect them. Use the -V

Standard Values command to tell AppleWorks to turn protection
on or off. See “Formatting with Standard Values” in this Chapter.

1

From the Layout menu, select “Protection,” then press Return.
AppleWorks gives you the choice of preventing people from
casually entering labels or values. You can lock out any entry by
choosing “Nothing,” and can allow any entry by choosing
"Axlything_”

To “unprotect” a cell, select “Anything.”

Select the kind of protection you want, then press Return.

AppleWorks sets the protection for the cells you have specified.

From the Layout menu, select “Columns,” then press Return.

AppleWorks asks you to highlight the columns you want to
change.

Highlight the columns you want to change, then press Return.

AppleWorks displays the Layout menu as shown in Figure 14-8.
It now includes “Column width.”
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Figure 14-8 1 =
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menu with

Column Width choice

Bi: (Width: 9)
Layout? USRI | abel format Protection Column width

3 Select “Column width,” then press Return.
4 Change the width of the column, then press Return.

Press -4 to narrow the column one character width; press 3-+
to widen the column one character width; or simply type the
desired column width and press Return.

The default width of an AppleWorks worksheet column isnine
characters. '
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You may want to arrange (sort) a worksheet—for example, if you
have entered a large number of categorized receipts and want to
sort by type of receipt, or if you want to sort entries by numerical
size.

When AppleWorks arranges a worksheet, it sorts the contents of
entire rows by the contents of a single column. You can arrange up
to 1000 rows at a time. AppleWorks asks you to specify which
rows you want to arrange.

¢ By more than 1000 rows It is not possible to arrange more than

1000 rows at a time using the Spreadsheet. However, you may
copy the data into a Data Base file, arrange it, and copy it back
to the Spreadsheet. You will lose all formulas during this
operation, and you cannot copy more than 60 spreadsheet
columns worth of data, since the maximum number of
categories in a data base is 60.

To arrange a worksheet :

Move the cell pointer to the column by which you want to
arrange the worksheet and to the top or bottom of the rows you
want to arrange.

Press ¢-A for Arrange.

AppleWorks highlights the row that the cell pointer is in, and
asks you to highlight the rows that you want AppleWorks to
arrange.

Press the + or + key to highlight the rows that you want to
arrange, then press Return.

AppleWorks confirms the rows you want to arrange, and asks
how you want to arrange them (see Figure 14-9).
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Figure 14-9
Arranging a worksheet

Staying
Within Borders

322

ng a Worksheet

iilr My Horksheet ARRANGE scape: Review/Add/Change

zzezzspe{izananassfeaesense(aranreealizenzanaf nonsoasaf arnranzal sxsansaslzngs

Rows 1 throuch 45 will be srranged
based on the contents of column C

Arrangenent order:
1. Labels from A to 2
to A

Ato
%' Labels from 2 to
i !a!ues irul ! !c i

Tupe nunber, or use arrous, then press Return _ 2909K Avail.

s

4 Select the arrangement order, then press Retumn.

AppleWorks sorts the rows you have specified by the value in
the column you have specified.

4 Arranging your worksheet by multiple columns The Spreadsheet
can arrange your worksheet data by one column at a time, Start
arranging with the least important of the columns, then arrange
by the next most important, and so forth, until you finish by
arranging the worksheet by the most important column. For
example, if you want to arrange a worksheet so that the most
profitable sales region appears first, and within that region, the
most profitable territory appears first, you would first arrange
by territory, then by region.

When you use the @SUM function (for example) to add up a range
of cells in a column, you may run into problems if you rearrange
the rows involved. If what was originally the last cell in a row of
cells becomes the third cell, you will have a different mfor the
@SUM. To avoid this problem, put a visual border of lines
(s====) above and below the cells you want to add up and have
the cells within the border be the top and bottom of the range in
the @SUM. In order not to change your @UM calculation when
you are going to rearrange rows, you must highlight the rows
within (not including) your border.
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For example, if youwant to add up the numbers in cells F4 to

F15, put a border in cells F3 and F16 and write the formula as

@SUM(F3.. F16). When you rearrange the rows, do not extend
- the-highiigfhting above'r.t)w '4 or below row 15,

After arrangmg a worksheet the fol%owmg conclmons usually
apply:: ==

u A‘ny-formula_s in cells among those you have arranged still refer
correctly to the cells that they did before you arranged them,
whether the-ecells referred to are within or outside of the group
- of cells you arrangecl specific cell references, however, may
have changed #

-l Any tormuias in cells outsnde of the group of cells vou have
arranged may no longer refer correctly to cells within tha;gmup

ArONA h‘:\ra nrrnﬂn‘or‘

it

Staying within Berders. .+ 3237



Freezing Titles in Place

Figure 14-10
Frozen titles

Either, or both, of the shaded

areas can be “frozen” on the
spreadsheet screen.

324

Most worksheets include column titles across the top of the
worksheet (months, years, and so forth) and row titles down the
left side (expense categories, line items). When you scroll through
a large spreadsheet, one or both of these titles can move off the
screm By freezing titles—top, left side, or both—you keep your

ru-:?s because titles remain on the screen wl-ule you scroll
around the rest of the spreadsheet.

T

Figure 14-10 illustrates frozen titles.

# Titles are different from windows Titles can freeze one or more
of the leftmost, topmost (or both) rows and columns so that ﬂw "
rést of the worksheet scrolls while they stand still. Splitting the
worksheet into windows, however, creates two independently
working worksheets in the same file that are identical in 3
content—you can even freeze titles separately in each window.

File: My Rorkshtet REVI ICIMEE

SEREEEER = =EaEEE SEEEEs ====¢
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Freezing Titles

Thawing
Frozen Titles

To freeze titles in place:

1

L]

Move the cell pointer to the cell o the right of or below where
you want to freeze fitles.

AppleWorks freezes the row above the cell pointer and the
column to its left (otherwise the cell pointer would be trapped).

Press o-T for Titles.

AppleWorks asks whether you want to freeze “Top,” “Left
Side,” or “Both.” |

Select which titles you want fo freeze, then press Return.

AppleWorks freezes the rows or columns you have specified.

Press &-T for Titles.
Press Return to select the only available choice, “None.”
AppleWorks thaws the frozen titles.
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Worksheet Windows

You can view two parts of the same worksheet by using the
AppleWorks windows. This is beneficial when you have a ]a:ge
worksheet and want to change numbers in one part while
watching the results in another—perhaps distant—part of the
worksheet.

Windows split the screen either vertically or horizontally (but not
both). Each window can work independently of the other. For
example, you may freeze titles in one window, but not in the other.
Cell formatting and protection, however, stay in either window as
you set them for the worksheet.

jump the céll pointer from window to window by pressing 4-J for
Jump. You can scroll the windows independently or together
(called “synchronized windows"). Synchronization connects
rightward and leftward movement in a workshéet split top and
bottom; it connects upward and downward movement in a
worksheet split side-by-side.

Figure 14-11 shows a split screen.

@ Titles are different from windows Titles can freeze one or more
of the leftmost, topmost, or both rows and columns so that the
rest of the worksheet moves while they stand still. Splitting the
worksheet creates two independently working worksheets in
the same file that are identical in content—you can even freeze
titles separately in each window.
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1 Move the cell pointer to the cell to the right of or below where
you want to split the window.

AppleWorks splits the screen above or to the left of the cell
pointer’s location on the screen—not on the worksheet (you can
move around the worksheet after you split the window). A
good rule of thumb is to keep the cell pointer toward the middle
of the screen when splitting windows.

2 Press &-W for Windows.

AppleWorks asks whether you want to split the screen into
windows “Side by side” or “Top and bottom.”

3 Select which way you want to split the screen, then press Return.
AppleWorks splits the screen.
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Joining or
Synchronizing
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Press -W for Windows.

AppleWorks asks whether you want to make the two wmdows
“One” (rejoin them) or “Synchronize” them (scroll them -
together). Top and bottom windows synchronize for right and
left scrolling; side-by-side windows synchronize for upand
down scrolling. If you have already synchronized the windows
AppleWorks asks whether you want to “Unsynchronize” them.

zhd “One” or “Synchronize” (or “Unsynchronize”), then m
iurn o

AppleWorks either joins, synchronizes, or unsynchromzes the
two windows.
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You can print all or part of a worksheet on a printer, to the
Clipboard, or to a file on disk.

When you print a worksheet on the printer that is larger than one
page, AppleWorks figures out for you how to divide the
worksheet into pages. AppleWorks starts printing in the upper left
corner of the worksheet. It works its way down the worksheet,
printing as many characters across as will fit on a page until it
reaches the last row. Then it moves one page width to the right
and prints down from the top again. AppleWorks continues in this
way until it has printed all the data on your worksheet (or the
portion you have specified).

When you print a worksheet to the Clipboard for use with the
Word Processor, AppleWorks replaces the Tab character with an
equivalent number of space characters. This preserves the
formatting of your columns. Otherwise, when you copied your
worksheet information into a document, the tabs between the
columns would affect the alignment of your data. Contrast this
with copying worksheet data to and from the Clipboard, which
retains Tab characters.

When you print a worksheet on the disk, AppleWorks puts an
ASCII text file on a disk you specify, and names it using the
filename you supply when you print a file onto the disk. You can
use such an ASCII text file to exchange data with many other
programs.

Whether you print on paper, the Clipboard, or a disk, you can
print the entire worksheet, a specific number of rows, a specific
number of columns, or a block of cells. AppleWorks does not print
column letters or row numbers.
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Semits7

Printer Options

Figure 14-12

Printer Options screen

AppleWorks saves the printer options you set along with your
worksheet. Printer options are preset for 8.5-inch x 11-inch paper.
1 Press -O for Printer Options.

AppleWorks displays the Printer Options screen. Figure 14-12
shows the Printer Options screen and its presets.

File: Home Buuaet PRINTER OPTIONS Escape: Review/fdd/Change
sss=2 4 ; 4 e
-==e===| oft and richt margins Top and bottom ng=———-=
Pi- Pl3 ’"fn“h 88 inches nr"mtn " acks
H qlgtﬂ.lrr‘m Eglm THIH ;*9 in , :&
Cl: Chw rnch 17 LI: Lines Mr? 6
ine width 32.& inches Printing length 1.9 inches
ar per line (est) | Lines per page
Fornatting optiong=--=-me-esememeem iz
5t= Sod Spcial Cotes T8 POINEL

Print r top of ea:h page
Prin ziw at t ugh
le or ripl pacing (85/08/18)

--------------m--lesulatinn opliong=enessnencanananas

LFFT

RP: Recalculate before Print mT Ko
NT*  Humber of Times to recalculate 1
?_we a tuo letter option code - 2887K Avail.

2 Type in the two-character printer opfion code for the option
mbd\mgo then press Return. -

Formatting option codes change from Yes to No when you type
in the two-character code. To change the spacing code, for -
example, type in S5, DS, or TS for single, double, or triple

spacing. AppleWorks calculates line width, characters per hne.
printing length, and lines per page.

¢ Printer option minimums, standards, and maximums Table 4-1

(page 4-20) lists minimum, standard, and maximum values for b
printer options. e
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- Entering
§ Special Printer
 Control Codes

# Other printer options The following options are also available:

01 PT [Print titles) Determines whether or not titles are printed
on each page of the spreadsheet

1 PH (Print Header] Determines whether AppleWorks prints a
header consisting the name of the file, a date that you enter
at the time you print the file, and the page number on each

page

1 RP [Recalc before Prinfing) Determines whether or not
AppleWorks agtomatically recalculates the spreadsheet
before printing it

(1 NT (Number of Times) Determines how many times
AppleWorks recalculates the spreadsheet whenever it is
recalculated (before printing, on G-K, or automatically.

If you type in any of the margin codes, AppleWorks asks for the
new value for the option.

3 Type in the new value for the option, then press Return.

AppleWorks changes the option.

4 When you have finished changing printer options, press Escape
to return to your worksheet,

AppleWorks can send printer control codes to your printer at the
beginning of the print operation. You can use them for setting
printer features such as compressed print. AppleWorks sends the
special codes you set here only when you print a worksheet. You
do not need to enter them in the description of your printer (if you
do, do not enter them here).

Consult your printer manual for a list of printer codes you can use.

1 Press -O for Printer Opfions.

AppleWorks displays the Printer Options screen.
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Prinfing

2 Type SC for Special Codes, then press Return.

AppleWorks tells you what, if any, special codes are set. If there
are any, AppleWorks asks you if they are correct. Answer No,
and AppleWorks removes the codes.

3 Type in the special codes you want to send to the printer at the
start of each print operation.
To enter a code, just type the keystrokes. For example, if your
printer manual calls for an Escape-E, press Escape, then press
Shift-E (uppercase and lowercase are often important to special

printer codes). If your printer manual calls for Control-N, hold
down the Control key and type N.

4 When you have finished entering your codes, press ©-Return.
AppleWorks returns you to the Printer Options screen.

5 Press Escape fo return to the worksheet.

+ Oops! AppleWorks enters every character you type—including

backspace and Return. If you make a mistake, press ¢-Return
and then type SC for a chance to retype your codes.

Printing a 1 Make sure the printer is connected fo your computer, turned on,

Worksheet on is ready to receive information (on line), and has paper in it.

the Printer 2 xuhmummmmmmhm,mwh
int,

AppleWorks displays the Print menu shown in Figure 14-13.
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Figure 14-13
Print menu

Figure 14-14

Print destinations

23| Entertainment 5250.00

$256.08

$256 08

Eg: (Width: 11, Value, Lauout-M2)

Print?! Rous Columns Block

3 Select the portion of the worksheet you wish to print by choosing

one of the four Print options, then press Return.

If you choose “Rows,” “Columns,” or “Block,” AppleWorks
asks you to highlight the part of the worksheet you want to
print. When you have highlighted the part you want to print,
press Return.

AppleWorks displays a screen where you can choose between
sending the file to a printer, sending it to the Clipboard, or
creating an ASCII or DIF file on disk (Figure 14-14).

File: Home Budget FRINT Escape: Review/Rdd/Change

===z ==z==

The_infornation that you identified
15 73 characters wide.

The Printer Options values allow
135 characters per line.

Where do you want to print the report?

I W

g. i h: i‘r.'n' Processor Eiigggarg Ekeplag)
or or Lilpboar

i oated ?:sﬁﬁ Mmoo

DIF (TH) f1le on disk

Type number, or use arrous, then press Return _ - 2887K Avail.

4 Select your printer, then press Return.

AppleWorks asks you to type in the report date, then press
Return, or just press Return to enter no date. AppleWorks is
preset to use the ImageWriter I and ImageWriter Il as its
standard printers. If your printer is different, see Appendix C,
“Printer Configuration.”
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Printing

I n uu_..

Printing a X
Worksheet to a
Disk file

Type in the date, then press Return; or just press Return.

AppleWorks asks you how many copies you want to print, and :
proposes one. (lt s qsua.lly faster to photocopy your pnntout.) '_-

1y e fimshed entemlg the information that
AppleWorks requests AppleWorks prints the worksheet.

quwkmwrhhwkshnl press ¢-P for Print.
AppleWarks displays the Print menu shown in Figure 14-13. 3

Select the portion of the worksheet you wish fo hoosiad
one of the four Print options, !l‘mnp!:'sllm =

If you chose “Rows,” “Columns,” or “Block,” AppleWorks 2
you to highlight the portion of the worksheet to be printed.
After highlighting the part you want to print, press Return.

AppleWorks displays a screen where you can choose bei
sending the file to a printer, sending it to the Chi rd,
creating an ASCII or DIF file on disk (Figure 14-15).

Figure 14-15 File: Home Budgst PRINT Escape: Revieu/fidd

sz3zzszzzszassazasssassass == tESs3zEEETEsTSEe———reuNEl

Print-to-disk opfions

Should the text (ASCID) File have:

2. Return sfter each cell

Tupe number: or yse arrous, then press Return s 2387% fvail
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@ Clipboard Print to the Clipboard if you want to bring an entire
worksheet into the Word Processor.

3 Select “A text (ASCII) file on disk,” or “A DIF (TM) file on disk,”
then press Return.

DIF is a special file format that many different programs can
read. It preserves the row and column organization of your
spreadsheet file, but does not save formulas. Just about every
program can read ASCII files.

O If you choose “A text (ASCII) file on disk” AppleWorks asks
if the file should have “Tabs between columns, Returns
between rows” or “Return after each cell.” Select one, then
press Retum.

“Tabs between categories, Returns between records” saves
the ASCII file on the disk with a tab character after the
displayed (not formula) contents of each cell in a single row
and with a Return character signifying the end of each row.

“Return after each category” saves the ASCII file on the disk
with a Return character after the displayed (not formula)
contents of each cell. This is the format that earlier versions
of AppleWorks used.

O If you choose “A DIF (TM) file on disk,” AppleWorks asks
you the DIF order in which you want to save: by “Rows” or
“Columns.” Select one, then press Return.

If you select “Rows,” AppleWorks saves the worksheet cells
in DIF format down the first column, then down the second
column, and so forth. If you select “Columns,” AppleWorks
saves the worksheet cells in DIF format from left to right

along the first row, then along the second row, and so forth.

Whether you selected “A text (ASCII) file on disk” or “A DIF (TM)

file on disk,” AppleWorks asks for the pathname of the file you're
printing to the disk.
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press Return.

For example:

/D1SKNAME/FILENAME

where DISKNAME is the name of the disk on which you are
printing, and FILENAME is the name of the file you want to
print to the disk. Without the diskname, AppleWorks prints to
the current disk.

When you have finished entering the information that
AppleWorks requests, AppleWorks prints the worksheet to di
using the pathname that you supplied.




Chapter 15

..........................



Blank Page



3 i - - . - - . . . . . . " . - .

A function is a code telling AppleWorks to perform a calculation of
some kind on one or more values. The calculation may be
arithmetic (adding, for instance), comparative (finding the largest
number in a list, comparing two labels), logical (determining the
truth of a statement according to the rules of logic), financial
(calculating the net present value of an investment), or advisory
(announcing that somehow an error has crept into your
calculations).

A formula puts functions to work. A formula may include several
functions, plus numbers, cell references, ranges, and lists—all
working together. A funchon, then, is just one of the working parts
of a formula.

The simplest formulas just add necessary information to a
particular function. For example, @5UM is a function that adds up
a list or range of cells, @SUM(A3...A9) is a formula meaning that
AppleWorks should add the values in cells A3 through A9 (a
range), and display the result in the cell that holds the formula.

The information in parentheses—the data that AppleWorks needs
to begin applying the function—is sometimes known as an
argument. Before AppleWorks can do anything with the function,
you must provide the argument in parentheses. Types of
arguments include:

B Valve Number or label or a cell reference or formula that
evaluates to a number or label

B Reference A cell reference, such as B1 or DW24

B Range A series of adjacent cells in a single column or row, such
as (A9...A19) or (B45...H45)

| List A list of single values, labels, cell references, or ranges (you
can usually mix them) separated by commas, such as (B9, H19,
...A13)
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You can refer to cells in other workshets on the Desktop by
prefixing the cell or range reference with the name of the other
worksheet, in quotes, followed by a colon, as in (“Otherfile”:Al)or
(“Otherfile”:Al...B5). -

When referencing other worksheets in a list, the name applies only
to the cell references it immediately precedes—(“Otherfile”:A1, B5)
refers to cell Al in Otherfile and cell BS in the current worksheet.
(“Otherfile”:Al...B5, DS9) refers to the range (A1...B5) in Otherfile
and the cell DS9 in the current worksheet. Specify the other
- worksheet’s name before each cell reference if you want each cell
reference to be taken from the other spreadsheet. -

You can also use any function as an argument by placing itin a
and referring to the cell or by including it between parentheses.
For example, if cell C6 held the function @MAX(A1...A10)—to f
the maximum number in a range—you could state an @ABS
(convert to the absolute value) function as @ABS{C6) or
@ABS(@MAX(A1...A10)).

@ Entering functions You type in a function the same way you
min any formula. For an explanation of how to type ina
tion, see “Bulding a New Worksheet” in Chapter 13. If you

forget the exact name of the function you want, press 2-F to
choose from a pop-up list. .
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Table 15-1
_ Arithmetic operators

Table 15-1 lists the AppleWorks arithmetic operators. AppleWorks
performs calculations from left to right; you can control
mathematical precedence (the order in which calculations are
performed) with parentheses.

For example, AppleWorks evaluates the formula 5%2+3 left to right
in the order it’s written: first multiplying 5*2=10, then adding
10+3=13. You can control the precedence (the order) with
parentheses. Changing the formula to 5%(2+3) tells AppleWorks to
evaluate the part of the formula in parentheses first: 2+3=5. Then
AppleWorks multiplies the value inside the parentheses by the
value outside: 575=25.

In complex formulas, AppleWorks first evaluates the formulas
within the innermost parentheses.

~  Exponentiation (raising to a power). Multiplies a number by itself.
Place the exponentation sign after a number and follow it with the
number of times you want to multiply the first number by itself. For
instance, to represent 8*8"8, you would write 813.

* Multiplication (times)
/ Division (divided by)
+ Addition (plus)

- Subtraction (minus). Also used to negate (change the sign of) a value.
For example, if Al=-1, -Al=1.
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The following is a list of arithmetic functions you can use in
AppleWorks: -

@ABS(value)
Returns the absolute, or unsigned, value of the argument val
@ABS(-10) is 10. @ABS(10) is 10.

@AVG list or range) .
Returns the average of the values in the list or range. This is |
same as the formula @SUM()/@COUNT(). AppleWorks igno
any blank cells and any labels in a range; it treats a blank cell

. label as 0 in a list. @AVG(H1, 8, H5) or @AVG(D1...D10, Hi)

@DATE (year, month, day)
Returns the Julian date represented by the specified month,
and year. (See “Julian Dates and Date Math,” later in this
Chapter, for further details.)

@EXP(valve)
Returns e raised to the power of value; e is the mathematical
constant 2.7182818.... This function is the inverse of @LN,
@EXP(1) = 2.7182818. @EXP(@LN(5)) = 5.

@INT (value) -
Returns the integer, or whole number, portion of the arg
value. @INT(5.36) = 5.

@LN(value) _
Returns the natural logarithm of value. Value must be positive,
or AppleWorks returns ERROR. This function is the inverseo
@EXP. @LN(2.7182818) = 1. @LN(EXP(5)) = 5.

@LOG(value)
Returns the base 10 logarithm of value. Value must be posi
This function is the inverse of the nentiation operator
@LOG(1) = 0. @LOG(10) = 1. @LOG; 100) = 2.

@MAX(list or range)
Returns the largest value in the list or range. @MAX(12,
D1...D5, H2, H5)
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@MIN(list or range)
Returns the smallest value in the list or range. @MIN(12,
D1...D5, H2, H5)

@MOD{value, divisor)
Returns value modulo divisor—a modulo operation returns the
number “left over” after a division. @MOD returns the
remainder of the number value when divided by divisor.
@MOD(7, 2) = 1; @MOD(6, 2) = 0.

@Pl ;
Returns the number 3.1415927....

@ROUND|valve, decimal
Returns value rounded to the nearest decimal places places. Value
and decimal places can be values or expressions that evaluate to
values. @ROUND can handle positive or negative decimal place
arguments:

@ROUND(213.4532, 3) =213.453
@ROUND(213.4532, 2) =213.45
@ROUND(213.4532, 1) =213.5
@ROUND(213.4532, 0) =213
GROUND(213.4532, -1) =210
@ROUND(213.4532, -2) =200
@ROUND (213.4532, -3) =0
@SQRT(valve)

Returns the square root of the argument. The square root of a
value is the number that, multiplied by itself equals the value.
@SQRT(25) = 5. @SQRT(-1) returns ERROR (AppleWorks only
deals in real numbers, not imaginary ones).

@SUM {list or range)
Returns the sum of all the values in the list or range. Any labels
in the list or range are treated as 0. If A1...A5 contains the
numbers 10, 5, 3, 4, and 6, then @SUM(A1...A5) = 28.
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The following is a list of trigonometric functions you can use in
AppleWaorks:

@ACOS(valve)
Returns the angle in radians (arccosine) whose cosine is value.
Value must be in the range -1 to 1. The angle will be between 0
and n. @ACOS5(0.36) = 1.2025284.

@ASIN(value)
Returns the angle in radians (arcsine) whose sine is value. Value
must be in the range -1 to 1. The angle will be in the range -t/2.
to 1:/ 2. @ASIN(0.36) = 0.3682679.

@ATANvalue)
Returns the angle in radians (arctangent) whose tangent is va!ue
The angle will be in the range -n/2 to n/2. @ATAN(0.36)=
0.345556.

@ATAN2(X valve, Y value)
Returns the angle in radians (arctangent) whose x and y
coordinates are X value and Y value. The angle will be in the
range -x to 7, excluding 7. If both X value and Y value are 0,
@ATAN2 returns ERROR. @ATAN2(1, 1) = 0.7853982.

@COS(value)
Returns the cosine of value, which is an angle expressed in
radians, @COS5(0.36) = 0.9358968.

@DEG(value)
Converts value, which is an angle expressed in radians, to
degrees. @DEG(0.36) = 20.62648.

@RAD (value)

Converts value, which is an angle expressed in degrees, to
radians. @RAD(36) = 0.6283185.

@SIN(value)

Returns the sine of value, which is an angle expressed in radiai
@SIN(0.36) = 0.352742.
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@TAN (value)
Returns the tangent of value, which is an angle expressed in

radians. @TAN(0.36) = 0.3764029.

Trigonometric Functions - 345



Rate of Return,
Net Present
Value, and
Rate Functions

AppleWorks has a battery of financial functions that can make it
easy to do complex, iterative (done in repetitive steps), financial
calculations without having to set up complex worksheet
templates.

In the AppleWorks financial functions, you must make sure that
the rates, terms, and payments are all for equivalent periods. For
example, when working with an annual interest rate and monthly
payment, you must divide the interest rate by 12 to maintain
equivalency.

@ ing and incoming values In the AppleWorks financial
: PP
formulas, you must represent outgoing cash (or other values) as
a negative number and represent incoming cash as a positive
number.

@IRR (cashflow range, guess value)
Calculates the internal rate of return of a series of cash flows
(cashflow range). Guess value sets the initial interest rate of the
iteration. If you don’t enter a guess value, AppleWorks assumes
it to be 0.1 or 10 percent. Usually a value between 0 and 1 will
yield a meaningful result with the IRR calculation.

The internal rate of return is the interest rate that gives the series of
cash flows a net present value of 0. @IRR uses an iterative
(repeating) method to perform its calculations. It repeats its .
calculation 20 times or until the values converge within 0.0000001.
If the values converge, it returns the value; if they don’t converge, -
@IRR returns ERROR. If @IRR returns ERROR, try supplyinga
different value for the guess value. If the cashflow range containsa
label, @IRR returns ERROR. 3

For example, if the cells A1...A6 hold the values 2000, -2500, 1500,

-2500, 2000, and -1250, then the function @IRR(A1...A6,0.1) =
21.07%.
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@NPV/rate valve, range)
Calculates the net present value of a series of varying future
cash flows (range) discounted at the interest rate given by rafe
value. @NPV only accepts a range as its second argument. If any
of the cells in the range contain a label, @NPV returns ERROR.
(Use the function @PV for regular future cash flows; for
example, $500 per month over 24 months. Use @NPV for
varying cash flows; for example $500, $700, $200, etc.)

@NPV is based on the following formula:

s val, % valy At val,
(1+rate)) (1+rate)* ~ (1+rate)

@NPV calculates the current value of a future flow of cash,
represented in a range of cells. For example, when you're
contemplating various investments, you may wonder how much
each one would be worth in today’s dollars. In other words, if you
could jump into the future, collect all your money from one
investment, and return with it, how much would it be worth in
today’s terms, compared to another investment? For this, you need
to know the net present value of each investment.

For example, you loan your brother $2000, and he agrees to make
variable payments each year until he has paid back a total of $2500
in 5 years. But if inflation during that period is 5 percent, the last
money you receive in the fifth year won't be worth anywhere near
what it would be worth today.

To find out how much that $2500 would be worth in today’s
dollars, put the varying payment amounts in each cell from Al

AS (in this case, 400, 500, 600, 450, 550), then enter the
formula @NPV(0.05, A1.._A5). Remember that each payment (the
cash flow) and the interest rate must refer to the same period.
AppleWorks calculates that you'd be getting back the equivalent of
$2153.93 in today’s money. :
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Annvity
Functions

@RATE term, pv, i)
Returns the interest rate on an annuity based on its term, present
value pv, and future value fv. The @RATE function calculates
the interest rate for simple investments, such as stock
purchases, municipal bonds, or certificates of deposit (CDs),
where there is one purchase and one sale, and interes* rates may
vary. Usually, for more complex types of annuities (loans,
leases, and savings accounts) the interest rate is fixed and
known.

The formula that @RATE uses is:

ke

o
( _zv_]'m 5
-—pv ;
Say you buy 1000 shares of stock at $48 per share; 18 months later

you sell them at $54.25 per share. To determine the annual rateof
return on your investment, enter: 3

@RATE(18/12, -48000, 54250) =8.5%

The term is entered as 18/12 to convert it from months (18) to
years. You could have entered it as 1.5. Also notice that since you
purchased the stock (outgoing money), the present value (second
argument) must be negative. The third argument is positive
because it represents money you received.

AR e

el O et Pt

¢ Oulgoing and incoming values In the AppleWorks financial
formulas, you mustaﬁresent outgoing cash (or other values)as
a nefet:ve number and represent incoming cash as a positive
number.

AppleWorks’ four rate and payment functions (@PV, @FV,
@TERM, and @PMT) are powerful and flexible functions. They
calculate values for a variety of financial situations from a home
car loan, savings account, car leases (where payments are usuall
made in advance and the future value is usually nonzero) to

of short-term municipal bonds or certificates of deposit. §
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The formula from which the four primary functions are derived is:

if rate=0
pv+ pmt X term +fv=0

if ratez0

(1 + rate)*™ — 1

pv x (1+ rate)™™ + pmt x (1 + rate x type) X +fv=0

In AppleWorks’ rate and payment functions, you must make sure
that the rates, terms, and payments are all for equivalent periods.
For example, when working with an annual interest rate and
monthly payment, you must divide the interest rate by 12 to
maintain equivalency.

B Rate is an interest rate for a given period.
B Term is the number of periods.
B Payment is the periodic payment per period.

B pv, fo specify beginning and ending values to the series of cash
flows. AppleWorks treats both of as 0 if you do not specify
them.

W Type sFecifies whether the payment occurs at the beginning or
end of the period. Loans are usually paid at the end of a period;
leases at the beginning. Type 0 means payment at the end of the
period; 1 means payment at the beginning. If the interest
rate is high, payment at the beginning or end of a period can
make a great difference. AppleWorks assumes type is 0 unless
you specify otherwise.

Optional arguments appear in brackets: [ ].
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@PV(rate , term , payment [, v,
Returns the present value based on the rate, term, and payment
of an annuity.

@TERM/rate, payment, pv |, Fv, typel)
Returns the term of an annuity based on its rate, payment, and
present value (loan amount).

@FV(rate form payment [, pv, type
Retum; the h;ture value'o,; a'n annuity based on its rate, term,
and payment.

L
@PMi'{mla,'m"n, pv |, fv, typel)
Returns the periodic payment on an annuity, based on its rate,
term, and present value.

F

Here’s how to apply these four functions:

@PV and a Simple Loan

You loan your brother $2000, and he agrees to pay you back in
equal amounts of $500 until he has paid back a total of $2500 in 5
years. But if inflation during that period is 5 percent, the $500 you
receive in the fifth year won'’t be worth anywhere near what it
would be worth today. To find out how much that $2500 would be :
worth in today’s dollars, create the formula @PV(0.05, 5, 500)—the
rate of inflation (5%), the term of the loan (5 years), and the
payment per period ($500). AppleWorks replies that what you're
really loaning your brother is a negative $2164.73 in terms of the
present value of the money.

+ Outgoing and incoming values In the AppleWorks financial
formulas, you must represent outgoing cash (or other values) as
a negative number and represent incoming cash as a positive
number.
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@PMT, @TERM, and Buying a Car

Suppose you are buying a car for $12,000. You put $3000 down,
and pay $228.26 at the end of every month for a total of 4 years (48
months) with a 10% annual interest rate.

Your monthly payment would be:
@PMT(.1/12, 48, 3000-12000) = $228.26

We round the payment to the nearest penny, since you can’t write
checks for fractions of a cent. At the rate of $228.26 per montbh, it
will take you this many months to pay off the loan:

@TERM(.1/12, -228.26, 12000-3000) = 48.00084

(The fraction of a month is due to the fact that we rounded off the
monthly payment.) Multiplying the monthly payment by the loan
term tells you how much you’ll pay the bank, in total:

228.26%48.0008394 ; = $10,956.67

The total amount you will pay on the loan, including interest, will
be $10,956.67. Including your down payment, you are paying
$13,956.67 for the $12,000 car.

¢ Staying on equal terms You must make sure in your
calculations that all rates and periodic payments (or cash ﬂows)
are for equivalent periods. The example above, for instance,
divides the 10 percent interest (0.1) by 12 (months) because the
payment figure (228.26) is a monthly payment. If you applied a
single annual payment, you could use the 0.1 figure.

¢ Outgoing and incoming values In the AppleWorks financial
formulas, you must represent outgoing cash (or other values) as
a negative number and represent incoming cash as a positive
number.
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@FV and Calculating an IRA

ing an annual interest rate of 10% on an IRA, if you
$2,000 and plan to deposit $2,000 at the end of every year for
years, the @FV function would look like:

@FV(.1, 30, -2000, -2000) = $363,886.85
If you made the deposit at the beginning of the year instead of at iI
the end, you would use a type argument of 1 and get anextra
$32,898.80 of interest over the 30 years:

@FV(.1, 30, -2000, -2000, 1) = $396,785.65

¢ Ouigoing and incoming values In the AppleWorks financial
fm‘mulas you must represent outgoing cash (or other values)as

hvennmbermpreamtmmmgcashasapasm
n

Another example of figuring future value with @FV is: say yon
invest $48,000 in a money market fund which has been

an 8.5% annual interest rate. You plan to sell in 18 months and
want to know what your money would be worth then. To
determine the future value of that investment, enter:

@FVv(.085, 18/12, 0, -48000) =$54,248.26
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Logical functions let you test equality or inequality with true/false
statements. Logical operators can compare values, labels, or cell
references (including those containing text or other functions).
AppleWorks compares label values alphabetically.

Logical values are often called Booleans. A Boolean true is nonzero
(usually 1). A Boolean false is 0. AppleWorks returns the Boolean
values for true and false, 1 and 0. Text comparisons always return

1or0.

Logical operators appear in Table 15-2.

Statement Operator Truth meaning

Logical

A<B <
A<=B <=
A>B >
A>=B >=
A=B =
A<>B <>

Logical Functions

A is less than B

A is less than or
equalto B

A is greater than B
A is greater than
or equal to B

Aequals B

A does not equal B

True if the first value is less
than the second. Otherwise,
false.

True if the first value is less
than or equal to the second.
Otherwise, false.

True if the first value is
greater than the second.
Otherwise, false.

True if the first value is
greater than or equal to
the second. Otherwise, false.

True if the first value is
equal to the second.
Otherwise, false.

True if the first value is not

equal to the second.
Otherwise, false.
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The following is a list of logical functions you can use in
AppleWorks:

@AND valve, valvel,...])

AthDcan accept Eﬁumber of arguments. Returns true ifall
logical values are true. For example: @AND(A1>56, A2<=12)
returns true if both Al is greater than 56 and A2 is less than or
equal to 12.

@FALSE
Reti1.ns the value false (0).

@IF(logical value, true value, false value) ¥
Tests the logical value. If the logical value is true, @IF returns true
valye. If the I value is false, @IF returns the false value. For
example: @IF(A17 >56, 2, 1). If A17 is greater than 56, @IF
returns 2; if it is not greater than 56, @IF returns 1.

@IF can operate on text. For example, @IF(logical value, true,
false) returns the word “true” as its true value and the word
“false” as its false value. It could just as easily return “buy” mi

"”11 "~ J
Logical values can also contain @AND and @OR in combmalim‘
with operators. For example: @IF(@OR(A17>56, A18=1),2,1). I{ |[
either (A17>56) or (A18=1) is true, then @IF returns the value 2: i
otherwise it returns the value 1. ;

@IF(@AND(A17>56, A18=1), 2, 1) If both (A17>56) and (Als-l)'
are true, then @IF returns the value 2. If either is false, it returm ,'
the value 1.

@ISBLANK (reference)
Returns the value true if the cell reference is empty; otherwise ;
returns false.

@ISERROR [reference) B
Returns true if the cell reference has the value ERROR; otherwise
returns false. '

@ISNA [reference)

Returns true if the cell reference has the value NA; otherwise i
returns false.

354 Chapter 15: Spreadsheet Functions



@NOT({valve) :
Returns the Boolean value 1 (true) if value = 0; returns the

Boolean value 0 (false) for any nonzero argument. For example:

@NoT (44) = 0 = false
@NOoT (0) = 1 = true
@NOT (1) = 0 = false

Using @NOT(@NOT(value)) is a good way to “normalize” a
value to zero or one. Any nonzero value will be converted to 1.

@OR(logical value, logical valve |....]
@OR can accept any number of arguments. Returns the value
true if any of the logical values are true. For example:
@OR(A1>56, A2<=12) returns true if either A1 is greater than 56
or A2 is less than or equal to 12. )

@TRUE
Returns the value true (1).

Logical Functions 355



. - . . . - . . . . - . .

356

AppleWorks lets you operate on character strings (labels) stored in
cells.

@FIND(sfart, stringl, string2)
Searches for stringl inside string2, starting at position start.
Returns the position of string1 in string2, or zero if stringl is not
found in string2. Useful with @MID to extract parts of strings
delimited by commas or spaces. For example, if cell DS9 held
“Dan Verkade,” @FIND(1,” ”,DS9) would return 4.

@JOIN(sfring 1, string2 [,string3...])
Joins (concatenates) two or more strings. For example, if a first
name was stored in C1 and a last name was stored in C2, you
could use @JOIN(C1, “ ", C2) to concatenate the two cellsintoa
single name.

@LEN(string)
Returns the length of string.

@LOWER (string)
Returns string in all lower case. Useful for ensuring consistency
of data or for comparing two strings without regard for their
case in an @IF function (simply use @ OWER on both strings).

@MID(start, length, string)
Returns a middle portion of a string, starting with position start

and continuing for length characters. The first position of the
string is numbered 1. For example, if cell B5 held “Washington,
D.C.", @MID(5,3,B5) would return “ing.”

@TEXT(value)
Returns value as a string. Useful for combining separate numeric
data into a complex formatted number using the @ OIN
function.

@UPPER (string)
Returns string in all upper case. Useful for ensuring consistency
of data or for comparing two strings without regard for their
case in an @IF function (simply use @UPPER on both strings).

@VAL(string)
Returns the numeric value of an ASCII string. This function is
useful with @FIND and @MID to convert data items like Social
Security numbers and phone numbers from a string data type (a
label) to numbers so they can be used in formulas.
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Julian Dates & Date Math

AppleWorks supports a feature called Julian dates, which allow us
to perform mathematical operations on dates. With Julian dates,
you can easily calculate the difference between two dates by
subtracting them, or figure out the date of the day x days in the
past or the future.

A Julian date is simply the number of days since January 1, 1904
(which is an arbitrary date which we have chosen to be day zero).
January 1, 1993, to pick a day at random, is day 32508. The highest
Julian date supported by AppleWorks is 65535, which is June 5,
2083.

Once the date is in Julian format, it's casy to do date math—simply
add or subtract date values at will. Also, it's possible to sort a
range of dates into chronological order when they’re in Julian
format.

AppleWorks provides two ways to enter a Julian date into a
spreadsheet cell. First, simply typing @ (followed by Return) into a
cell enters the current Julian date. Second, the @DATE function
(see “Arithmetic Functions,” earlier in this Chapter) converts an
arbitrary date to Julian format.

4 Formule vs. value Since @DATE is a function, it is recalculated
each time you recalculate the spreadsheet. To speed up
recalculation of dates that won’t change, first enter @DATE into
a cell, then re-enter the value placed in that cell by @DATE. (Or
move the cell to the clipboard and back, selecting “Values only”
on the way back.) This way, AppleWorks won’t have to re-
convert the date each time you recalculate the spreadsheet.

AppleWorks also provides the date value format (see Chapter 14,
“Formatting the Worksheet”). Formatting a cell with the date value
format converts the Julian date stored in the cell to a human-
readable (Gregorian) date. The date is still stored as a number
between 0 and 65535 for calculation purposes, but it is displayed as
a “standard” date.
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Figure 15-1
@CHOOSE

@CHOOSE (2, A2, B1, A5}

= Apple lle

AppleWorks’ two major searching functions, @ CHOOSE and
@LOOKUP, allow you to return values from tables. This section
also covers a few miscellaneous functions which didn’t fit in
anywhere else.

@ALERT fsmnﬂ
Displays the string in the center of the screen and sounds a
beep. Used with the @IF function, @ALERT can be used to
ensure that certain spreadsheet values have an appropriate
value. For example, @IF(A70<16,0,@ALERT(“You must be 16 to
drive”)) displays the message “You must be 16 to drive” if the
value of cell A70 is less than 16.

@CHOOSE (value, list)
Uses value as an index (or pointer) into a list of adjacent cells.
Value may be a reference to a cell containing a value or an
expression that evaluates to a value. The list of cells may be left
to right along a row, top to bottom down a column, or a list of
individual cell references, labels, values, or expressions. You
cannot specify a range for @ CHOOSE.

For example: the expression @ CHOOSE(2, “Apple IIc,” “Apple
Ife,” “Apple 11GS") would return the second item in the list, |
“Apple Ile.” Figure 15-1 illustrates @ CHOOSE.

II'I‘I

ile: My Horksheet - REUIEH@B&

zz=zzfazssssasaf

weple e
fpple 1t

Apple 11GS

"
LT el Pale e BE

@COUNT(list or range)
When you supply a range, returns the number of cells
containing values in a range, ignoring blank cells and cells wlth

labels. When you supply a list, returns the number of cells, evm
those which have labels or are blank.
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@LOOKUP
BLOOKUP (51, B]...B4) =2

Displays ERROR.

@LOOKUP|value, range)

Searches successively through range for the largest entry that is
less than or equal to value. Returns a corresponding value from
a second range adjacent to range (on the left or below).

For example, if the range B1 to B4 held the numbers 49, 51, 53,
and 55, and the range C1 to C4 held the values 1, 2, 3, and 4, and
you had the expression @LOOKUP(52, B1...B4), then
AppleWorks would search along the range B1...B4), until it
came to the largest entry that was less than or equal to 52—in
this case, 51. It would then look at the adjacent range, in this
case C1 through C4, and find the corresponding value, label, or
formula and return it. In this case, AppleWorks would return
the second item in the range, “2.” :

Figure 15-2 illustrates @LOOKUP.

File: My Horksheet REVIEN/RDD
sssszasnsfisssacsszzflanzessess(enensanas()e
g 43 |
i
3
§ H] 4
7

@NA

Displays “NA” for Not Available.
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Functions in

Alphabetical Order
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Table 15-3 is a comprehensive listing of all AppleWorks

spreadsheet functions.

Function
Name Mrguments} Example

Effeci

Absolute @ABS @ABS(-10)
(value)
Alert @ALERT @ALERT

(string) (“You must be
16 to drive”)

Arcosine @ACOS @ACOS(0.36)

(value)

And @AND @AND
(logical (B1=5, D1=3)
comparisons)

Arcsine @ASIN @ASIN(0.36)
(value)

Arctangent @ATAN @ATAN(0.36)
(value)

Arctangent @ATAN2 @ATAN2(1,1)
(X value,
Y value)
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Returns the absolute value of
the argument value. @ABS
(-10) is 10.

Displays string in the middle
of the screen and sounds a
beep. Use with @IF to alert
users to out-of-range entries.

Returns the angle in radians
(arccosine) whose cosine is
value. Value must be in the
range -1 to 1. The angle will
be between 0 and n. Example
yields 1.2025284.

Returns true if all logical
values are true. Example
yields 1 if Blis 5and D11is3;
otherwise yields 0.

Returns the angle in radians
(arcsine) whose sine is oalue,
Value must be in the range -1
to 1. The angle will be in the
range - /2 to /2. Example
yields 0.3682679.

Returns the angle in radians
(arctangent) whose tangentis
value. The angle will be in the
range -1t/2 to n/2. Example
yields 0.3455556.

Returns the angle in radians
(arctangent) whose x andy
coordinates are X value and Y
value. The angle will be in the.
range -n to 7, excluding . If
both X value and Y valueare
0, then @ATAN2 returns
ERROR. Example yields
(.7853982.



Table 15-3
Functions in
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Function
Name {Arguments] Example

Effect

Average @AVG(list @AVG(B1,B3)
or range) @AVG(I2...15)

Choose @CHOOSE @CHOOSE
(value, list) (B2, D1...D8)

Cosine @COS(value) @COS(0.36)

Count @COUNT @COUNT
(Tist or range) (12...110)

Date @DATE(year, @DATE(1968,
month, day)  10,11)

Degree @DEG(value) @DEG(0.36)

Error @ERROR @ERROR

Exponent  @EXP(value) @EXP(3)

False @FALSE @FALSE

Alphabetical Function List

Returns the average of values
in the list or range.

Uses value as an index (or
pointer) into a list of adjacent
cells. Value may be a
reference to a cell containing a
value or an expression that
evaluates to a value, The list
or range of cells may be left to
right along a row, top to
bottom down a column, or a
list of individual cell
references, labels, values, or
expressions. :

Returns the cosine of value,
which is an angle expressed in
radians. Example yields
0.9358968.

Returns the number of
cells in the range with a
value; number of cells in a list.

Returns the Julian date for the
specified Gregorian date.
Example returns 23660.

Converts value, which is an
angle expressed in radians, to
degrees.

Displays ERROR.

Returns e raised to the power
of value; e is the mathematical
constant 2.7182818. This
function is the inverse of @LN.
Example yields 20.08553.

Returns the value false (0).
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Function
Name (Arguments) Example Effect
Find @FIND(start, @FIND(1, Returns the position of stringl
stringl, “ " "Motor in string2 (ignoring matches to
string2) City”) the left of start), or zero if the
string is not found. Example
returns 6.
Future arv @FV(.1/12, Returns the future value of
Value (rate, termi,  30,-3000) an annuity based on the rate,
payment, term, and payment period.
Ipo, typel) Example yields 101,770.5.
If @IF @IF(A23>B6, Tests the logical value. If the
(logical value, 33,44) logical value is true, @IF
true value, returns the true value, If the
false value) logical value is false, @IF
returns the false value, Can
make comparisons on text,
Integer @INT(value) @INT(55.5)  Returns the integer portion of
the argument value.
@INT(55.5) = 55.
Internal @IRR @IRR(D1...  Calculates the internal rate of
Rate of (cashflow D12, .085) return of a series of cash
Return range, flows. The internal rate of
guess value) return is the interest rate that
gives the series of cash flowsa
net present value of 0. @IRR is
an iterative calculation. Guess
value sets the starting value of
the iteration.
Is Blank @ISBLANK @ISBLANK  Returns the value true if the
(reference)  (A12) cell referenced is empty;
otherwise returns false.
Is Error @ISERROR  @ISERROR  Retumns true if the cell
(reference) (A1) referenced is ERROR;
otherwise returns false.
Is Not @ISNA @ISNA(A1)  Returns true if the cell
Available  (reference) referenced is NA; otherwise
returns false.
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Alphabetical Order
lqonﬁnued]

Function

Name  (Arguments] Example Effect

Join @JOIN @JOIN(AL, Joins (concatenates) two or
{stringl, S4B more strings, Useful for
string? combining separate data

[;string3...))
Length @LEN(string) @LEN({"Dan”)

Middle @MID(start, @MID(5,3,
length, string) “Quadriga”)

Natural Log @LN (value) @LN(2.4)

Logarithm  @LOG(value) @LOG(100)

Lookup @LOOKUP @LOOKUP
(value, range) (B2,D1...D12)

Lower @LOWER @LOWER

Case (string) (“Randy”)

Maximum @MAX(list or @MAX
range)

Minimum  @MIN(list or @MIN
range) (Al...A27)

Modulo  @MOD @MOoD(7,2)

(value,divisor) @MOD(6,2)

Alphabetical Function List

elements in a single cell.

Returns the length of string,
Example returns 3.

Extracts a substring from
the specified string, Example
returns “rig”.

Returns the natural loga-
rithm of value. Value must be
positive, This function is the
inverse of @EXP.

Returns the base 10 logarithm
of value. Value must be
positive, This function is the
inverse of the exponentiation
operator (). Example yields 2.

Searches successively through
range for the largest entry

that is less than or equal to
value. Returns corresponding
value from a second range
adjacent to range.

Converts string to lower case.
Example returns “randy.”

Returns the largest value in
the list or range.

Returns the smallest value in
the list or range.

Returns value modulo divisor
—ithe remainder of the
number value when divided
by divisor. @MOD(7,2) = 1;
@MOD(6,2) =0.
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Function

Name {Arguments) Example Effect

Not @NA @NA Displays “NA” for Not

Available Available.

Not @NOT(value) @NOT(BK27) Returns false if value is true;
otherwise returns true.

Net Present @NPV (rate @NPV(I12,13, Calculates the net present

Value valug, range)  L2...127) value of a series of future cash
flows discounted at the
interest rate given in rate
value. The range can be a
series of even or uneven
payments,

Or @OR(logical @OR(A1>56, Returns true if any logical

comparisons) A2<=12)

Pi @PI @Pl1

Payment  @PMT(rate, @PMT(0.1/12,
term, pv 48,-9000)
Lfo.typel)

Present @PV(rate, @PV(0.05,

Value term, payment 5,500)
Lfo, typel)

Radians @RAD(value) @RAD(36)

Rate @RATE @RATE(18/12,
(term, po, fo)  -48000, 54350)

Chapter 15: Spreadsheet Functions

value is true. Example yields 1
only if A1>56 and A2<=12,
otherwise yields 0.

Returns the number r,
3.1415927...

Returns the periodic payment
on an annuity based on the
rate, term, and present value.
Example yields 228.26.

Returns the present value

based on the rate, term, and
t of an annuity.

Example yields -2164.73.

Converts value, whichisan
angle expressed in degrees, fo
radians. Example yields
0.6283185.

Returns the interest rate on an
annuity based on its term,
present value, and future
value. Example yields 0.086.




Table 15-3
Functions in
Alphabetical Order
[continued)

Function

Name (Arguments) Example Effect

Round @ROUND  @ROUND Returns value rounded to the
(value, (23.764,2) nearest decimal places places.
decimal places) Decimal places can be a value

or an expression that
evaluates to a value, Example
yields 23.76.

Sine @SIN(value) @SIN(0.36) Returns the sine of walue,
which is an angle expressed in
radians. Example yields
0.352742.

Square root @SQRT @SQRT(5) Returns the square root of the

(value) argument valiie. @SQRT(5) =
2.236068. @SQRT(-1) returns
ERROR.

Sum @SUM(list or @SUM Returns the sum of all the

range) (A1...D1) values in the list or range. Any
labels in the list or range are
treated as 0.

Tangent @TAN(value) @TAN(0.36) Returns the tangent of value,
which is an angle expressed in
radians. Example yields
0.3764029.

Term @TERM @TERM Returns the term of a loan
(rate payment, (0.1/12,228, based on its rate, payment,
pe L fotype])  9000) and present value. Example

yields 48.

True @TRUE @TRUE Returns the value true (1).

Upper @UPPER @UPPER Converts string to upper case.

Case (string) (“Jerry™) Example returns “JERRY.”

Value @vAL @V AL(B5)" Returns the numeric value of

(string)

Alphabetical Function List

(string) for use in a calculation.
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The Other Activities option on the Main Menu lets you “do
housekeeping” with disks, files, and directories; change settings to
get the most out of AppleWorks and your printer; and change how
AppleWorks works to better suit your needs.

You can use the Other Activities option to:
M change the current disk drive

B access File Activities to list, delete, rename, lock, unlock, copy,
and move disk files

B .
B access Disk Activities to copy, erase, verify, format, rename, or
compare disks, or to copy or create subdirectories

B access Clipboard Options to directly edit one of AppleWorks”
three Clipboards '

Other Activities also includes the Standard Settings option.
Standard Settings is where you tell AppleWorks what kind of
printer you have, where you usually keep your data files, and
other advanced settings, such as AppleWorks’ preloading
characteristics, time, and date formats. Appendix B covers
“Standard Settings” (the things you can do with the Standard
Settings option). You’ll find printer information in Appendix C,
“Printer Configuration.”
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Ghonging the DiskobliPiele

Changing the
Current Disk
Drive

Figure A-1
Other Activities menu

372

The current disk is the disk drive where AppleWorks looks for
your data files. This can be the drive your AppleWorks disk is in,
or it can be another drive. If you have two 5.25" disk drives, you'll
probably want to keep your data on Disk 2. A ProDOS prefix tells
AppleWorks that you're storing your data files in a particular
directory or subdirectory on a disk.

By setting the current disk or ProDOS prefix, you can ensure that
when AppleWorks saves a file on disk, it’s saved to the disk and
directory you want.

@ Current disk drive versus standard location of data disk The

current disk drive and pathname tell AppleWorks where you
want your files stored now. You can also give AppleWorks a
standard (or preset) location for your data disk that
AppleWorks will use each time you start it, unless you tell it
otherwise. To change the standard location of your data disk,
see Appendix B, “Standard Settings.”

1 From the Main Menu, select “Other Activities,” then press Returm,
AppleWorks displays the Other Activities screen, as shown in
Figure A-1. The option “Change current disk or ProDOS prefix”
is already highlighted.

Disk: Disk 1 (Slat §) OTHER ACTIVITIES Escape: Main Hen |

i Mfain Menu |

Uther Activities | e
W -ancc ocurren
2. File fActivities
3. Disk fctivities
4. Clipboard Opticns
5. Select standard settings for Applelorks
Iype number, or use arrous, then press Refurn 290K hvail. |
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2 Press Return fo choose “Change current disk drive or ProDOS

AppleWorks displays a list of disk drives you can use, as shown
in Figure A-2.

n%u; Disk: Disk 1 (Slot 5) CHANGE CURRENT DISK  Escape: Other Activities
Selecting a disk drive

Nain Menu |
Uther Ackivities | |
Thange Lurrent Disk | l_

Press ¢-Return to add a subdirectory

i
D
0
R
D
D
0
P

LD QO =T ‘Ln:-'?-ll‘\)‘"*_

—

TUpe number, or USe arroWs. Lhen press Return = a-7 tor Help

3 Select the disk drive you want fo use, then press Return.
AppleWorks changes the current disk and returns you to the

Other Activities screen. The new disk drive and slot number
appear in the upper left of the screen.
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ProD
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the
refix

The ProDOS prefix tells AppleWorks that you're storing your data
files on a particular disk or in a subdirectory, instead ofona
particular drive.

For example, the prefix /APPLEWORKS tells the AppleWorks
program that you’re storing your data files on the AppleWorks
program disk. The prefix /MYDISK tells AppleWorks you're
storing your data on a disk you named /MYDISK.

If you tell AppleWorks to look on a specific disk drive for your files,
it will look on the disk in that drive no matter what the name of the
disk is. If you tell AppleWorks to look for a specific disk by name, it
will find the disk no matter which drive it is in.

You can also specify a complete pathname as a prefix, incl
the name of the disk and one or more subdirectories. The prefix
then tells AppleWorks where on the disk you have stored your file.

For example, in the pathname /MYDISK/BUSINESS/MEMOS,
/MYDISK is the name of the disk. Among the other listings in the
/MYDISK directory is a subdirectory called /BUSINESS. The

/BUSINESS subdirectory can have many listings too. One of them
is /MEMOS, another subdirectory. In the /MEMOS subdirectory
is a listing of all the memos you have written with the AppleWorks |
Word Processor. —

The ProDOS prefix names the current disk and directory that
AppleWorks looks for when you add a new file from the current
disk, and where AppleWorks saves files. This menu option dou
not display the contents of that directory.

You change the ProDOS prefix and pathname from the drive list
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1 From the Main Menu, select “Other Activities,” then press Return.

AppleWorks displays the Other Activities screen. The option
“Change current disk drive or ProDOS prefix” is already

highlighted.

2 Press Relum fo choose “Change current disk drive or ProDOS

AppleWorks displays a list of disk drives you can use.

3 Use the drive list options fo select a new ProDOS prefix.

0 Select “The current disk” to accept AppleWorks’ default or
current setting.

0 Select a disk by highlighting it with the + and ¥ keys, then
press G-Return instead of Return. AppleWorks displays a
list of the subdirectories on the disk. Select one using the 4
and ¥ keys, then press Return. The current disk is set to the
chosen directory and AppleWorks returns to the drive list.

00 Highlight “The current disk” and press G-Return.
AppleWorks displays a list of the subdirectories on the
current disk or in the current directory. Select one using the
#+ and ¥ keys, then press Return. The chosen directory is
appended to the current pathname and AppleWorks returns
to the drive list. Repeat this procedure to add more
subdirectories.

O Press G-A to add a subdirectory, as described above.
AppleWorks returns to the drive list.

O Press D to drop the last subdirectory from the current
pathname and stay in the drive list.
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O Press G-P to display the list of pathnames you have defined
under “Standard Setttings” (see Appendix B). From this list,
select the desired pathname and press Return to choose one
of the pathnames and use it immediately, or G-Return to
select the pathname and return to the drive list for further
editing. Press (3-1 through (3-8 from the drive list to change
directly to one of the stored pathnames without seeing the
pathname list.

0O Highlight “ProDOS directory” and press Return to specifya
ProDOS directory by typing a pathname. This is useful when
you know exactly where you want to go and just want to get
there as quickly as possible. '

¢ AppleWorks Veterans To select a pathname “point-and-shoot”
style as in AppleWorks 3.0, press 3-Return while “ProDOS
directory” is highlighted. AppleWorks displays the
subdirectories of the current disk or directory, if any. Use &->
(or Return) to enter a highlighted subdirectory, or G-< to “back
out” of a subdirectory. (Do not use the Shift key with &-> or
(3-<.) Press Tab to switch to another disk. Press G-P (for Path)
when you are inside the desired disk or directory. AppleWorks
accepts the current disk and proceeds to the next screen.

4 When the desired disk or directory is displayed next to “Current
disk,” highlight “Current disk” and press Return fo proceed.

Press Escape to exit the drive list and leave the current disk
unchanged.
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Hgure A-3

Fle Activities screen

AppleWorks’ File Activities screen lets you maintain and manage
the files stored on your disks.

To get to the File Activities screen:

1 From the Main Menu, select “Other Activities,” then press Return.
AppleWorks displays the Other Activities screen.

2 Select “File Activifies,” then press Return.
AppleWorks displays the File Activities screen, Figure A-3.

Disk: Disk 1 (§lot 3) FILE ACTIVITIES Escape: Other Activities

Hain Nenu |
Uther Activities | |__.
File Ackivities | |

Copy files

ove Files‘ : i
Install Inits or TimeOut files

Renane files
Delete files

Lock files
Unlock files

= =it - T I Y TN e

| Tupe Tumber, or use arrous, then press Return _ 7909% Avail.

¢ Shoricut You can also press Tab to move to the File Activities
menu if you are at the Disk Activities menu. Or, from anywhere
in AppleWorks, presss 3-Q followed by G-F to move directly to
the File Activities menu.

All the instructions in this section assume you are starting from the
File Activities screen.
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File Activities

Listing Files

on the

Current Disk

“gll" A-4
Listing all files on a disk

378

It's often useful to be able to read through a directory of files on a
disk, for example, to see if a file is available or whether you have

already used a particular filename.

To list all files on the current disk, select “List all files” and press
Return. AppleWorks lists the files on the current disk drive and
ProDOS path, if any. (Press 3-Return on “List all files” if you want
to look at a disk or directory other than the current disk.) Figure

A-4 shows what the list looks like.

Disk: Disk 1 (Slot 5)

LIST ALL FILES

Escape: File Activities

Hain Henu

Uther Rctivities

Total files: 23

List all f

Files picked:

D1sk uoiule fnPPLEHﬂii(S has TTSK avaiTable :

Name Tupe of file  5ize BU Date  Time
=== =§§=i- =--=~2;K " 7[39{93 f;;‘.‘“
4l pn

m& STEN ten 19 09,1693 5:8
CUST.DIC {K + mgrsz {:83?’:
HAIN DIC Bmarg 200K + 87/09/93 4:04 pn
%.50 inary 4K + 8918793 6:03 pn
A inary 4 + Zf!gfgg g: m
SEG.AM Binary 46K 712/ 25 o
- B bm Sopdapan
£ SEG DR BlnarH 2K 9!12/3% §?4 ;u

ore

TISe up/doun arroms %o move Through 11st

299K Avail.

Use the 4+ and ¥ keys to scroll through the list. You can also
press G-1 or (-9 to jump to the top or bottom of the list.

M Changing the list order Press G-A to arrange the file list to find

the file you're looking for more easily. A

pleWorks will ask you'

whether you want to arrange by Name (files displayed
alphabetically regardless of type), Type (files grouped into
types and alphabetized within type—the standard method),
Size (largest files first), or Date (most recently modified files
first). Changing the list order only affects the way you view files’
in AppleWorks, not the actual order of the files on the disk.

Press Escape to return to the Other Activities screen.
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Renaming,
loekl:"nml
Unlocking Files

Figure A-5
Choosing files

AppleWorks lets you perform a number of operations on your
files, including;:

B Renaming Changes the name of a file on the disk

B Deleting Permanently removes a file from the disk
B locking Keeps files from being accidentally deleted
B Unlocking Reverses the effect of locking

These operations are performed from the File Activities menu, and
all work similarly. Here's how to use them:

1

Select “Rename Files,” “Delete Files,” “Lock Files,” or “Unlock
Files” from the File Activities menu and press Return.

AppleWorks displays a listing of the files on the cufrent disk, as
shown in Figure A-5.

Path: .. SAMPLE.FILES DELETE FILES Escape: File fectivities
Fain enu |
Total files: 18 |
Other Activities | =
Files picked: ¢ i
Oelete Files l!
Subdirectory' .. SAMPLE as 4991K available
Name Tupe of File  Size BU [ate Ting

==} Misspelled Mord Processor 3K + B6/26/ 86 pu
=) 4 fidres. Mord Processor 3K ¢ S»‘gérgg égg 3.
Mord Processor 2K + 86/26/89 5:87 pm
L& * Word Processor 2K ¢ agfis:ag 5:87 pa

Presidents Data Base K + 18/81/83
Return Rddress  [ata Base 2K + 86/26/83 6:B85 pm
Rolodex ta Base X ¢ 3&26-’33 bgg M
i States ta Base 13X + 6/83 5:85 pa
fAngle Convert eadsheet X+ /89 5:0E pm
[ Home Budget Spruﬂfrut 1K + 06/26/89 6:05 pm

e
{Jse Kight Arrow Lo choose f1les, Lelt Arrow Lo undo _ 28928 Avall

@ To work on a different disk If the files you want to work on are

not on the current disk or in the current directory, use &-Return
to select the operation. AppleWorks displays the drive list to
allow you to choose a different disk or directory. See “Changing
the ProDOS Prefix,” earlier in this Appendix, for more
information on the options available at the drive list.
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2 Select the files you wish o perform the operation on.

If you want to perform the operation (rename, delete, lock, or
unlock) on more than one file at a time, press the 4 key when
you have highlighted one file to select it, then press the 4 or ¥
key to move to another file. Press the # key to select another
file. (The 4 key deselects a file.)

To select all the files in the list, press G-#. To deselect all files,
press G-+

3 When you have finished selecting all the files you wish to work
on, press Return.

For each file that you have selected, AppleWorks asks whether
you “really want to do this.” To skip the file without
performing the operation, select No, then press Return. To
perform the operation on the file and proceed to the next, select
Yes, then press Return. When AppleWorks has asked you about
every file, you return to the File Activities menu.

If you are renaming files, AppleWorks will ask you to type the
new name for each file you have selected. The name must
conform to ProDOS naming standards—it must begin witha
letter and may contain up to fifteen letters, numbers, and
periods in any combination. Press Return when you are
satisfied with the new name, or press Escape to skip the file.

00 Expert mode If you are certain you want to perform the
chosen operation on the selected files and don’t want
AppleWorks asking whether you “really want to do this” for
each file, press 3-Return instead of Return when you have
finished selecting files. AppleWorks will skip the queries.
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& AppleWorks can copy or move files from one disk to another.
:‘Gpv_ll‘lg F“.:‘d WF;\en you copy a file, the original file remains in place—you end
oving riies up with two copies of the file. When you move a file, AppleWorks
first performs a copy operation, then deletes the original file, so
you end up with only one copy of the file, but on a different disk
or in a different directory from where it started.

The two operations work identically. Here’s how to do them:
1 Select “Copy files” or “Move files” from the File Activities menu.
AppleWorks displays the Choose Source screen, Figure A-6.

Figure A-6 Disk: Disk 1 (Slot 5) CHOOSE SOURCE Escape’ Copy files
Choose Source screen
Maln Fenu |
fher Activities | 1__
Lhoose source | l_

Press g-Return to add 3 subdirectory

I A Y ol B e
i i T e T i S 4

Tupe number, or use arrows. then press Return " G-7 tor Help
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2 Choose the disk (or ProDOS directory) which contains the files

you want to copy or move and press Return.

0 Select “The current disk” to accept AppleWorks’ default or
current setting, or to accept your changes after changing the
current disk with the options below.

1 Select a disk by highlighting it with the 4 and ¥ keys, then
press Return. AppleWorks exits the drive list and uses the
main directory of the specified disk. (Press ©-? to see the
names of the disks in the drives.)

1 Select a disk as above, but press 3-Return instead of Return.
AppleWorks displays a list of the subdirectories on the disk.
Select one using the # and ¥ keys, then press Return. The
current disk is set to the chosen directory and AppleWo,r}c& :
returns to the drive list.

= Highlight “The current disk” and press ©%-Return.
AppleWorks displays a list of the subdirectories on the
current disk or in the current directory. Select one using ﬁl&‘f’
4 and ¥ keys, then press Return. The chosen directory is
appended to the current pathname. Repeat this procedurejt&:
add more subdirectories.

]

Press Ci-A to add a subdirectory, as described above
AppleWorks returns to the drive list.

3 Press (-D to drop the last subdirectory from the current
pathname and stay in the drive list.

= Press C-P to display the list of pathnames you have defined®
under “Standard Setttings” (see Appendix B). From this list,
select the desired pathname and press Return to choose
of the pathnames and use it immediately, or -Return
select the pathname and return to the drive list for fu:ﬁwf
editing. Press -1 through %-8 from the drive list to ch
directly to one of the stored pathnames without seeing the =
pathname list. o

1 Highlight “ProDOS directory” and press Return to speci
ProDOS directory by typing a pathname. This is usefu
you know exactly where you want to go and just want
there as quickly as possible.
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3 Choose the disk or ProDOS directory) to which you want to copy
or move the files and press Return.

Use the procedures described in step 2 if you want to select a
subdirectory.

When you have chosen the destination (“copy to”) disk or
directory, AppleWorks displays both the source and destination
disks or directory and asks you if this is correct.

4 Choose Yes if the source and destination selections are correct.

If you choose No, AppleWorks returns to the Choose Source
screen for another try.

When you choose Yes, AppleWorks displays the file/list.

0 If the source and destination are the same disk, AppleWorks
assumes that you only have one disk drive and will be
switching disks during the copy or move operation. Thus,
AppleWorks prompts you to insert the Source disk at this
point (the disk you are copying from). AppleWorks will
prompt you to switch disks as necessary throughout the
entire operation. If you are copying or moving files on the
same disk (not two disks in the same drive), and do not wish
to be prompted to switch disks, press (i-Return at the first
“Insert Source disk” prompt.

5 Select the file or files you wish to copy, then press Return.

If you want to perform the operation on more than one file at a
time, press the # key when you have highlighted one file to
select it, then press the 4 or ¥ key to move to another file. Press
the # key to select another file. (The € key deselects a file.)

To select all the files in the list for deletion, press G-#. To
deselect all files, press (i-4. )
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6 ﬁ:w«huhimwh'muymphum

If you select Yes, AppleWorks will “copy over” files on the
destination disk which have the same name as a file being
copied, without asking your permission first. In other words, the
existing file on the destination disk will be replaced with the
new version being copied. If you select No, AppleWorks will
ask your permission before replacing any files.

7 AppleWorks asks if you want to “Keep original file dates.”

If )l‘rou select Yes, the copied files will have the same date as the
original files. If you select No, the copied files will have today’s
date.

After you have answered this question, the copy or move
operation will begin.

8 Follow the AppleWorks prompts until the operation is completed.

AppleWorks will display the name of each file as it is copied or
moved.

If you are copying with a single drive, AppleWorks will ask yoiii
to insert the Source or Destination disks as needed. Do so and
press Return.

If AppleWorks finds a file on the Destination disk with the
name as a file being copied from the Source disk, and you

told AppleWorks not to automatically replace existing files,
AppleWorks will ask your permission to replace the exlsurgg
with the file being copied. Answer Yes or No.

When the copy operation is completed, AppleWorks returns
you to the File Activities screen.
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AppleWorks—through ProDOS—stores a file in a directory (list of
files). In addition to listing individual files, a directory can also
hold one or more subdirectories. Each subdirectory is a directory
in its own right. For a full discussion of subdirectories, see your
ProDOS manual.

# Limits for disk space ProDOS imposes a2 maximum of 51 files or
subdirectories in a root directory (the main directory for a disk).
The number of files or subdirectories in any subdirectory is not
limited (except by the amount of storage you have on the disk).
AppleWorks requires an extra file for safe saving.

A ProDOS pathn;me combines the name of the disk with the name
of any subdirectories on the disk to tell AppleWorks where on the
disk you have stored your file.

For example, in the pathname /MYDISK/BUSINESS/MEMOS,
/MYDISK is the name of the disk. Among the other listings in the
/MYDISK directory is a subdirectory called /BUSINESS. The
/BUSINESS subdirectory can have many listings too. One of them
is /MEMOS, another subdirectory. In the /MEMOS subdirectory
is a listing of all the memos you wrote.

@ 5.25" disk users As a practical matter, you may wish to use
separate data disks rather than create an extensive subdirectory
s%fstem, because of the storage limitations of the disks and the
slower access resulting from the use of subdirectories.
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Subdirectories

CI’OC'“IIQ 24 Here’s how to create a new subdirectory:
Sulullmhry 1 From the Main Menu, select “Other Activities,” then press Return.
AppleWorks displays the Other Activities screen.
2 Select “Disk Activities” then press Return.

AppleWorks displays the Disk Activities screen.
3 Select “Create a subdirectory,” then press Return.

AppleWorks asks you to type the subdirectory’s pathname, as
shown in Figure A-7.

_lsy._r_!_h_-.z Disk: Disk 1 (Slet 5) CREATE SUBDIRECTORY Escape: Disk Activibies
{ping in the paihnclme
o vbdirectory Nain Fenu |
Other Activities | |_
Treate subdirectory | |

Tupe the subdirectory's name.

Fathnawe? _ 052K hvail.
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Deletin
Renaming a

Subdirectory

Copying a
irectory

4 Type in the pathname from the name of the disk to the directory
you want fo create.

If you don’t specify a disk name, AppleWorks will create the
directory on the current disk or inside the current path. You can
also specify a complete pathname (like /MYDISK/BUSINESS/
MEMOS) if you want to create a subdirectory on a disk other
than the current disk.

If you type a complete pathname, the disk you name in the
pathname must be in a disk drive.

5 Pressltohmv‘:heayoumsumﬁedvmhdnpaﬂmn

When AppleWorks has created the new subdirectory, it tells
you the subdirectory has been successfully created and asks you
to press the Space bar.

6 Press the Space bar.

AppleWorks prompts you for the next directory to be created.
Press Escape if you have no more directories to create, or return
to Step 4 to create another directory.

As a safety precaution, AppleWorks does not let you delete a
subdirectory which contains files.

Subiject to that restriction, you can delete or rename a subdirecto:
in much the same way as you delete or rename any other file. (See
“File Activities.”) Simply select the disk or directory that contains
the directory you want to delete. For example, if you want to
delete the /MYDISK /BUSINESS/MEMOS subdirectory, you
would select /MYDISK/BUSINESS as the directory to delete from.

There’s one trick involved. Since pressing Return on a subdirectory
would normally “open” it and display its contents, you must select
the directory you want to delete or rename using the # key, even if
you are deleting or renaming only one directory. Then press
Return and proceed to rename or delete as usual.

AppleWorks’ Disk Activities menu (next section) includes options
for copying directories and their contents.
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Figure A-8
Dii Activities screen

388

AppleWorks lets you work on whole disks. The operations you can

perform include copying, verifying, erasing, formatting, and

comparing disks. Additionally, you can copy directories and

rename disks from this screen.

To get to the Disk Activities screen:

1 From the Main Menu, select “Other Activities,” then press Return.
AppleWorks displays the Other Activities screen.

2 Select “Disk Activities,” then press Return.

AppleWorks displays the Disk Activities screen, Figure A-8.

Disk: Disk 1 (Slet 5) DISK ACTIVITIES Escape: Other Activities

Hain Renu |
T Uther Activities | |
Disk Rctivities |

; R

2.

3. UVerify a disk
4, Fumg a disk
9. Compare disks
6.
7.
8

Renane a disk

Copy a subdirectory
Create subdirectory

Tupe nunber, or use arrows, then press Return _ 78028 huail, |

@ Shorfcut You can also press Tab to move to the Disk Activities
menu if you are at the File Activities menu. Or, from anywhere
in AppleWorks, press (5-Q followed by (&-D to move directly to
the Disk Activities menu.

All the instructions in this section assume you are starting from !he
Disk Activities screen.
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C.Pylng a Disk You can copy a disk for backup purposes. To copy a disk:
1 Select “Copy a Disk,” then press Return.

AppleWorks asks you to choose the source (“copy from”) drive,
shown in Figure A-9.

%ﬂ Disk: Disk 1 (Slot 5) CHOOSE SOURCE Escape: Copy & disk
ing the source disk
Rain Henu A
Teher Activities | l__
Choose source | |_

Disk drives you can use:

Type number, or use arrows, then prass Keturn _ G=7 tor Help

2 Select the source drive, then press Return.

AppleWorks asks you to choose the destination (“copy to”)
drive. [t can be the same drive as the source drive, or itcan be a
different drive, but it must be the same type of drive (3.5" or
5.25") as the source drive.

3 Select the destination drive, then press Return.
AppleWorks displays the source and destination locations and

asks you to verify that they are correct. Select No to return to
the Choose Source screen to try again.
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4 Select Yes fo begin the copy operation.

If you have selected the same disk drive for the source and
destination drives, AppleWorks will prompt you to insert the
source disk, then, later, the destination disk. Follow the on-
screen prompt and press Return.

0 AppleWorks uses all available Desktop memory to perform
the copy operation. If there is not enough free memory to
hold the entire contents of the source disk, AppleWorks will
copy the disk in smaller chunks and prompt you to insert the
source and destination disk as needed.

If the destination disk has not been formatted, AppleWorks will
format it for you automatically. Otherwise, AppleWorks will
ask your permission to erase the contents of the destination
disk. If you answer Yes, the contents of the destination disk will
be lost; if you answer No, AppleWorks will return to the Disk
Activities screen.

When the copy operation is finished, and if the entire source disk fit
into memory, AppleWorks will ask if you want to copy the disk
again. This is useful for making several copies of the same disk. If
you select Yes, AppleWorks will prompt you to insert the next
destination disk and press Return. Otherwise, AppleWorks will
return to the Disk Activities screen.

¢ Shortcut Select No and press ¢-Return at the “Copy this disk
again” prompt to switch to compare mode, without re-reading
the source disk. This is useful after making a number of copies
to verify that the copies were duplicated properly.
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When you buy a pack of blank disks, the disks must be formatted
before data can be stored on them. An unformatted disk is blank; a
formatted disk is merely empty.

AppleWorks can format a disk to prepare it for use. Additionally,
it can erase all the files on an existing disk and prepare it for re-
use. This latter operation is much faster than deleting all the files
using AppleWorks’ delete function or even reformatting the disk.
In fact, it only takes about two seconds to erase a disk, compared to
a minute or more to re-format it.

To format or erase a disk:

1 Select “Format a disk” or “Erase a disk,” then press Return.

AppleWorks asks you to select the drive that contains the disk
you want to format.

2 Choose the disk to be formatted or erased, then press Return.
If the disk has already been formatted, AppleWorks warns you
that the operation you have selected will erase its contents and
asks if you really want to do this. Enter Yes if you are certain
you want to proceed; otherwise, select No.
AppleWorks asks you to name the disk.

3 Type the name for the new disk and press Return.
The disk name must be a legal ProDOS name; that is, it must
start with a letter, and may contain up to fifteen letters,
numbers, and periods in any combination.

AppleWorks will format or erase the disk., then ask you to press
the Space bar.

4 Press the Space bar fo return to the Disk Activities screen.
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A" ng The “Verify a disk” function ensures that all blocks on a disk are
ab readable. The optional read /write test can be used on new disks to

ensure that they are reliable. Both tests are non-destructive; they
will not damage your disks or the files stored on them.
To verify a disk:
1 Select “Verify a disk,” then press Return,
AppleWorks displays the drive list.
2 Choose the disk fo be verified, then press Return.

AppleWorks displays the Verify a Disk screen, Figure A-10.

A-10 Disk: Disk 1 (Slot 5) VERIFY & DISK Escape: Disk dctivities
Verify a disk

Wain Henu |
Uther Activities | |_

—TETE |

Verity a disk | '

Ei k drive: D
qune nang: alf
|

T? al blocks:
Blocks used:

| -ﬁ

Check another disk

T3pe number or uss arrous, then press Return _ Wh

2

3 Select the type of test you want to perform, then press Return.
AppleWorks begins the verification procedure. If a problemis|

detected, AppleWorks will tell you. When the operation is
complete, you will return to the Verify a Disk screen.

4 Select another test, use the “Check another disk” option fo chooi
another disk fo be verified, or press Escape o exit.
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Two Dlslug

Figure A-11
Choosing the source drive

After making a backup copy using “Copy a disk,” you may want
to use this option to verify that the backup disk contains the same
data as the original disk. It is also useful when you have numerous
backup disks and want to know which one, if any, is the same as
your original disk.

To compare two disks:
1 Select “Compare disks,” then press Return.

AppleWorks asks you to choose the source (“original”) drive, as
shown in Figure A-11.

Disk: Disk | (Slet 5) CHOOSE SQURCE Escape: Compare disks

Nain Menu |
Uther Activities | |

‘ Choose source | I

1]
Disk drives you can use:

—

Tupe nuRber, or uSe arroWs, Ghen press Wewurn _ &1 for Relp

2 Select the source drive, then press Return.

AppleWorks asks you to choose the destination (“compare to”)
drive. It can be the same drive as the source drive, or it can be a
different drive, but it must be the same type of drive (3.5" or
5.25") as the source drive.
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3 Select the destination drive, then press Return.

AppleWorks displays the source and destination locations and
asks you to verify that they are correct. Select No to return to
the Choose Source screen to try again.

4 Select Yes to begin the compare operation.

If you have selected the same disk drive for the source and
destination drives, AppleWorks will prompt you to insert the
source disk, then, later, the destination disk. Follow the on-
screen prompt and press Return.

1 AppleWorks uses all available Desktop memory to perform
the compare operation. If there is not enough free memary to
hold the entire contents of the source disk, AppleWorks will
compare the disks in smaller chunks and prompt you to
insert the source and destination disk as needed.

When the compare operation is finished, AppleWorks will inform
you of any differences. If the entire source disk fit into memory,
AppleWorks will ask you if you want to compare the disk again. If
you select Yes, AppleWorks will prompt you to insert the next
destination disk and press Return. Otherwise, AppleWorks will
return to the Disk Activities screen.

¢ Shorfcut Select No.and press C-Return at the “Compare this
disk again” prompt to switch to copy mode, without re-reading
the source disk. This is useful to update a backup copy whena
difference is detected.
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I!onmning Use “Rename a disk” to change a new disk’s after formatting it, or
a Disk any time you want to reformat the disk.

1 Select “Rename a disk” and press Return,
AppleWorks asks you to choose the disk to be renamed from a

list. (Press (3-? to see the names of the disks, to make choosing
the correct drive easier.)

2 Select the disk you want to rename and press Return.
AppleWorks asks you for a new name for the disk.

3 Enter the new name and press Return.
Use &-Y to clear the entire name to start fresh, or press G-E to
switch to the replacement (flashing square) cursor to make a
minor change.
The name must conform to ProDOS naming standards—it must
begin with a letter and may contain up to fifteen letters,

numbers, and periods in any combination.

AppleWorks renames the disk and returns to the Disk Activities
screen.
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Co ng a AppleWorks lets you copy an entire subdirectory full of files at on
time, AppleWorks will copy every file in that subdirectory, except
Sw di"ch“ for other subdirectories (and their contents).

To copy a subdirectory:

1 Select “Copy a subdirectory,” and press Retumn.

AppleWorks displays the drive list and asks you to select the
source directory.

2 Choose the source directory.

Use the drive list options described under “Changing the
ProDOS Prefix” earlier in this Appendix to select a prefix, or
choose “Current disk” or a different disk from the list.

You must select the parent directory of the directory you want to
copy. For example, if you want to copy the subdirectory
/MYDISK/BUSINESS/MEMOS, you must select the ProDOS
path /MYDISK/BUSINESS as the source. If you are copying a
subdirectory located “one level” deep on a disk, select the disk
as the source.

AppleWorks asks you to select the destination.

3 Select the destination and press Return,
Select the directory where you want to place the copied
subdirectory. If you want the subdirectory to appear in a disk’s
main directory, for example, select the disk as the destination.
AppleWorks displays the source and destination locations and

asks you to verify that they are correct. Select No to return to
the Choose Source screen to try again. Select Yes to continue.
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4 Usethe + and ¥ keys to highlight the subdireciory you want fo
copy, then press Return.

AppleWorks begins the copy operation.

0 If the source and destination are the same disk, AppleWorks
assumes that you only have one disk drive and will be
switching disks during the copy operation. Thus,
AppleWorks grompts you to insert the Source disk at this
point (the disk you are copying from). AppleWorks will
prompt you to switch disks as necessary throughout the
entire opetation. If you are copying files on the same disk
(not two disks in the same drive), and do not wish to be
prompted to switch disks, press (3-Return at the first “Insert
Source disk” prompt.

When the copy operation is complete, AppleWorks returns to the
Disk Activities screen.
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AppleWorks lets you edit the contents of its three clipboards
directly. To edit a clipboard:

1

From the Main Menu, select “Other Activities,” then press Return.
AppleWorks displays the Other Activities screen.

Select “Clipboard Opfions,” then press Return.

AppleWorks displays the Clipboard Options screen.

&kdﬂncmatrmthdl—::w«d Processor
dipboard—llmm

AppleWorks displays the clipboard in,the appropriate module,
and allows you to edit it just as if you were editing a file. See the
appropriate Chapters for information on using the Word
Processor, Data Base, and Spreadsheet.

# Quick clipboard edit Press ©-Q followed by -C to edit the

active clipboard—that is, whichever clipboard was moved to or
copied to most recently.

Edit, print, and otherwise fiddle with the Clipboard’s contents.

Press Escape, or use '-Q, when you're done editing.

Using the Clipboard while editing AppleWorks actually moves
the Clipboard data to a temporary Desktop file while you edit
it, then moves it back to the Clipboard when you’re done.
Therefore, the Clipboard is available for your use while editing,
although it starts out empty and its contents are replaced with
the edited clipboard contents when you re finished. You can

also import data from other modules’ clipboards by holding
down O when selecting “From clipboard” in a Move or Copy
operation, as usual.
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You can customize AppleWorks in several ways, to make it better
suited to the way you work. You can:

W tell AppleWorks which modules to preload at startup

M determine the standard way AppleWorks verifies spelling in the
Word Processor

B change the standard date and time formats

@ configure the way AppleWorks uses add-ons like TimeOut,
Inits, and macros

B predefine up to eight ProDOS directories for easy access

B configure the mouse, cursor, screen blanker, and auto-save

B tell AppleWorks the standard location of your data disk

B set a number of other useful preferences

B configure your printer(s)

The Standard Settings screen in AppleWorks provides access to all

these options. This Appendix covers all of these settings except for
printer configuration, which is described in Appendix C.
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To get to the Standard Settings screen:

1 From AppleWorks’ main menu, select “Other activities” and press
Return,

AppleWorks displays the Other Activities screen.

2 From the Other Activities screen, select “Select standard seftings
for AppleWorks” and press Return.

AppleWorks displays the Standard Settings screen, Figure B-1.

Figure B-1 Disk: Disk | (3lot 51 STANDARD SETTINGS Escape: Other Activitiss
Standard Settings screen

fain Kenu |
Uther Bctivities | L
Standard Settirgs | 1_..

Frelaading 0ptlons
spelling Checker opbions
Datestine options

TineQut options

Inithanager options
Ultralacros options

Pathnanes j

House/cursor options
Tine-tased options
Wiscellaneous ,
Standard location of data disk
Printer settings

TUPe NUABEr, OF USE arroWs, VHen press Reburn 90 Avail.

B Shortcut Press ©-Q followed by 2-S to go to the Standard
Settings menu from anywhere in AppleWorks.

All of the instructions in this Appendix assume that you are
starting from the Standard Settings screen.
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Preloading Settings

Preloading means that, at startup, AppleWorks gets one or more of
its modules from the disk and puts them in the computer’s
memory. Without preloading, AppleWorks brings modules and
features into memory as they are required. This means you may
end up swapping disks as you move from module to module,
especially if you are using 5.25" disks or have only a single 3.5"
drive. With preloading, disk swapping is minimized.

Preloading is most useful with floppy disks. If you have installed
AppleWorks on a hard drive or a RAM disk, you will never need
to switch disks, and AppleWorks will be able to load each segment
as it is needed without delay. AppleWorks always tries to keep
program segments in memory once they are loaded, so you will
not notice much advantage to preloading AppleWorks from these
kinds of drives.

You can preload one, two, or all three modules of AppleWorks.
AppleWorks always preloads the Desktop (the Main Menu and
other features used by all modules). AppleWorks is preset to
preload all modules if you use 3.5" disks and preload no modules
if you use 5.25" disks. If you do not have at least 320K of RAM,
AppleWorks will not preload any modules regardless of
preloading settings.

Preloading does not reduce your Desktop space. As you use more
and more Desktop memory for your files, AppleWorks
automatically removes program segments from memory to make
room for them. When a needed program segment cannot be found
in memory, AppleWorks will get program modules from disk as
needed, just as if preloading were not activated at all.

To change AppleWorks’ preloading settings:

1 From the Other Activities screen, select “Change preloading,”
then press Return.

AppleWorks displays the Preloading screen, as shown in Figure

B-2. The current preloading setting is displayed at the top of the
menu.
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Fi B-2 Disk: Disk 1 (Slot 5) PRELOADING OPTIONS  Escape: Standard Settings
Preloading menu

Nain Menu |
Uther Rctivities | I

tandard Settings | l
Preloading options | |
Current setting: Al

E 5 EFGCQS sor
458

:
{, Spreadshaet

2 Mord Processor and Data Base
el

8.

Mord Processor and Spreadsheet
D?'I;a Base and Spreadsheet

—

Type number. or use arrous, then press Keturn - 79098 Auail.

2 Select the module(s) you want to preload, then press Return.

AppleWorks returns you to the Standard Settings menu. The
next time you start AppleWorks (or the next time you start your
computer using the AppleWorks disk), it will use the new
preloading setting,
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Spelling Checker Settings

Figure B-3
Spelling Checker menu

You can change the following settings for the spelling checker:

B the Custom Dictionary you want to use

B the default spelling checker method, either “In context” or
“From a list”

B how AppleWorks displays its spelling summary, and whether
AppleWorks summarizes at all

These settings only set AppleWorks’ defaults. You can always
change them temporarily from within the Word Processor. (For
more details, see Chapter 5.)

You can also change the following options:

B whether AppleWorks automatically copies its dictionaries to a
RAM disk at startup

B where AppleWorks looks for its dictionaries
To change the spelling checker settings:

1 From the Standard Seftings menu, select “Select standard Spelling
Checker seftings,” then press Return.

AppleWorks displays the Spelling Checker menu, Figure B-3.

Lisk: Disk 1 (Slot §) SPELLING CHECKER Escape: Standard Settings
Haln Menu ]
Other Activities | i |__
spelling Checker | KR PG =< ’_,
Spelling Checker | |_
IO -fandird custon gictions CUST . DICTIONARY
2. Standard spelling method In contaxt
3. Standard summary sething None
4, Copy dictionaries at startup Mo
! 5. Location of dictionaries /APPLENORKS/
Type nuRber, or use arrows. then press Return 209K Avail.
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2 Select the spelling option you want fo change, then press Return.

(1 Standard Custom Dictionary Sets the Custom Dictionary that
AppleWorks will automatically use during spell checking.
(You can select a different dictionary later when you check
spelling.) AppleWorks displays a file list to let you choose
your dictionary.

01 Standard spelling method Selects between “In Context” and
“From a List” as the preset method of spell checking. You
can change the method later when you check spelling.

Standard summary setting Selects how you want
AppleWorks to present the spelling summary. You can have
no summary, a summary printed to the Clipboard, the
summary displayed on the screen, or a displayed summary
only, with no spelling correction. You can change the
summary setting later when you check spelling.

01 Copy dictionaries at startup Determines whether
AppleWorks copies the dictionaries to a RAM disk at
startup. AppleWorks copies the dictionaries from the
program disk to the dictionary location you specify (below).

If you have an Apple IIGS, use the Control Panel to set up a
RAM Disk large enough to hold the dictionary. If you have
an Apple Ile or Ilc with a standard-slot memory card (like
Apple’s), use the Lockout program included on the Install
disk to leave enough memory on the RAM card for the
dictionaries. If you have an Apple Ile or IIc with an aux-slot
memory card (like a RamWorks), make sure that the RAM
Disk software runs before AppleWorks and that you have
partitioned the card to allow the memory to be
simultaneously used for both a RAM Disk and the
AppleWorks Desktop (again using the Lockout program).

[ Location of dictionaries Tells AppleWorks where the
dictionaries are currently located, or where they should be
copied if “Copy dictionaries at startup” is Yes. To have
AppleWorks automatically copy the dictionaries to a RAM
Disk, select the RAM Disk with this option and set “Copy
dictionaries at startup” to Yes.

3 Press Escape to return to the Standard Settings menu.
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Date/Time Options

figure B-4
Date/Time Options screen

AppleWorks lets you choose from a variety of formats for dates
and times. To change AppleWorks’ default date or time format:

1 From the Standard Seffings screen, select “Date/Time opfions,”
then press Return. p=2

AppleWorks displays the Date/Time Options screen, shown in
Figure B4, showing the available formats, an example of each
format, and the current date and time formats.

Disk: Disk 1 (Slot ) DATE/TINE OPTIONS Escape: Standard Settings

Hain Henu |
W e
SEandard Settings | |

Uate/tine options | |

Current : (ppril 11, 1988)

b

:
3

(11 peril 1988)
74

rent setting: AM-PN tuelve hour Format
AN-PH tuelve hour format
Twenty-four hour format

:

U\“E. e

Tgpe nusber, or use arrous, then press Return _ 2900K Wvail.

2 ¥ desired, select a date format from the first four options, then
press Return.

AppleWorks updates the current setting to the one you selected.

3 i desired, select a fime format from the last two options, then
press Return.

AppleWorks updates the current setting to the one you selected.
4 When you have made any desired changes, press Escape.

AppleWorks returns you to the Standard Settings screen.
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TimeOut Optiann

TimeOut is a built-in feature of AppleWorks 4.0 which allows you
to add new modules to AppleWorks. These modules work inside
of AppleWorks, and use standard AppleWorks commands.
Dozens of TimeOut programs are available, ranging from a
Thesaurus to a Graph utility for the spreadsheet. Most are
published by Beagle Bros and distributed by Quality Computers.

For more information on using TimeOut applications, see
Appendix D, “TimeOut, Inits, and Macros.”

To set the TimeOut options:

1 From the Standard Settings screen, select “TimeOut options,” then

press Return.
AppleWorks displays the TimeOut Options screen, shown in
Figure B-5.
Figure B-5 Disk: Disk 1 (Slot 5) TINEQUT OPTIONS Escaper Standarc Setbings
TimeOut Options screen
fain Renu |

Uther Activities |

Flies picked: ¥

Timelut options |

Tinelut options | I

|
| s
\ ! Ho
i 2. Sort menus Yas
3. Multiple disks No
ad g 4. TineQut directory
" AABPLENCRKS/ TINEOUT/
Tupe number, or use arrows. then press Keturn & 909K, Auall.
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2 Select the TimeOut option you want to change, and press Return.

01 TimeOut activated TimeOut is de-activated when you receive
AppleWorks 4. Set this option to Yes if you want to use
TimeOut applications or pre-compiled macro sets.

O Sort menus If this option is set to Yes, AppleWorks will
alphabetize your TimeOut menus. If this option is set to No,
the TimeOut menus will appear on your menus in the same
order they are stored on your disk.

0 Multiple disks If you are using floppy disks and have so
many TimeOut programs they won’t all fit on one disk, set
this option to Yes. AppleWorks will prompt you to insert the
next TimeOut disk after loading the first. If you are using a
3.5" disk or hard drive, leave this option set to No.

O TimeOut directory This tells AppleWorks where it can find
your TimeOut programs. If you have a hard drive, this will
usually be a directory called TIMEOUT inside the directory
where you keep AppleWorks. Otherwise, it will be the
AppleWorks program disk or another floppy disk.

3 Press Escape fo return to the Standard Settings menu.
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. . . . . a . . . . . - . . . . .

InitManager is a built-in feature of AppleWorks which allows you
to add patches or other new features to AppleWorks. These add-
ons are stored in small files called Inits, which can be added and
removed from your program disk whenever you want. Most of the
current Inits are additional “dot commands” for UltraMacros, but
more are on the way from third-party developers.

For more information on using Inits, see Appendix D, “TimeOut,
Inits, and Macros.”

To set the InitManager options:

1 From the Standard Settings screen, select “InitManager options,”
then press Return,

AppleWorks displays the InitManager-Options screen, shown in

Figure B-6.
Figure B-6 Disk: Disk 1 (§lot §) INITHANAGER OPTIONS Escape: Standard Settings
InitManager Options screen
Hain Heny |

Uther Activities | |
Files picked: & l

TnitHanager options |

Initlanager options | L

¢, Imt directory
AAPPLENORKS/8M THITS/

Tupe number. or uUse arrous, When press Reburn _ T WAl |
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2 Select the InitManager option you want to change, and press

o InitManager activated To allow AppleWorks to run on
computers which only have 128K, InitManager is de-
activated when you receive AppleWorks 4. Set this option to
Yes if you are using Inits or macros.

1 Init directory This tells AppleWorks where it can find your
Inits. If you have a hard drive, this will usually be a
directory called AW.INITS inside the directory where you

~ keep AppleWorks. Otherwise, it will be a directory on the
AppleWorks program disk or another floppy disk.

3 Press Escape to return to the Standard Seltings menu.
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. - . - . . . . . . . . - - - - .

UltraMacros is an AppleWorks feature which allows you to “play
back” pre-recorded sequences of keystrokes and commands by
pressing one key combination. This is the basis of AppleWorks’
one-touch command capabilities.

By itself, AppleWorks can only play back macros. To record or
compile your own macro sets, you must purchase UltraMacros,
which is published by Beagle Bros.

For more information on using macros, see Appendix D,
“TimeQOut, Inits, and Macros.”

To set the UltraMacros options:

1 From the Standard Settings screen, select “UliraMacros options,”
then press Return.

AppleWorks displays the UltraMacros Options screen, shown
in Figure B-7.

Figure B-7 Disk: Disk 1 (Slot 5) ULTRAMACROS OPTIONS  Escape: Standard Settings
UliraMacros Options screen

Wain Wenu |
Uther Activities | |...

Standard Settings | 1
UltraMacros options | |

2. Disable macro key clicks No
3. Enable keypad macros o

Type number, or use arrols, then press Return _ Z909% RVAIL.
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2 ::I;.nd the UltraMacros oplion you want to change, then press
rn.

5 Activate UltraMacros To allow AppleWorks to run on
computers which only have 128K, UltraMacros is de-
activated when you receive AppleWorks 4. Set this option to
Yes if you want to use macros and have at least 256K RAM
and an enhanced Apple Ile or better.

t1 Disable macro key clicks When a macro is running,
AppleWorks automatically makes a clicking noise for each
key that'you press to remind you that a macro has contro! of
your computer. Set this option to Yes to turn these clicks off.

O

Enable keypad macros If you have an Apple 1IGS and want
to use the numeric keypad to trigger BA (both-Apple)
macros, set this option to Yes.

3 Press Escape to return to the Standard Settings menu.
# Pre-compiled macros Pre-compiled macro sets are distributed as

TimeQut applications. Make sure you activate TimeOut in the
TimeOut options as well.

@ Dot commands Many macros use a feature called Dot

Commands. Make sure Inits are turned on to avoid getting a
“Dot Command Error.”
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AppleWorks lets you define eight pathnames so that you can use
them mstantly when adding files to the Desktop or working with
files or disks. This QuickPath feature can save you plenty of time,
especially if you have a hard drive. (Press %-P anytime
AppleWorks asks you to choose a disk for the pathname list, or
press &-1...7%-8 to switch directly to a specific pathname.)

To define your pathnames:

1 From the Standard Settings menu, select “Pathnames,” then press
Return.

AppleWorks displays the Pathnames screen, Figure B-8.

Figure B-8 Disk: Disk 1 {Slot §) PATHHAKES Escape: Standard Settings
Pathnames screen

Hain Menu |

Other Activities | i_
Standard Setfings |
Pathnases | {

!unia% me!?

{undefined)
{uncef ined’
{undefined;
Cundef ined)
{undef ined)
{undef1ned’

fie

OO = S LM e Tl

Type number, or use arrows, then press Return _ 509K fuail.

2 Select the pathname you want to change or define, then press
Return.

AppleWorks asks vou to edit or type the pathname.
3 Enter the pathname, or edit it as desired, then press Return.
AppleWorks returns vou to the Pathnames screen.

4 Choose another pathname to change or define, or press Escape
to return to the Standard Seftings screen.
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Mouse & Cursor Options

AppleWorks lets you use a mouse for maneuvering through the
program and moving the cursor. AppleWorks also lets you change
the cursor characters if the default underline (insertion) and box
(replacement) cursors are not to your liking.

Confi lll'illg 1. From the Standard Settings screen, select “Mouse/¢
the Mouse options,” then press Return. -

AppleWorks displays the Mouse/Cursor Options screen, as shown
in Figure B-9.

figure B-9 Digk: Disk | (Slot 5) HOUSE/CURSOR OPTIONS  Escape: Standard Setbings
Mouse/Cursor
Options screen Wain Henu |
Uther Activities | I_,_
tandard Sefbings | |
House/cursor cptions | i_
i W Ho
2. Mouse horizontal 16
3. Mouse vertical 32
4. Mouse button delay 108
5. Cursor on 100
6. Cursor off 28
- 7. lnsert cursor
8. Strikeover cursor Inverted
Tupe nunber, or uge arrous, then press Return _ 2909 Rvail.
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Mouse & Cursor

2 Select the option you want to change, and press Return.

00 Mouse enabled Set this option to Yes if you have a mouse.
Set it to No if you do not have a mouse, or if you do not
want to use the mouse inside AppleWorks.

0 Mouse herizontal This setting controls how far the mouse,
must move horizontally before the cursor is moved one
space left or right on the screen. Smaller values make the
mouse more sensitive in the horizontal direction.

@ Mouse vertical This setting controls how far the mouse must
~ move vertically before the cursor is moved one space up or
down on the screen. Smaller values make the mouse more
sensitive in the vertical direction.

01 Mouse button delay When you press the mouse button te
select a menu item, AppleWorks pauses for a moment to let
you release the mouse button. (Otherwise, it might trigger
through several menus before you release the mouse
button.) If you usually press the mouse button quickly, set
this to a low value. If you find yourself triggering multiple
menu options accidentally, increase this value.

3 Press Escape to return to the Standard Settings screen.

"'Il‘l’ the The mouse can be used in place‘of Fhe +d e keys to move the
Movuse cursor in all areas of AppleWorks, including menus. The
movement of the mouse is actually translated into keypresses,
which means that you can, for example, hold down the @ key
while moving the mouse to move the cursor by whole screens.

Pressing the mouse button generates a Return if you're in a menu
(thereby activating that menu item). If you're working with a file
in one of AppleWorks’ modules, pressing the mouse button
repeats the last vertical mouse movement you made, giving youa
simple way to zip speedily through a file.

One of the most convenient uses of the mouse is in the data base,
for defining single record layouts and label reports. Moving the
mouse in conjunction with the 3 key allows you to easily drag
categories to their proper locations.
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Cursor Options

AppleWorks lets you change the cursor blink rate and the shape of
the cursor.

If you activate the mouse, you will notice that the cursor seems to
stop blinking, In actuality, it is merely blinking very slowly. You
will want to adjust the “Cursor on” and “Cursor off” settings
described below to return to a normal blink rate.

To change the cursor:

1 From the Standard Sefttings screen, select “Mouse/cursor
options,” then press Return.

AppleWorks displays the Mouse /Cursor Options screen.
2 Select the cursor options you want to change, then press Return,

1 Qursor on This timing value determines how long the cursor
is on each time it blinks.

' Cursor off This timing value determines how long the cursor
is off each time it blinks.

=1 Insert cursor This setting determines the shape of the insert
cursor. You can use any typeable character for the cursor, or
Control-@ for a “reversed” version of whatever characler the
cursor is on (in other words, you can “see through” the
cursor). The default setting is an underline.

Try holding down & and Shift while typing a letter (or the @,
[, I _ and \ keys) to access MouseText characters. For
example, 4-Shift-A would select the & character.

1 Strikeover cursor This setting determines the shape of the
strikeover (replacement) cursor. You can use any typeable
character for the cursor, or Control-@ for a “reversed”
version of whatever character the cursor is on (in other
words, you can “see through” the cursor). The default
setting 1s reversed (Control-@).

Try holding down =% and Shift (or the @, [, ], _, and \ keys)

while typing a letter to access MouseText characters. For
example, -Shift-@ would select the # character.
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Time-Based Options

If you have a clock, AppleWorks can automatically blank your
screen after a certain number of minutes (to prevent screen bumn-
in) and automatically save your files every so many minutes.

To change these time-based options:

1 From the Standard Seftings screen, select “Time-based options”
and press Return.

AppleWorks displays the Time-Based Options screen, shown in
Figure B-10.

Figure B-10 Disk: Disk 1 (Slet 5) TIME-BASED OPTIONS  Escape: Standard Setbings
Time-Based Options screen

fain Menu |
Uther Activities | l_
Standard Settings |

Time-based options | |
1 I&W Yes
2. Uelay in minutes 19
3. Rubo-save files Mo
4. Delay in minutes ]

Type number, or use arrows, them press Return 2909k Avail.
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2 Select the option you want lo change, then press Return.

0

Blank the screen If this option is set to No, AppleWorks
never blanks the screen. If this option is set to Yes,
AppleWorks blanks the screen after a period of inactivity
specified below.

Delay in minutes This option tells AppleWorks how many
minutes of inactivity (time without keypresses or mouse
movement) must pass before the screen is blanked.

Auto-save files If this option is set to No, AppleWorks only
saves your files when you specifically tell it to. If this option
is set to Yes, AppleWorks saves files at the interval specified
below.

If you use Auto-Save, you may also want to activate the
option to make backups of files (under Miscellaneous
options). This way, if Auto-Save saves a file you have
changed but did not intend to save, you will have a chance
to recover the original version.

Delay in minutes This option tells AppleWorks how many
minutes should elapse between auto-saves. AppleWorks
auto-saves at the specified interval, even if you manually
press G-S in the meantime.

B Accuracy The time-based options are accurate to within one
minute. Any time AppleWorks sees the minute change, it
counts that as a minute. For example, if you tell AppleWorks to
blank the screen after a minute, then press a key at 1:30:58 PM,
the minute will change two seconds later. AppleWorks will see
that the time is now 1:31, one minute later than the last
keypress, and blank the screen. Thus, a time interval of 10
minutes really means “anywhere between 9 and 10 minutes.”
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A number of other useful settings are lumped together under the
heading of Miscellaneous settings.

To change the Miscellaneous settings, select Miscellaneous from
the Standard settings menu and press Return. AppleWorks
displays the Miscellaneous screen, shown in Figure B-11.

"’lﬂ‘ B-11 Disk: Disk L (Slot 5) HISCELLANEOUS Escape: Standard Settings
Miscellaneous seftings screen
Hain Henu |
fTRer Activities | |..
Ttandard Settings | i
Hiscellaneous | ’_
|, NEENEACEEEEE 99
Z rocessar ru ers HNo
3. pecsa! rules For Return o
4. Reset files when loading Ho
5. lenore non-exlstent drives Mo
6. Keep backups of Files Ho
7. huto-add OB records at end Yes
- 8. Clear backup bit on cotxes Ho
9. Save text files as tex Ho
| Type number, or use arrous, then press Return _ 7909 Azl

The following settings are found on the Miscellaneous screen:

B Maximum Spreadsheet rows (999/9999) Normally AppleWorks
lets you have 999 rows in a spreadsheet. However, if you have
more than 128K RAM, you can expand it to 9,999 rows. Doing
so can significantly slow down switching in and out of large
spreadsheets. You must restart AppleWorks for this change to
take effect.

B Show Word Processor rulers (Yes/No) Previous versions of
AppleWorks displayed the non-descript words “Tab Ruler” in
the Word Processor whenever a new ruler was defined. Set this
option to Yes to see the actual settings of the rulers as you scroll
through your document.
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W Special rules for Return (Yes/No) Previous versions of
AppleWorks always inserted a Return character when you
pressed the Return key, even if you were using the blinking
rectangle (replacement) cursor. Set this option to Yes to have
AppleWorks simply move to the beginning of the next line
when you press Return with the replacement cursor, without
inserting the Return.

B Reset files after loading (Yes/No) Set this to Yes if you want to
always be at the top of your files when they are loaded. Set it to
No if you want AppleWorks to remember your position in the
document (as of the last save).

B Ignore non-existent drives (Yes/No) If this option is set to Yes,
AppleWorks scans your drives when it starts up and removes
any non-existent or unusable drives from its drive list. This can
make the Change Disk menu more accurate, and sometimes
eliminate delays when entering the menu or pressing 3-?.

M Keep backups of files (Yes/No) Set this option to Yes to have
AppleWorks keep the previous version of the file when you
save a new version. The old version is renamed to have the
letter “z” at the beginning (for example, a file called Letter
would be renamed zLetter).

B Avuto-add DB records at end (Yes/No) Normally, AppleWorks
automatically adds new records when you try to move past the
end of the file. If this option is set to No, AppleWorks will not
let you add records at the end of a file (you must use 3-I to
insert records instead). This can prevent you from accidentally
adding dozens of blank records with casual 3-# keystrokes.

B Clear backup bit on copies (Yes/No) The “backup bit” is a part
of each file’s directory entry which tells whether the file needs
to be backed up or not. Normally, you would want the bit to be
clear, since you don’t need to backup your backups. If you use a
hard drive backup program, however, and want to back up files
you have copied, set this to No. AppleWorks displays the
backup bit in the file Iist (a plus sign indicates that a file has
been changed since the last backup).

B Save text files as text (Yes/No) If this option is set to Yes,
AppleWorks remembers which word processor files were
loaded as ASCII text files and saves the files back to that format
when you save. Saving files as text removes all formatting.

Miscellaneous Settings 421



Standind DetoRitl:becation

To set the standard location of the data disk:

1 From the Standard Settings screen, select “Select standard
location of data disk,” then press Return.

AppleWorks asks if you want to change the directory.
2 Answer Yes and press Return.

AppleWorks displays the disk drives and directories you can
use, as shown in figure B-12,

Figure B-12 Disk: Dizk 1 (Slat 5) STANDARD 0ATA DISK  Eccape: Standard Sethbings
Location of data disk
Hain Heny |
Tther Refivities | !__
[ standare Data lisk | L

Press (-Reburn to add 3 subdirsctory

DO = T A - Gl

Disk 1 (8]
Disk 2 (Slat 20
Prol0s directory

Type number, or use arrous, then press Refurn _ -1 for Help

3 Use the drive list options below to select standard disk or
directory for your data Files.

7 Select “The current disk” to accept AppleWorks” default or
current setting, or to accept the new prefix after changing it
as described below.

Select a disk by highlighting it with the 4 and ¥ keys, then
press Return. AppleWorks exits the drive list and uses the
main directory of the specitied disk. (Press -? to see the
names of the disks in the drives.)
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= Select a disk as above, but press =-Return instead of Return.
AppleWorks displays a list of the subdirectories on the disk.
Select one using the 4 and ¥ keys, then press Return. The
current disk is set to the chosen directory and AppleWorks
returns to the drive list.

1 Highlight “The current disk” and press (1-Return.
AppleWorks displays a list of the subdirectories on the
current disk or in the current directory. Select one using the
+ and ¥ keys, then press Return. The directory is appended
to the current pathname and AppleWorks returns to the
drive list: Repeat this procedure to add more subdirectories.

L1 Press -A to add a subdirectory, as described above.
AppleWorks returns to the drive list.

= Press ©-D to drop the last subdirectory from the current
pathname and stay in the drive list.

Lt Press ©-P to display the list of pathnames you have defined
under “Standard Setttings” (see Appendix B). From this list,
select the desired pathname and press Return to choose one
of the pathnames and use it immediately, or -Return to
select the pathname and return to the drive list for further
editing. Press :-1 through -8 from the drive list to change
directly to one of the stored pathnames and skip the list.

Highlight “ProDOS directory” and press Return to specify a
ProDOS directory by typing a pathname. This is useful when
you know exactly where you want to go and just want to get
there as quickly as possible.

# AppleWorks Veterans To select a pathname “point-and-shoot”
style as in AppleWorks 3.0, press Z-Return while “ProDOS
directory” is highlighted. AppleWorks displays the
subdirectories of the current disk or directory, if any. Use O->
(or Return) to enter a highlighted subdirectory, or ©i-< to “back
out” of a subdirectory. (Do not use the Shift key with &-> or
-<.) Press Tab to switch to another disk. Press ¢&-P (for Path)
when you are inside the desired disk or directory. AppleWorks
accepts the current disk and proceeds to the next screen.

When the standard data disk location is set as you like, choose

“The current disk” and press Return. AppleWorks returns you
to the Standard Settings menu.
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Printor Contignoitton

AppleWorks comes set up to print with an ImageWriter 1 or
ImageWriter Il printer in slot 1. (With the Apple Ilc, printers are
assigned to port 1.) You can assign your printer to any slot or port.

AppleWorks can work with many other printers, serial and
parallel. Make sure you have the proper peripheral card—or are
using the correct port—to attach your printer to your Apple II.
Follow the printer manufacturer’s directions when attaching the
cable and setting up the printer.

You can install up to five printers, custom or otherwise. These can
be five different printers connected to five different Apple Il slots,
tive ditferent setups for the same printer, or a mix of the two. For
example, you might have only one physical printer, attached to
slot 1. But you might define three different setups for that printer:
one to produce compressed print for your spreadsheets, one to
print color (if you have a color printer), and one for normal
printing.
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Figure C-1is a map of the Main Menu and all its subsequent menu
options. The next section, “Displaying the Printer Information
Menu” explains how to move from the Main Menu to the Printer
Information menu; remaining sections assume you're starting from
the Printer Information menu.

Figure C-1 Main Menu
Map of the Main Menu end 7
subsequent menu options

i

Get  Make Desktop
File New File Index

Other Activities
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Displaying the
Printer
Information
Menu

Figure €-2

Other Activities menu

Figure €-3
Standard Settings menu

1 From the Main Menu, select “Other Activities” and press Return.
AppleWorks displays the Other Activities menu (Figure C-2).

Disk: Disk 1 (Slot §)

OTHER RCTIVITIES

Escape: Main Nenu

- Matn Henu

Uther Activities |

B R

File Activities

Disk Activities

Clipboard Options

Sglect standard settings for ﬁpple}lorks

&pe NuRDEr, Or useé arrows. then press Return A

209K Wvall.

2 Select “Select standard settings for AppleWorks” & press Return.
AppleWorks displays the Standard Settings menu (Figure C-3).

Disk: Disk 1 (Slot 3)

STRNDARD SETTINGS

Escape: Other Activities

Hain Fenu |

Uther nctivities |

[ —

Standard Settings |

m-—-en-.nmwmc_n.-mm-—

!Peuzng EecEer options

Datestime opbions

Timelut options

InitManager options
UltraMacros options

Pathnares

Mouse/cursor options
Time-based options

Miscel laneous

Standard location of data disk
Printer settings

Type number, or use arrows, then press Keturn

2J09% Avail
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Figure C-4
Printer Information menu

430

3 Select “Specify information about your printer(s),” then press

Return.
AppleWorks displays the Printer Information menu, as shown
in Figure C-4.
Disk: Disk 1 (Slot 5) PRINTER INFORNATION  Escape: Standard Settings
I_luﬁ Henu !

“ther Activities |

L

Frinter Information |

|. ORI Inaoekriter 11/ (Slot 1)

fdd or remove a printer
fdd 2 printer (maxinum of 5)
3. Remove a printer

Change printer s ecn‘lcat ons
AU

_]_m nuwber, or use arrouws, then press Return #

2909 Mvall,
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fonfinrring the.Cirlh Brinter

N 80 B st Do A o image whee yein presn AL

Different ©-H (o

Printer 1 From the Printer Information menu, select “Open-Apple-H
printer,” then press Return,

AppleWorks displays the list of installed printers.

2 Select the printer you want fo be your &-H printer, then press
Return,

AppleWorks returns you to the Printer Information menu, and
shows you the name of the 3-H printer in Printer Information
menu option 1.

u,ing ) , | To print a copy of what's on the screen, first set up your printer as
described above. Then press G-H and select “Print screen” from
the menu which appears. AppleWorks makes a copy of your
screen onto the selected printer. AppleWorks veterans expressively
call this action a “screen dump.”

You can also copy the screen image to the Word Processor
clipboard for inclusion in a document. Selecting “Copy to
clipboard” from the G-H menu copies a printable representation of
the screen to the clipboard, removing MouseText and other special
characters.

Selecting “Image to clipboard” copies the entire contents of the
screen, including MouseText and special characters, to the
clipboard. You may have difficulty printing this version; however,
it looks nicer on the screen than “Copy to clipboard.” (Set the left
and right margins to zero for the best screen display.)
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Removing a Printer

Figure C-5

Removing a printer

432

AppleWorks comes set up to print with an Apple ImageWriter
printer. If you don’t have one, you may wish to remove (de-install)
this printer to make room for other printers, or for other printer
setups for your printer.

If you remove a printer, you must reinstall it to be able to use it
again.

'i From the Printer Information menu, select “Remove a printer,”
then press Return.

AppleWorks displays a list of printers you have already
installed, as shown in Figure C-5.

Disk: Disk 1 {Slot §) REMOVE A PRINTER  Escape: Printer Infnruatiog:

flain Meny |
Uther Activities | i

Printer Infornation | |

Kemove 3 printer | |

Type nusber, or use arrous, Ehen press Return _ 2900k vail.

2 Select the printer you want fo remove, then press Return,

AppleWorks removes the printer and returns you to the Printer
Information menu.

* 5.25" disk users AppleWorks asks you to insert the AW DB
disk in drive 1 at this time. This is the AppleWorks Data Base &
Printers disk.
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Adding a Printer

This section takes you through adding a printer—including adding
a custom printer—to AppleWorks. While it is not difficult, there
are many different setting combinations. Make sure you follow the
step-by-step instructions carefully.

If you don’t have an Apple ImageWriter I or 11 or if you have more
than one printer, you'll want to add the printer you do have. If
your printer is not on AppleWorks’ list, check the printer manual
to find cut whether it can emulate a printer that is on the list.

If you have an Apple LaserWriter, ask your Apple dealer for the
software from Apple Computer that can make a LaserWriter work
like an ImageWriter when using AppleWorks.

If you have a Hewlett-Packard DeskJet 500 or similar printer, you
will want to install both the portrait (vertical) and landscape
(horizontal) versions of the driver so that you can print in both
orientations.
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Adding a Pri

A‘ding 1 From the Printer Information menu, select “Add a printer,” then

a Printer g

AppleWorks displays a list of printers it supports as shown in
Figure C-6. You can add a maximum of five printers, including
any custom printers.

Figure €-6 Disk: Disk 1 (Slot 5) 00 A PRINTER Escape: Printer Information
AppleWorks printer list
Hain Wenu |
i Other Activities | l_
Printer Intormation | I....
Add a Printer | l

Identify your printer, or & compalible series

-2 -

¢ Imagellriter
ﬂﬁgle Iwagelir) ter I%
fipple [magelriter L
foets iTantune
- Boother HE10, BR2e, IR, R3S
.5 Custom printer hore

Use Up/doun arrous Yo move LAToush 115t; UHen press Return . 2o09K hvall,

2 :ehd the printer you want to add to AppleWorks, then press
eturn.

AppleWorks asks you to name the printer. The name you givea
printer determines the way it will appear on the menu when
you print a document and does not have to be the same name
that appears on the “Add a Printer” list. For example, if you
have two printers, one kept loaded with letterhead and the
other with labels, you might want to add two printers called
“Letterhead” and “1.abels.”

Even if you have only one physical printer, you may want to
define more than one printer in AppleWorks, entering different
printer codes for each to activate special features (draft vs. letier
quality, for example).
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Figure C-7
Accessing the printer

3 Type the name of the printer, then press Return.

AppleWorks asks how you access the printer—what slot or port
it is in, or whether you want AppleWorks to print to the disk or
onto another Apple computer (via a serial cable or network
card) when you choose this printer. See Figure C-7.

Disk: Disk 1 (Slet ) 0D & PRINTER Escape: Printer Information
Hain Nenu I
Other Activities | L
Printer Information | _ l_
Hdd a Printer | I....

How is the printer accessed?

pinas

i
¢
£
t

0
0
0
0

O LY

31
51
|
i Print onto disk or on another Apple

g;
3.
3

| Tupe Tiumber. or use arrous; then press Return _ 2909K Avail.

@ Apple lic users This screen will show available ports, not slots.
4 Select the slot or port that the printer is connected to (or select

“Print onto disk or on another Apple”), then press Return.

AppleWorks asks you to make or confirm several printer
settings. Usually, these settings are already correct and you can
skip to step 6. However, if you are defining a custom printer or
wish, you can change any of the settings shown in Figure C-8.
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g &
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1434

Disk: Disk 1 (Slet 3) ADD & PRINTER

Escape: Printer Informatior

Fain Fenu |

TEFer Activities |

Printer Infornation |

~Add a Frinter [

Printer type: Custom printer

page

|
% Stop at

2 §& P -
3 odes
5. Interface cards

—

Printer name: Condensed (Slot 1)

M Ho
2 s top=o comnands Yes
o at end of each

Ho
8.9 inches

Tgpe nunber, or use arrous, Then press Return _

R FETE

5 Change items 1 through 4 if you wish.

Highlight the setting you want to change, then press Return.
You will be asked if you want to change the setting, or, in the
case of the platen width, for the new value. Enter your answer

and press Return.

(1 Needs line feed after each Return Some printers must be told
specifically to move down to the next line when they retum

to the left side of the paper. For other printers, the comma
to return to the left side also tells them to move downone
line. If all your printing is on one line, set this option to Yes.

If your printing is double-spaced when you've told
AppleWorks to single-space, set this option to No.
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O Accepts top-of-page commands A top-of-page command tells
a printer to eject enough paper to bring the print head to the
top of the next page, ready to begin printing. You must
switch this option to No for printing mailing labels. (In fact,
we suggest leaving it set to No at all times, unless you
encounter problems with page spacing. In that case, you
might add your printer twice, once with this option On and
again with it Off.)

C Stop at end of each page When you use letterhead paper
(also known as cut sheet paper) without a feeder, you must
put each sheet into the printer by hand. This setting tells the
printer to stop at the end of each page so that you can insert
the next.

01 Platen width Sets the width of the paper, in inches.
6 Change items 5 and 6 if necessary.

See the next section for detailed instructions for these options.

71 Printer codes Defines characters per inch, lines per inch,
boldface, superscript, and subscript type, underlining, and
up to six special codes (also used for setting foreign
language codes or colors on a color printer) that your printer
may require.

o) Interface cards Sends a control code to a peripheral card.

7 When you have finished making your printer description
changes, if any, press Escape.

AppleWorks saves your configuration and returns you to the
Printer Information menu.

& 5.25" disk users AppleWorks asks you to insert the AW DB

disk in drive 1 at this time. This is the AppleWorks Data Base &
Printers disk.
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S;ll'ln
Changing
Printer Codes

Figure €-9
Printer codes
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To set or change the printer codes, select “Printer codes” from the
Add a Printer screen that shows the printer name and type.
AppleWorks displays the screen in Figure € -9.

Changing printer codes is not something you normally need to do
if your printer is supported by AppleWorks. If your printer is not
on the list, check the data base file called Printer Codes on the 35
AppleWorks Startup disk, or on the 5.25" AppleWorks Sample disk
(side 2), for codes you may use. Your printer’s manual may also
contain the necessary information.

Uisk'-‘ﬂish I (Slot 5) PRIKTER CODES Escape: Add 3 Printer

Wain Menu |
Uther Activitias | |_
Printer Information | |_

| Printer codes | |
!
B
| 3. Boldface, Subscr:pt and Superscript
| 4. Under] 1n‘m”
| 3. Special

-

Tupe numder, or USe arrous, Then press Revurn . — 290K mail |

What the printer codes mean:

W Characters per inch (cpi) Sets the pitch of the printer (how man
characters it can print in a horizontal im:h). AﬁpleWorks can
accept settings from 4 to 24 characters per inch; standard
settings for most printers are 10 or 12 cpi. Note: Charactersp
inch pertains to monospaced typefaces (each character takes
the same amount of space on the line). If you are using a prir
with proportionally spaced fonts, the characters per inch s
has no effect.
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B Lines per inch (Ipi) Sets how many lines AppleWorks prints in a
vertical inch. You can set AppleWorks for either 6 or 8 Ipi; the
standard setting is 6 Ipi.

B Boldface, subscript, and superscript Sets the printer codes that
start and stop boldface printing, subscript (text dropped half a
line and often printed in smaller characters), and superscript
(text raised half a line and often printed in smaller characters).

B Underlining Sets the method and, if appropriate to your printer,
the printer codes that start and stop underlined text.

M Special codes Six printer codes that you can set to control any
six functions of your printer, such as foreign language typefaces
or colors. g

You change each of the five sets of printer codes approximately the
same way. AppleWorks asks you to type in the exact printer code
for most (but not all) of the menu options.

Consult your printer manual and the ASCII table at the end of this
Appendix for a list of printer codes you can use.
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To change printer codes:

1 Select the printer code that you want fo change from the Printer
Codes menu, then press Return.

AppleWorks asks you to type in a number (characters per inch,
lines per inch), select one of the codes to set (boldface, special
codes), or select a method of handling the feature {underline}
Some codes (underline, boldface, special codes) require a
second level of selection.

Those menu options that do not require you to enter a prmter
control code return you to the Printer Codes menu. For
example, the menu option combination that runs ” Underli
to “Print character, backspace, underline” returns you to &
Printer Codes menu without asking you to type printer codes

1 If the printer code you're setting already has a code inp
AppleWorks asks if the code is OK. If it is, select Yes, then
press Return; if you want to set it to something different
you want to remove the code (set it to * None"), select B
then press Return. AppleWorks changes the code to None.
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Enter the printer control code.

To enter a code, just type the keystrokes. For example, if your
printer manual calls for a Escape-E, press Escape and then Shift-
E (uppercase and lowercase are often important to special
printer codes). If your printer manual calls for Control-N, hold
down the Control key and type “N.” Do not type a space unless
the control codes you're entering call for a space in your codes.

Oops! AppleWorks enters every character you type—including
backspace and return. If you make a mistake, press &-Return
and then select “Printer codes” again for a chance to retype.

When you have finished entering a printer control code, press -
Return. ;

A%pleWorks returns you to the Printer Code menu item of the
code you just entered.

AppleWorks Veterans Versions of AppleWorks prior to 3.0 used
Shift-6(") to end entry of a printer code. This has been replaced
by (3-Return since some printer codes require the “A” character.
Press Escape to return to the Printer Code menu.

Press Escape to return to the Change a Printer menu.

Press Escape fo return to the Printer Information menu.

5.25" disk users AppleWorks asks you to insert the AW

STARTUP disk in drive 1 at this time. This is the AppleWorks
Startup & Printers disk.
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Interface Card
Control Codes

Figure C-10

Change a Printer menu

442

Consult your interface card manual to find out if your printer
interface card requires control codes. If you're not sure whether it
does or not, first try printing a small file with no interface card
control codes. If all goes well, you probably don’t need any code at
all. If the AppleWorks screen is “drawn over” as you print, you
may need to change this setting.

As a convenience, control codes for several interface cards have
been collected into an AppleWorks Data Base file named Interface
Codes on the Sample Files disk. If your card is not listed or the
listed code doesn’t seem to work, try Control-I 255 N, Control-1 0 N
(that’s a zero) and Control-I N.

To change the interface card control codes:

1 From the Printer information menu, select "Chunge printer
specifications” for the printer you want to change, Press Return.

AppleWorks displays the Change a Printer menu, Figure C-10.

Disk: Disk 1 (Slat 5) CHANGE A PRINTER  Escape: Printer Information |
Natn Menu |
Uther Rctivities | |

Printer Information | !

Change a Printer |
Printer name Condensed {Slot 1)
Printer type: Custom printer

[W Pic:ads [ine feed stter aach Keturn Mo
2. fccepts top-ot-page commands Yes
3. Stop at end of each page o
- 4. Platen width 8.8 inches
5. Printer codes
- 6. Interface cards
Type number, of use arrows, then press Keturn vatl,

2 Select “Interface cards,” then press Return.

AppleWorks displays the control characters for the printer's
interface card, as shown in Figure C-11. :
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a
3

Disk: Disk | (Slot 5) INTERFACE CARDS Escape: Change a Printer

AD |
Uther mctivities i |.._
Printer Information | |

Intarrace cards | |._
Current contrel characters are

Contrel-1 BN
i

*

© If the interface card code you're setting already has a code in
place, AppleWorks asks if the code is OK. If it is, select Yes,
press Return. If you want (o set it to something
different, or if you want to remove the code, select No, then
press Return. AppleWorks changes the code to “None.”

Enter the interface card control code.

To enter a code, just type the keystrokes. For example, if your
printer manual calls for a Escape-E, press Escape and then Shift-
E (uppercase and lowercase are always important to special
printer codes). If your printer manual calls for Control-N, hold
down the Control key and type “N.” Do not type a space unless
the control codes you're entering call for a space in your codes.

Oops! AppleWorks enters every character you type—including
backspace and return. If you make a mistake, press *i-Return
and then select the code again for a chance to retype.

When you have finished entering the code, press ~“-Return.

AppleWorks returns you to the Change a Printer menu.
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Changing Printer Settings

Changing
Information
about an
Existing Printer

Figure C-12
Changing a printer

444

You can change the settings of any printers you have already -
installed. You may need to do this if you install a printer similar to
yours and find out that you can add a special function or need to
change the way the AppleWorks printer codes function with your
printer.

B From the Printer Information menu, select option 4-8 (de
on which prmter you want to chunge and how many printers
you have installed).

AppleWorks displays the Change a Printer menu, as shown in
Figure €-12. This is the same as Figure C-7, with a different title on
the card. You can modify any of these settings the same way you
set them originally. See “Adding a Printer” earlier in this
Appendix.

Disk: Disk 1 (8lot 5) CHANGE f PRINTER  Escape: Printer Information
ain Heny |
Uther Activities | |
frinter [nformation | I

Uhange a Printer | I

Printer. name: Condenzed (Slot 1)

Printer ktupe: Custom printer

: 5 2 £ ghurn No

2. fccepts top-of-page CORMaNGS Yes

& °tn§ at end of each page Ho

il 4. Flaten width 8.8 inches
3. Printer codes
o 6. Interface cards
|
Tupe number. or use arrous, then press Refurn 20K Avail
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ASCHl Codes

Table C-1 lists the ASCII codes for all standard characters. ASCII,
the American Standard Code for Information Interchange, assigns
a number to each symbol you can type or print. Your Apple and
virtually every other microcomputer and printer in the world
process characters in ASCIIL

Some of the ASCII characters are invisible. These characters aren’t
visible when printed the screen, but can be sent to printers to
control them. For example, Control-O tells an ImageWriter to
begin double-wide (expanded) printing.

The first three columns of the table list the character code as a
decimal number, as an octal number (base 8), and as a hexadecimal
number (base 16). Printer manuals usually list printer control
codes as one of these types of character codes or as its keyboard
equivalent (for example, Control-Y). Hexadecimal codes may be
listed in your printer manual preceded with a dollar sign (for
example, $1B) or followed by an H (for example, 1BH). In all cases,
you enter these codes into AppleWorks by typing the keystroke
found in the Keyboard column.

Your printer may support special codes for characters above
decimal 127. These may or may not correspond to the characters
that AppleWorks prints for these codes; ASCII codes above 127 are
officially “undefined,” which means that printer manufacturers
can define them however they like. Many use these codes for a
“symbol” or graphic character set which matches the set that the
IBM PC can display. You can’t enter such ASCII codes from the
Apple keyboard.
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ASCH CorDs

Table €-1

ASCHl Codes B Tenieid A
0 000 00 NUL Control-@
1 001 01 SOH Control-A
2 002 02 STX Control-B
3 003 03 ETX Control-C
4 004 04 EOT Control-D
5 005 05 ENQ Control-E
6 006 06 ACK Control-F
7 007 07 BEL Control-G
8 010 08 BS Control-H
9 011 09 TAB  Tab/Control-l
10 012 DA LF Control-]
11 013 0B vT Control-K
12 014 oC FF Control-L
13 015 0D CR Return/Control-M
14 016 OE SO Control-N
15 017 OF | Control-O
16 020 10 DLE Control-P
17 021 11 DC1* Control-Q
18 022 12 DC2 Control-R
19 023 13 DC3 Control-S
20 024 14 DC4 Control-T
21 025 15 NAK Control-U

) 22 026 16 SYN Control-V
23 027 17 ETB Control-W
24 030 18 CAN Control-X
25 031 19 EM Control-Y
26 032 1A SUM Control-Z
27 033 1B ESC  Escape/Control{ |
28 034 1C FS Control-/
29 035 1D GS Control-]
30 036 1E RS Control-*
31 037 1F us Control-
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Table C-1
ASCIl Codes
:leonﬁnuecl}

Decimal  Octal  Hexadecimal  ASCH  Keyboard
32 040 20 SPACE Space Bar
33 041 21 ! !
34 042 22 a i
35 043 23 # #
36 044 24 $ $
37 045 25 o Y
38 046 2 & &
39 047 27 ; ;
40 050 28 ( (
41 051 29 ) a
42 052 2A » g
43 053 2B + +
44 (054 2C i ¥
45 055 2D “ -
46 056 2E . :
47 057 2F / /
48 060 30 0 0
49 061 31 1 1
50 062 32 2 2
51 063 33 3 3
52 064 34 4 4
53 065 35 5 5
54 066 36 6 6
35 067 37 7 7
56 070 38 8 8
57 071 39 9 9
58 072 3A
59 073 3B : ;
60 074 3C < <
61 075 3D = =
62 076 3E > >
63 077 3F ? ?
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ASCIl Codos Decimal ~ Octol  Hexadecimal  ASCHl  Keyboard

(continued) o = i . .

65 101 4] A A
b6 102 42 B B
7 103 43 C c
68 104 44 D D
69 105 45 E E
70 106 46 F E
71107 47 G G
72 110 48 H H
73 111 49 I [
74 112 4A J |
75 13 4B K K
76 114 4C L L
77 115 4D M M
78 116 1E N N
79 117 4F o o
B0 120 50 P P
Bl 121 51 Q Q
82 122 52 R R
83 123 53 S g
84 124 54 T T
85 125 55 U U
86 126 56 v v
87 127 57 W W
88 130 58 X X
89 131 59 Y Yy
20 132 5A 7 7
91 133 5B [ [
92 134 5C \ \
93 135 5D ] |
94 136 5E A A
95 137 5F
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Table €-1

ASCll Codes
(continued)

97
98

100
101
102
103
104
105
106
107
108
109
110
1
112
113
114
115
116
117
118
119
120
121
T 122
123
124
125
126
127

ASCII Codes

140
141
142
143
144
145
146

147

150
151
152
153
154
155
156
157
160
161
162
163
164
165
166
167
170
171

172

173
174
175
176
177

61

SE23I8&528

6B

6D
6E
6F

S B Mo -

75
76

78

7A
7B
7C
7D
7E
7F

TN =0 Ln T

—_— e,

—_— - == N X £ € ~«w 2.0 o 3 3

DEL

N =0 &N T

-

_— P -

—- — — N X 3 € ~w» =0T O 3 3

Delete
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TimeOut, Inits, and Macros

AppleWorks 4 is expandable—that is, vou can add new features to

AppleWorks with third-party enhancements. Enhancements can be
added in four main ways:

B TimeOut applications TimeOut applications are “desk
accessories” for AppleWorks. For example, there’s a thesaurus,
a grammar checker, a sideways spreadsheet printer, a graph
program, and literally dozens of other TimeOut programs
available. TimeOut applications appear on the TimeOut menu,
which is accessed by pressing -Escape.

B Inits Inits are small programs loaded at AppleWorks startup
that change the way a built-in AppleWorks feature operates.
Most Inits that were written before AppleWorks 4 have been
“absorbed” into AppleWorks 4, but more are on their way from
third parties.

B Macro sets Macro sets are pre-compiled programs written with
UltraMacros. An UltraMacros program can be as simple as a
playback of a sequence of keystrokes, or as complex as an
offline telecommunications message processor.

W Patches Patches are programs that actually modify part of the
AppleWorks code. In the past this was necessary to add popular
features and to fix program bugs. AppleWorks 4 incorporates
the most popular AppleWorks patches as standard equipment,
but we have no doubt that more third-party patches will be
available in the future. Patches are not discussed in this manual,
and you use them at your own risk. Always make patches to a
backup copy of AppleWorks.

: Make sure that the AppleWorks add-ons you use are compatible
with AppleWorks 4. If you're not sure, contact the publisher of the
add-on software, or, if that's not possible, install the add-ons on a
backup copy of AppleWorks and test it thoroughly before adding it
to your everyday work environment.
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Activating
TimeOut

Figure D-1
TimeOut Options screen
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Before you can use TimeOut applications, you must activate
TimeOut. We recommend TimeOut only for users with more than
128K RAM. A high capacity disk drive (3.5” disk or hard drive) is
also a useful addition. While you can use TimeOut applications on
a lesser configuration, you may end up with much less Desktop
space for your files (depending on which TimeOut applications
you install). ;

To activate TimeQut:
1 Press *-Q followed by *-S fo define Standard Settings.
AppicW&l’ks displays the Standard Settings screen.

2 Select “TimeOut options” and press Return.
AppleWorks displays the TimeOut Options screen, Figure D-1.

Disk: Disk | (3lot 5) TIHEOUT OPTIONS Escape: Standard Sethbings

Hatn Menu |
“Uther Activities |
Tinelut options i

Files picked: @ _l

Tirelut opticns | {_
1 Ne
2. Sort nenus Yes
3. Multiple disks Ho
i 4. Timelut directory

/APPLEWORKS/ TINEOUT/

E Z900K wvall.

Type number, or use arraks, then press Reburn
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es.

AppleWorks activates TimeOut.

4 If.lpu have installed AppleWorks on a hard drive, chunr the

imeQut directory” to the directory where imeOut
oppfwﬂonsmm l L

This is usually a subdirectory called TimeOut in your
AppleWorks subdirectory. For example, if your hard drive was
called /HARDI1 and you installed AppleWorks into a
subdirectory called AW4, the pathname would be
/HARD1/AW4/TIMEOUT.

AppleWorks displays the drive list to let you select a disk or a
pathname. See “Selecting a Disk or Directory” in Chapter 2 for
more information on using the drive list to select a disk or
pathname.

If you are running AppleWorks from copies of the original
disks, you probably do not need to change these options.

5 Set “Sort menus” and “Multiple disks” according to your
nce.

See Appendix B, “Standard Settings,” for more information on
the function of these options.

6 Press *:-Q followed by Escape fo return to the AppleWorks main

4 Important Note TimeOut applications are loaded when
AppleWorks starts up. Therefore, after activating TimeOut, you
must quit and restart AppleWorks for TimeOut applications to
be loaded.
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llll"‘ll“llg Most TimeOut applications you buy commercially come with an

installer program which will handle the task of putting the
TimeOut TimeOut applications into your TimeOut directory. If the program
Appllcﬂiiom you want to install has such an installer, use it.

If the application you want to install is a single file (with no extra
files, such as fonts, dictionaries, etc.), you can use the TimeOut
installer built into AppleWorks.

To use tbe built-in TimeOut installer:

1 Press ©-Qfollowed by ©-F for File Activities.
AppleWorks displays the File Activities screen.

2 Select “Install Inits or TimeOut files” and press Return.
AppleWorks displays the drive list to let you choose the disk or
directory which contains the TimeOut application files.
(TimeOut application files have names which begin with “TO.”)

See “Selecting a Disk or Directory” in Chapter 2 for more
information on using the drive list to select a disk or pathname.

AppleWorks asks you to verify your selection.
3 Select Yes and press Return.

AppleWorks displays a list of the files on the selected disk or
directory.

4 Select the files you want to install.

If you want to install a single file, highlight it and press Return.
If you want to install more than one file, highlight each and
press the # key to mark it (use the  key to unmark files). Use
-9 to mark all files, and -« to unmark all files. Press Return
when you have marked all the files you wish to install.

5 Press Return to begin installation. _
AppleWorks copies the files into your TimeOut directory (as

specified under TimeOut Options). Afterward, AppleWorks
returns to the File Actlivities screen. e

456 Appendix D: TimeOut, Inils, and Macros



The TimeOut
Menu

igure D-2
TimeOut Menu

¢ Important Note TimeOut applications are loaded when
AppleWorks starts up. Therefore, after installing new TimeOut
applications, you must quit and restart AppleWorks for the
TimeOut applications to be loaded.

After installing and loading your TimeOut applications, be sure to
configure them using the TimeOut Utilities included with
AppleWorks. Some TimeOut applications need to be told where
they should look for their auxiliary files (fonts, dictionaries, etc.) or
have other settings that should be customized to your taste. See
“TimeQut Utilities,” later in this Appendix, and the documentation
for the TimeOut dpplication in question, for more information on
configuring your TimeOut applications.

Once TimeOut applications have been loaded, they can be accessed
by pressing C-Escape. This displays the TimeOut menu, as shown
in Figure D-2.

Timedu? Fenu |

jqthe
%B;LZHK\4\43
ate Resel
Duplicateiapper
install by
Paint
Szrean Elanker
Urilities

Wﬂ\‘r"-n'h'.}l‘o-fﬂlny—

The TimeOut menu is available anywhere in AppleWorks, even
while you are editing a file (in fact, some TimeOut applications
must be activated while you are “in” a file of the appropriate type).

To select a TimeOut program from the TimeOut menu, simply
highlight it and press Return.

If you have more than thirty TimeOut applications, AppleWorks
will create a second (and third, and fourth...) TimeOut menu as
necessary. Press Tab to move from one TimeOut menu to the next.
Press ©-Tab to move backward through the TimeOut menus.
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TimeOut Utilities

458

The TimeOut Utilities application has several functions that make
using your TimeOut applications more flexible. To use the
TimeOut Utilities, make sure TimeOut is activated (see previous
section) and that your TimeOut directory is set properly. Start up
AppleWorks and press t-Escape to call up the TimeOut menu,
then highlight “Utilities” and press Return. The TimeOut Utilities
application will appear, as shown in Figure D-3.

File: None UTILITIES Escape: Review/Add/Change

SIEIEE: EEESET SEEEEp R £

TineOut applications utility options ~

: ?oaﬂ EE nenory

|

2

3. Dump from xemory

4, Chanae memory siatus
3. Change name

6. Sort meny

7. Add applications

€. List version rusbers

TineOut Utilities Copurisht 1387-93 by Rlan Bird (Uersion ¢.0)

---------------------------------------

Tupe number, or use arrcws. then press Return

-----------------

& 283K Avail
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Load to
Memory

Dump from
Memory

The Configure option allows you to set new defaults for your
TimeOut applications. Configurable options might include printer
type, default font, location of files needed by the application, etc.
Not all applications have such options; check the application’s
manual for details.

To configure an application, select Configure from the Utilities
menu. Then select the application you want to configure. You will
then see a menu indicating what options may be configured for
that particular application. You should also see the current value
for each option in brackets | |.

Select an option that you would like to change. Enter or select the
new value for that option. Make sure that the TimeOut
applications disk is in a drive so that the application can be
updated with the new value. The next time you use the
application, it will use the new value that you have supplied.

After you are finished updating configurable options, press Escape
to return to the Utilities main menu.

TimeOut applications are either disk-resident or memory-resident
(see “Change Memory Status” below). If an application was
configured as disk-resident when you started up AppleWorks, you
can load it into memory using the Load to memory option. Select
this option from the Utilities menu and select the application you
would like to load.

If you receive a message from AppleWorks indicating that it was
unable to complete an option because of insufficient desktop
memory, you may need to dump one or more memory-resident
TimeOut applications. Select Dump from memory from the
Utilities menu and choose the application you would like to dump.
The amount of free memory indicated in the lower right corner of
the screen increases with each application you dump. Applications
that are dumped are returned to disk-resident status for the
remainder of the AppleWorks session.
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Chunge This option allows you to indicate whether a TimeOut application
M Stat is disk- or memory-resident. Note that this only indicates how the

emory us application will be treated when you start up AppleWorks. To load
an application into memory or to return it to the disk for the
current AppleWorks session, you will need to use the Load to
memory option or the Dump from memory option.

Memory-resident applications take memory away from your
Desktop, even when you’re not using them, but they can be
accessed instantly. Disk-resident applications do not use Desktop
memory when they’re not being used, but they may take a few
seconds to appear when you select them from the TimeOut menu.
If you are using 3.5" or 5.25" disk drives and have plenty of
memory, you will probably want to have your most-frequently
used TimeOut applications memory-resident. If you run
AppleWorks from a RAM Disk or a hard drive, you will probably
want to leave most or all of them disk-resident since these types of
disk drives are so fast.

Cllunge Mame This option allows you to change the name of the applications as
they appear in the TimeOut menu, If the new name you enter is.
longer than the old name, the name change will not be reflected in
the TimeOut menu until the next time you start up AppleWorks.

Sort Menvu When you activate TimeOut from the TimeOut Options screen,
you can choose whether or not you want the TimeOut menu
automatically sorted by application name. If you choose not to
have the menu sorted, you can still sort it after starting up
AppleWorks by selecting Sort Menu from the Utilities menu.
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Applications

List Version
Numbers

This selection allows you to add TimeOut applications to
AppleWorks at any time while you are running AppleWorks. A
new TimeOut menu is created for the additional applications.

If your system has a limited amount of memory, you may not want
to use all your applications at once. You can keep your
applications on separate disks or in different subdirectories, and
add them after starting up AppleWorks. Every time you add
applications, a new TimeOut menu is created. Each menu can
contain no more than 30 applications. If the disk has more than 30
applications, you will need to move some to a different disk or
subdirectory to access them.

The limit of 30 appliéations applies only to the Add Applications
feature in the Utilities. You can have as many applications as you
want when AppleWorks loads applications at startup.”

To add applications, select Add applications from the Utilities
main menu, insert the disk containing the applications to be
added, then specify the location of the disk.

There is no limit to the number of new TimeOut menus you can
create. To switch from one TimeOut menu to another, press G-
Escape to bring up the current TimeOut menu, then press Tab. If
you continue to press Tab, AppleWorks cycles through all of the
available TimeOut menus, eventually returning to the first menu.

You also use the Tab key to switch between TimeOut menus while
using options 1-4 from the Utilities main menu. For example, if
you select Configure and get the wrong TimeOut menu, press Tab
until the correct one appears.

Use this option to find the version numbers of your TimeOut
applications. If you need assistance, you should check the version
numbers before calling the publisher of the software.
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Aﬂl'ﬂ“llg inits Before you can use Inits, you must activate the InitManager. To
activate the InitManager:

1 Press ¢-Q followed by -$ to define Standard Settings.
AppleWorks displays the Standard Settings screen.

2 Select “InitManager opfions” and press Return.
AppleWorks displays the InitManager Options screen, as

shown in Figure D-4.
",Ill'. D-4 Disk: Disk 1 (Slot 9) INTTHANAGER OPTIONS Escape: Standard Setbings
InitManager Options screen
#ain Menu |

Uther Ackivities |
InitHanager options |
InitHanager options | I

Files picked: 4 ’

|. RESETFTIFRIETEE Vo
2. Init directory
/APPLEWORKS/AN. INITS/

Type nunber; or use arrous then press Keturn

Z2900K Avail.

s
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3 i';iﬂanguodimd‘hwbﬂo,mlmnhdwit
fo Yes.

AppleWorks activates the InitManager.

4 ¥ you have installed AppleWorks on a hard drive, change the
'N?Wopﬁmbhd'mwhmmlnihm

This is usually a subdirectory called AW.Inits in your
AppleWorks subdirectory. For example, if your hard drive was
called /HARDI1 and you installed AppleWorks into a
subdirectory called AW4, the pathname would be
/HARD1/AW4/AW.INITS.

AppleWorks displays the drive list to let you select a disk or a
pa e. See “Selecting a Disk or Directory” in Chapter 2 for
more information on using the drive list to select a disk or
pathname.

If you are running AppleWorks from copies of the original
disks, you probably do not need to change these options.

5 Press -Q followed by Escape to return to the AppleWorks main

menu.
¢ Important Note Inits are loaded when AppleWorks starts up.

Therefore, after activating the InitManager, you must quit and
restart AppleWorks for Inits to be loaded.
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You can use the Init installer built into AppleWorks to install most
Inits. (Exceptions to this rule will have their own installer and
instructions.)

To use tbe built-in Init installer:

1 Press 2-Q followed by i-F for File Activities.
AppleWorks displays the File Activities screen.

2 Select “Install Inits or TimeOut files” and press Return.

AppleWorks displays the drive list to let you choose the disk or
directory which contains the Init files. (Init files have names
which begin with “1.”) See “Selecting a Disk or Directory” in
Chapter 2 for more information on using the drive list to selecta
disk or pathname.

AppleWorks asks you to verify your selection.

3 Select Yes and press Return.

AppleWorks displays a list of the files on the selected disk or
directory.

4 Select the files you want to install.

If you want to install a single file, highlight it and press Return
If you want to install more than one file, highlight each and
press the # key to mark it (use the « key to unmark files). Use
t-# to mark all files, and &- 4 to unmark all files. Press Return
when you have marked all the files you wish to install.

5 Press Return to begin installation,
AppleWorks copies the files into your Init directory (as

specified under InitManager Options). Afterward, AppleWorks
returns to the File Activities screen.

# Important Note Inits are loaded when AppleWorks starts up,

Therefore, after activating the InitManager, you must quit and
restart AppleWorks for Inits to be loaded.
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Co-ﬂ'_“' guring

Most Inits do not have any user-configurable options, since the
majority have only one function. Those that do have configuration
options, however, can be configured by holding down the C key
while you start up AppleWorks. When an Init which has
configuration options loads and sees the C key being held down, it
displays a menu allowing you to configure it.

Configuration options vary from program to program. See the

documentation that came with the Init in question to find out
whether it is configurable and what options are available.
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UltraMacros

UltraMacros is a sophisticated programming language that lets
mter[:rising AppleWorks users automate tasks, ranging from
simple playback of repetetive keystrokes to full-fledged
applications that run inside AppleWorks.

Luckily, you don’t need to know anything about creating macros

to use them. AppleWorks 4 includes a built-in UltraMacros Player
that allows you to use “canned” macros and programs created by
other AppleWorks users.

¢ A macro to call your own To record or program your own
macros, you need TimeQOut UltraMacros (version 4.3 or later),
published by Beagle Bros. (If you have version 4.2, the updater
included with AppleWorks 4 will magically transform the
version you have into the version 4.3 required for use with
AppleWorks 4.) -

The UltraMacros Player requires an enhanced Apple Ile or later (Ilc,
Ilc+, or [IGS) and at least 256K RAM. We also suggest a high-
capacity disk drive (such as a 3.5" disk or a hard drive) because the
UltraMacros player works in combination with TimeOut.

4 Are we enhanced yet? If you're not sure whether your Apple
Ile is enhanced, look at the top of the screen when you turn on
the computer. If it says “Apple ][“ with square brackets, your
Apple Ile is not enhanced; if it says “Apple //e” with slashes, it
is enhanced. All Apple Ilc, llc+, and TIGS computers meet this
requirement.
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Aﬂl"ﬂ"l‘lg the To activate the UltraMacros player:

UltraMacros 1 Press -Q followed by ¢-$ to define Standard Seftings.
Player |
AppleWorks displays the Standard Settings screen.
2 Select “UltraMacros options” and press Return,
AppleWorks displays the UltraMacros Options screen, Figure
D-5.
Fi -5 Disk: Disk 1 (Slot §) ULTRAMACROS OPTIONS  Escape: Standard Settings
UltraMacros Options screen ‘
hain Nenu |
OEfer Activities | h
Standard Settings | I

Ultralacros options | l.._

| EREFIWUAFRER Ho
2. Disable macro key clicks Mo
3. Enable keypad macros Ho

Tupe number, or use arrows, Ghen press Return _ 200K fvail.

3 If "Activate UltraMacros” is set fo No, press Return to change it to
Yes.

AppleWorks activates the UltraMacros Player.

4 Press :-Q followed by Escape to return o the AppleWorks main
menu.
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After activating the UltraMacros player, you will also want to
activate the InitManager and TimeQut as described earlier in this
Appendix. UltraMacros “dot commands” (used by many macros)
are stored as Inits; without them, many macros simply will not
work. Most pre-compiled macro sets are distributed as TimeOut
applications, so you need TimeOut activated to use them.

¢ Important Note The UltraMacros player is loaded when
AppleWorks starts up. Therefore, after activating UltraMacros,
you must quit and restart AppleWorks for the UltraMacros
player and the default macro set to be loaded.

@ First startup The first time you start AppleWorks with the
UltraMacros player activated, AppleWorks will ask you for
your name, organization (school or company), and address. The
default macro set uses this information’in its “start a letter”
macro to automatically enter your return address.
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Macro Macros can be triggered by pressing the # (or Option) key in
“lillg . combination with some other key or keys. This is the Solid-Apple

key, not the Open-Apple key used by other AppleWorks
commands. (Older Apples have a % key; newer Apples have an
Option key. This is the same key, just with two different names.)

A collection of macros is called a macro set. The set of macros
loaded automatically when AppleWorks starts up is called the
default macro set or just the default set. Macros you get from third
parties comprise additional macro sets.

The set concépt is important. The same key combination can
trigger two (or more) totally different things, depending on which
set is active.

Each macro set may also have a pop-up menu, as shown in Figure
D-6. You activate this menu by pressing #-Escape (or Option-
Escape)—note the parallel with TimeOut, which is $-Escape. This
pop-up menu lists the main macros in the set (as specified by the
person who created the macro set) and the keys you press to
activate them. Naturally, you can activate them from the menu, or
simply press the appropriate key combination.

Figure D-6 Available macros

UltraMacros &-Escape menu
Eeg:n 3 nemo in ANP

Remove files from Cache
Print Hame & Address AWP
Launch cached Task
Print Name 1n AP

ADB KRL Quick Column
Triple Menu

QuickerPath

Address an envelope

u‘ing ih‘ Documentation for the default macro set was not available at this

D ' ll"' 50' manual’s press time. For details on using the default macros, see
the file Default.Set.Doc on the AppleWorks Sample Files disk. This
file is an AppleWorks Word Processor document which can be
printed out for reference.
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- Each macro set will come with its own instructions and will have
sing its own “personality.” However, here are some general rules of
Party Macro : 4
thumb:
Setis

W Most macro sets are stored as TimeOut applications. To activate
a different macro set, press G-Escape and choose the desired
macro set from the TimeOut menu.

M If a macro set is designed to do one function, such as
eliminating duplicate records from a data base, the macro will
usually “run” automatically when you select it from the
TimeQut menu. When the macro set has done its thing, the
default macro set will be re-loaded.

B If a macro set is designed to be a kind of “toolbox,” with a g
number of macros for performing related functions (for 1
example, a set of macros for creating and formatting an outline
in the Word Processor), choosing the macro set from the
TimeOut menu will simply make that set the active set. Press
®-Escape (or Option-Escape) to display that set’s menu. Most
such sets will have an option to re-launch the defauit set (the
standard keypress for going back to the default set is 5-®-L or
2-Option-L, also known as “Both-Apple” L).

B Some complex macro systems consist of more than one set of
macros. In such cases, the additional sets may be storedina
format called “task files.” AppleWorks does not display task
files in the TimeOut menu, so these are effectively “hidden”
from you. Usually, there will be an option on the macro set's
menu for launching one task file or another—or else the macro
set will automatically switch to different task files on an as-

s needed basis.

Remeber, there is no substitute for reading the instructions,
especially with macro sets! Macro programmers may have slnghll
different ideas of the way things ought to work, so take the tim
familiarize yourself with each new macro set that you acquire.
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Other
UliraMacros
Features

In addition to adding macro-playback capability to AppleWorks,
the UltraMacros player also adds the following features to
AppleWorks:

B -, or Option-, Moves the cursor to the previous blank space to
the left of the current cursor position.

M &-, or Option-. Moves the cursor to the next blank space to the
right of the current cursor position.

W &-' or Option-' Types the date in a format like “October 11,
1993” (handy for dating letters or Data Base and Spreadsheet
reports). The exact format is determined by AppleWorks’
Standard Settings.

B ¢-" or Option-" Types the date in a format like “10/11/93"
(handy for dating transactions in the Spreadsheet). The exact
format is determined by AppleWorks’ Standard Settings.

B ®-= or Option-= Types the time in a format like “1:42 pm.” If
you don'’t have a clock, the time will always be 12:00 AM.

B ®-+ or Option-+ Types the time in a format like “13:42” (24-
hour or military format).

B -0 (zero) Displays a prompt and lets you type a string up to 60
characters long.

W &-0 or Option-0 {zero} Types out the string defined by 3-0. For
example, if you were writing a biology report and needed to
type “pneumococcus” several times, you might press G-0 and
enter “pneumococcus.” Then you could type that word simply
by pressing ®-0 or Option-0.

M &-Return or Option-Return Searches a menu or file list for a
menu item that starts with the text string defined by 5-0. For
example, if you had a hundred TimeOut programs, it might
become frustrating to find TimeOut SideSpread. So you let the
computer do the work. Press 3-0, type “Side,” then press
Return. Then hit (3-Escape, followed by ®-Return or Option-
Return. AppleWorks zips through the menus and stops at the
first menu item that begins with “Side”—likely SideSpread.
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B -t Changes the character under the cursor to upper case and
moves the cursor one position to the right. Hold it down to
change the case of lots of text.

M &-; Changes the character under the cursor to lower case and
moves the cursor one position to the right. Hold it down to
change the case of lots of text.

M - Reads the character under the cursor into the -0 macro.
B 3-& Reads the current disk or pathname into the #-0 macro.

B 3-* Reads the complete pathname of the highlighted file into
the @-0 macro. Only works when a list of files is being

displayed.

W G- - (hyphen) Reads the contents of the current cell in the
Spreadsheet, the current category in the Data Base, or the
current line in the Word Processor into the ®-0 macro.

@ O-< Stores the first thirteen characters of the #-0 macro ina
special unused area the file you're in. Use this in conjunction

with ¢-> to define a different -0 macro for each file you work

with.

W > Retrieves thirteen characters from the special unused area
of the file you're in and stores them into the ®-0 macro.

# About the -0 macro The ®-0 (or Option-0) macro is a special
macro. You can define it yourself from the keyboard. However,
since many other macros also use ®-0 for temporary storage,
you should not rely on its value remaining the same for very
long—especially if you use another macro in the meantime.
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DIF and ASCII Files

You can add a new file to the Desktop by creating it from an
existing ASCII file. You can save a Desktop file by saving it in
ASCII format or, in some cases, DIF format.

ASCII stands for American Standard Code for Information Interchange.
An ASCII file can contain any the characters that can be printed on
the screen, plus some invisible characters called control codes. (See
the ASCII table at the end of Appendix C for a listing.) Most word
processors can save data in this format, making it easy to exchange
files with other computers. Text files are not AppleWorks files, but
AppleWorks can understand them.

DIF stands for Data Interchange Format, a program-independent
way of exchanging spreadsheet (or other tabular) data. A DIF file is
a specially formatted ASCII text file.

Both ASCII and DIF files appear as ASCII or Text files in the disk
directory.
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Word Processor

Creating a
Word Processor
Document from
an ASCII File

Saving a Word
Processor

476

AppleWorks allows you to import a text (ASCI]) file into the Word
Processor. Simply add it to the Desktop as you would any Word
Processor file, via the “Add files to the Desktop” option on the
Main Menu. AppleWorks displays the file's type as Text. (See
Chapter 2, “AppleWorks’ Main Menu,” if you need a refresher
course on adding files to the Desktop from disk.)

& AppleWorks Veterans Older versions of AppleWorks required
you to create a word processing document from a text file by
choosing “Make a New File for the Word Processor,” then
selecting “From a text (ASCII) file on disk.” This procedure still
works with AppleWorks 4.0, but it is no longer necessary, since
AppleWorks can now load text files from the “Add Files” list.
However, it still has its place because the old method lets you
add any type of file, not just text files.

AppleWorks can save a word processor document as a text file. See
the section “Printing a Document” in Chapter 4, “Formatting a
Document,” for step-by-step instructions and an explanation of the
available options.

¢ Eosy Exporting AppleWorks has a standard setting which
makes exporting text files easier. When “Save text files as text”
(in AppleWorks’ Miscellaneous Standard Settings) is set to Yes,
AppleWorks remembers when you create a word processor file
from a text file and converts the file back to text format when
you save it.

If you would like to keep imported files in AppleWorks word
processing file format once they have been added to the
Desktop, make sure “Save text files as text” is set to No.

See Appendix B for more information on these settings.

Ty -
e o
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Creating a
Data Base
from an
ASCII File

You can create an AppleWorks data base file from a non-
AppleWorks ASCII text file or a DIF (text) file. AppleWorks can
import data base ASCII text files that have:

a tab character between each category, and a Return at the end
of each record

some other character (such as a comma) between each category,
and a Return at the end of each record

a return after each category only

# 60 categories maximum AppleWorks can import data bases

that have up to 60 categories (often called “fields” if you are
importing a file from another program). If the data base you're
importing has more than 60 categories, AppleWorks imports
the first 60 categiories, but ignores any categories after that.

From the Main Menu, select “Add files to the Desktop,” then press
Return. ;

From the Add Files menu, select “Data Base,” then press Return.

AppleWorks gives you the choice of creating a file “From
scratch” or “From a text (ASCII) file.”

Select “From a text (ASCH) file,” then press Return,

AppleWorks displays a list of files on the current disk and path
from which you can select the text file.

Select the text file you want to import, then press Refurn.

AppleWorks asks whether the text file has “Tabs between
categories, Returns between records,” “Characters between
categories, Returns between records,” or a “Return after each
category.”

If you're not sure .00k at the Data Base ASCII text file in the
Word Processor (see previous page). You should be able to tell
at a glance whether the files use tabs or some other character
between categories, or whether it is a single long column of
categories.
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alha Base

5 Select the way you want Ap?leWorks to interpret the tab and
return characters in the fext file, then press Return.

If you choose “Tabs between categories,” AppleWorks adds the
file to the Desktop and figures out the number of categories.

If you choose “Characters between categories,” AppleWorks
asks you which character it should look for to separate the
categories. In many files, this will be a comma. Type the
character, then press Return. AppleWorks adds the file to the
Desktop and figures out the number of categories.

If you choose “Return after each category,” AppleWorks first
asks “How many categories, 1-60?” Type in the number of
categories in the text file, then press Return. AppleWorks adds
the file to the Desktop.

6 Type a new name for the file, then press Return.

After the file has been added to the Desktop, you will probably
want to rename the categories (which are given default names),
change the screen layout, and define category rules. See Chapters
7-9 for more details on these operations.

Serwi ng a Daita AppleWorks can save a data base as a text file or as a DIF file. This

B is useful if the data needs to be used by another program or if it
ase as an must be readable by an older version of AppleWorks. (Older

ASC|| or versions of AppleWorks cannot load files with rules or which have

DIF File more than 30 categories.) See the sections “Printing a Table
Report” in Chapter 11, “Creating a Table Report,” and “Printing
: Labels” in Chapter 12, “Creating a Label Report,” for step-by-step
instructions and an explanation of the available option:
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You can only create an AppleWorks worksheet file “From scratch.”
However, you can save worksheets as text or DIF files. DIF was
originally developed to transfer spreadsheet data, and most
spreadsheets on other computers can read them.

scving & AppleWorks can save a worksheet as a text file or as a DIF file.
Worksheet This is useful if the data needs to be used by another program.
worKsneer as However, only the value of each cell will be saved, not the formula
an ASCH or or function that determined that value. See the section “Printing”
DIF File in Chapter 14, “Formatting the Worksheet,” for step-by-step

instructions and an explanation of the available options.
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Musitei: Panaditias:

Table F-1
General AppleWorks

Table F-2
Word Processor

Limit or Capacity Value
Maximum number of printers 5
Maximum number of files on the Desktop 36 (3 Desktops)

Maximum number of files on a disk

Desktop size

51 at the root directory,
255 in subdirectories

20K for 128K Ile/lic
60K for 256K llcs

Clipboard size Limited only by available
memory
Limit or Capacity Value

Maximum document size

Practical document sizes

Number of rulers in a document
Number of words in dictionary
Maximum words in Custom Dictionary
Maximum page length

Maximum page width (platen width)

Size of Custom Dictionary

Limits & Capacities

16,250 lines, about 300
pages (deduct 1 line for
each page, including
forced page breaks)

128K lle or Ilc: 300 lines {5
pages)

256K Ilcs: 1000 lines

(17 pages)

Limited by memory
Approximately 83,000
Limited by disk space
24 inches

135 inches

Limited by disk space
(smaller is faster)
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Table F-4
Spreaadsheet
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Limit or Capacity

Value

Maximum characters per category

Maximum characters per record
Maximum categories per record
Maximum records in data base

Practical number of records in data base

Maximum number of reports (table/label)

Number of arranging categories

60-77 (up to screen width,
depending on length of
category name)

2560
60
16,250

128K: =200 @100
characters/ record, >50
@400 characters/record

256K: =900 @ 100
characters/record, >225
@400 characters/record

30 !
Upto3atatime

Maximum number of categories in report 63

Maximum number of grouped subtotals 3

Limit or Capacity Value

Accuracy 14 places

Number of rows 999 or 9999 rows
Number of columns 127 (DW) columns

Total empty cells
Largest practical worksheet

Maximum column width
Minimum column width

Maximum number of characters per cell

Maximum size of label / formula in one cell

Maximum number of characters per row

Appendix F: Limits & Capacities

1,269,873 cells

12BK: 1500 cells
256K /1IGS: 5,000 cells
256K /1le: 7,500 cells
70 characters

1 character

70 characters (depends on
column width)

70 characters

10K characters
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Glossary

Apple lle Extended 80-Column Text Card A peripheral card that
plugs into the Apple Ile’s auxiliary slot and allows the computer to
display either 40 or 80 characters per line while extending the
computer’s memory capacity by 64 Kilobytes (64K). AppleWorks 4
needs 128K and 80 columns.

Apple command A command you use by pressing the key with the
symbol i (located to the left of the Space bar) at the same time as
another character. That other character is often the first letter of the
name of the command. For instance, G-C lets you copy-

appropriate format The way you actually entered the data in a
spreadsheet, with exactly the number of decimal places you typed
in, or as many places as are needed to represent that value
accurately. For instance, if your formula asked AppleWorks to
divide 2 into 1, the result would be 0.5, but if you divided 4 into 1,
it would be 0.25. Allows the number of places after the decimal
point to vary, or float. You set this format for all cells using G-V or
for a small group using G-L.

argument The values on which a Spreadsheet function operates.
For example, in the function @SUM (A1...C1), the argument is the
values in cells Al through C1. The function @UM operates on
those values and provides you with the result.

Arrange A command (3-A) that sorts records in a data base or
cells in a spreadsheet. In the Data Base, the sorting is done on the
basis of one to three categories. In the Spreadsheet, it's done on the
basis of one column.

Arrange on several categories In the Data Base module of
AppleWorks, you can sort up to three categories at once. To
arrange on several categories, arrange your data base by the most
important category to the least important. You do not need to
specify all three categories.

ASCHl A way of coding characters; the American Standard Code
for Information Interchange. AppleWorks can read an ASCII file
and use it as the basis for your AppleWorks document; and you
can save your file in ASCII. Remember when you save a file in
ASCI], all formatting codes are thrown away.

back up To make a duplicate copy of a disk or file. You should
make back-up copies of AppleWorks, giving the disks the same
names as the originals (APPLEWORKS). For safety’s sake, store the
originals and work with a copy.
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baud Bits per second. A way of measuring the speed at which data
can be transmitted. (Not all the bits are data—some indicate the
beginning or end of data, and others are inserted to verify the
accuracy of the transmission.)

boldface An option to print the text in extra heavy type, like this.
In the Word Processor you can use the BB and BE printer options
to turn boldface on and off.

Calculate A command (3-K) telling AppleWorks to recalculate all
the values in the Spreadsheet or page breaks in the Word
Processor—now.

calculated category In the Data Base, a category that performs
some calculation on the data in other categories to its left.

category In the Data Base, a type of information, such as Names or
Addresses. When you start a new data base, AppleWorks allows
you to name your categories and then create records with
information under each category. You can add, change, or delete
categories. In Multiple Record Layout, a category’s name appears
at the top of the column.

cell In the Spreadsheet, the space at the intersection of a row and a
column.

cell indicator In the Spreadsheet, a message at the lower left of
your screen, indicating the coordinates of the cell you have
highlighted, the contents, and any special layouts.

cell layout The way you format text or values within the cell. You
can set standard formats for cells throughout the worksheet, using
3-V, or local formats for individual cells or groups of cells, using

3-L.

cell pointer In the Spreadsheet, works similar to a cursor. It allows
you to move around a worksheet file and select cells to copy,
move, or edit.

cell reference A type of value in a spreadsheet; it points to or refers
to the contents of another cell. For example, the cell reference +C3
typed in the cell E3 means “Take whatever value you find in cell
C3 and put it here in E3.”
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Center (1) In the Word Processor, a printer option that aligns all
text exactly half way between the left and right margins. (2) In the
Spreadsheet, a layout format that aligns the text of a label in the
center of a cell.

Characters Per Inch A printer option that controls the number of
characters to be printed in each inch. Can be anywhere from 4
(widely spaced) to 24 (very dense)—depending on what your
printer is capable of.

rd An area in the computer’s memory in which
AppleWorks saves whatever material you have just moved or
copied to it and from which you may take that material and paste
it into a document. The Clipboard can only contain one passage at
a time. The amount of information the Clipboard can hold depends
on the amount of memory you have.

code A combination of keystrokes, such as those transmitted to a
printer to turn on a particular style or turn it off.

column (1) In the Data Base in Multiple Record Layout, each
column represents a category; the category name appears at the
top. (2) In a Word Processor document, each column is one
character wide; your cursor position is recorded at the bottom of
the screen, by row and column. (3) In the Spreadsheet, columns are
lettered from A to DW; the standard width is nine characters.

commas format In the Spreadsheet, a value format that inserts
punctuation marking off thousands; set using 3-V or 3-L.

control character A nonprinting character that controls or modifies
the way information is printed or displayed.

coordinates In the Spreadsheet, the column letter and row number
that give the location of a cell. For instance, A2 is the cell in the first
column in the second row. You see these coordinates at the bottom
of the screen, as the first item in the cell indicator. You use the
coordinates as pointers in formulas.

copy A command (3-C) that makes a copy of the highlighted
section of your document. You can then paste this section in
somewhere else in the same document or in another document.

copy-protect To prevent someone from duplicating the contents of
a disk. Compare write-protect.
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current drive The disk drive, disk, or subdirectory AppleWorks
will go to first to find a file or to save one. You can change the
current disk by selecting option 5, “Other Activities,” on the Main
Menu.

cursor The blinking underline (the insert cursor) or solid rectangle
(the replacement cursor) that indicates where what you type will
appear. When you type with the insert cursor, your character
appears at the cursor location, and all text to the right moves over
to make room. When you type with the replacement cursor, the
character takes the place of the character lit up by the cursor, and
the cursér moves one character to the right. You can change
cursors by pressing CI-E.

Custom Dictionary In the Word Processor, a dictionary that
contains words that do not appear in the Main Dictionary. You can
add terms or special words to this dictionary, so when
AppleWorks checks your spelling it will check these words too.
See Main Dictionary.

custom printer A printer that is not on AppleWorks’ original list of
printers. If you want to add such a printer to your list, you have to
provide AppleWorks with information about how it works.

Data Base The part of the AppleWorks program you use to work
with information you might otherwise keep in lists or on file cards.

data format The way data is encoded for transmission from your
computer to the printer. If you add a custom printer, you need to
tell AppleWorks which data format your printer expects.

Delete key A key that backs over and erases the previously typed
character. (Labeled Backspace on some computers.)

Desktop Part of the computer’s memory; specifically, that area
available for your AppleWorks files and the Clipboard.
AppleWorks can handle up to 12 documents on the Desktop at any
one time. The total size of the Desktop varies depending on how
many desk accessory programs you have attached to AppleWorks
and how much memory the computer has. To check the remaining
space in your Desktop, press 3-Q and look at the lower right of the
screen.

Desktop Index The list of files on the Desktop. Press 5-Q to see the
Desktop Index.
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destination volume The disk to which you are sending a file, or
onto which you are copying information from a source disk.

DIF A way of formatting a Data Base or Spreadsheet file; the Data

Interchange Format. AppleWorks can read a DIF file as the basis

for a new Data Base or Spreadsheet file; and AppleWorks can save

a Data Base or Spreadsheet document as a DIF file for some other
~program touse.

directory A list of all files and subdirectories on a disk. You can
use the Other Activities menu in AppleWorks or the file
commands in your System Utilities disk to list the files on a disk.

disk controller card A peripheral card that connects one or two
disk drives to the computer and controls the operation of the
drives.

display The information that appears on your screen.

document A file that has been brought onto the Desktop to be used
in the Data Base, Word Processor, or Spreadsheet.

drive A disk drive.

edit To change or modify. For example, to insert, remove, replace,
or move text in a word processor document.

embedded Contained within. For example, printer options are
embedded in word processor text.

eniry In one data base record, the information that belongs to a
particular category. In the Spreadsheet, the information in a cell.

fanfold paper Computer paper—one continuous sheet of paper,
perforated and folded like the letter Z so that it lies in a stack.

file The electronic form of a document stored on a disk.

filename The name you give your document; it appears on the disk
directory or in a subdirectory when you save the file. Must begin
with a letter; may contain uppercase or lowercase letters, numbers,
and periods. Maximum length: 15 characters. The filename is the
last segment of a pathname.
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Find A command ((3-F) that looks for information you specify. In
the Word Processor and Data Base, AppleWorks can find any
combination of characters up to 30 characters. In the Spreadsheet,
AppleWorks can find a specific label or a cell for which you
provide coordinates, but not a number.

fixed decimal format In the Spreadsheet, a value format that
displays all values with a fixed number of places after the decimal
point. You set the format using -V or G-L.

footer In the Word Processor, identifying lines you can have
AppleWarks put at the bottom of each page when it prints the
document. A footer might include the name of the document and
the page number. You specify a footer from the Printer Options
screen.

format a disk To prepare a disk to receive data. You musf ﬁ.’}rmat a
disk before you can save files on it.

form letters A series of standard letters, personalized with data
from different records in your data base, such as names and
addresses.

formula An equation. By writing formulas to define relationships
between the various numbers in your worksheet, you can try out
different numbers and the formulas will recalculate all the totals
for you.

forward reference In a spreadsheet formula, a reference to a cell
that is below and to the right of the cell with the formula. If the
forward reference also contains a formula, this formula will not be
calculated until after the formula in the original cell. So, to
accurately calculate a formula containing forward references, you
need to make a second pass at calculating, by pressing ©-K

function An arithmetic or logical operation that can be used to
make up formulas combining the values in different cells. For mos!
functions, you have to supply an argument—a value or values on
which the function operates. @SUM is a function. (B4.. B8) is the
argument it needs. @SUM(B4...B8) is a formula.

group In the Word Processor, to designate information that you
want to be kept all on one page in printing. Use the GB printer
option to mark the beginning of the information you want kept
together, GE to mark the end.
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group totals Totals for groups of entries in any column for which
you have asked for a column total; the group total appears
whenever the entry in a category that you specify changes. For
instance, every time you have a new customer name, you might
ask for a group total in the category Amount Due. (Group totals
are also called subtotals.)

header In the Word Processor, identifying lines you can have at
the top of each printed page of your document. You set it from the
Printer Options screen in each application.

highlight To mark a section of your document by pressing arrow
keys to move the lit-up background over a section of your
document. You can then apply a particular command or setting to
that section.

indent In the Word Processor, a printer option, IN, that moves the
second and following lines of a paragraph in from the left margin.

insert cursor A blinking underline that shows you where what you
type will appear. Every time you type a character, the text on the
right will move one character to the right to make room.

infegration The ability to pass data from one application to
another, and to move from one application to another without
leaving the program. AppleWorks is an integrated program.

justify In the Word Processor, to align text along left and right
margins; in a labels-style report in the Data Base, to align one
category so that its entry follows the one on its left, with only one
space between; in the Spreadsheet to align information on the left
or right side of a cell.

K (kilobyte) 1024 bytes or characters. A byte is 8 bits; a bit is,
essentially one change of state, one off or one on signal. It usually
takes a byte to code a single character, such as the letter m. A
thousand characters is about 200 words—an average paragraph.
You can find out how long a document is, or how much room you
still have on your Desktop, whenever you save a document.

label Non-numeric information in the Spreadsheet that identifies
what the numbers stand for; a title. o

label report A type of data base report arranged vertically as a
series of labels or index cards.
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w (1) The way the records in your data base are displayed. In
Single Record Layout you see one record with full details of each
entry. In Multiple Record Layout, you may not see as much
information in each entry, but vou can compare many records at
once. (2) In the Spreadsheet, a command (*-L) that formats the
values or labels in an entry, a block of entries, or particular rows or
columns. Distinguished from -V, which sets standard values for
the format of all current entries that have not been previously
formatted with &-L.

line feed A code telling the printer to move to the next line.

load To transfer information or a program from a peripheral
storage medium, such as a disk, into the computer’s main memory
for use.

Mail Merge A printer option in the Word Processor, allowing you
to merge information from the Data Base (such as names and
addresses) with a form letter.

Main Dictionary In the Word Processor, a dictionary of 83,000
words that AppleWorks uses to check your spelling. See Custom
Dictionary.

memory The computer’s random-access memory. Whatever
memory is free is devoted to the Desktop, which includes any
documents you are working on, plus the material you are storing
on the Clipboard.

menu A list of choices presented by the program; you can select
one by typing its number or by using an arrow key to move the
highlighting onto the option and then pressing Return.

money format In the Spreadsheet, a value format that displays the
dollar sign in front of any number you enter; set using -V or *-L.

Move A command (7-M) that removes the highlighted section of
your document. You can then paste this section in somewhere else
in the same document or in another document.

Multiple Record Layout A way of laying out your data base records
in columns so that you can see several records at once.

no change copy In the Spreadsheet, a copy of a cell in which the
references to other cells are kept the same. Compare relative copy.
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page (1) When printing, the physical piece of paper. (2) In the
Word Processor, an indication of where the text will fall on the
physical pieces of paper. To see pagination, press G-K.

page break An indication of where one page will stop and the
next begin. You can have AppleWorks display these by pressing
3-K.

parity A way of verifying that data has been accurately
transmitted. You need to make sure that AppleWorks is using the
method your printer expects.

paste To take whatever is on the Clipboard and put it into a
document, beginning at the cursor location. You can copy or move
a passage from the Clipboard, pasting it into the document, by
pressing G-C or G-M.

pothname A description of the location of a file; it provides
AppleWorks with a path straight to the file. A complete pathname
consists of the name of the disk, the name of the subdirectory the
file is in, if any, and the name of the file. A slash precedes each part
of a pathname. For instance, a memo named Bob in the
subdirectory Memos on the disk June would have this pathname:

/June/Memos/Bob

platen width The distance the print head on your printer can travel
from left to right; hence, the greatest width you can print.

port A connector that works like an electrical outlet, transmitting
data from your computer to your printer; usually, you plug a cable
into a port.

See ProDOS prefix.
prefix p

printer codes Instructions telling your printer to perform a
function, such as boldfacing. You can have AppleWorks send
special codes to the printer before printing your data base or
spreadsheet.

printer options Formatting and style choices you can make that
affect how your document is printed. Printer options are available
in each part of the program; in the Word Processor and
Spreadsheet, press 3-O from Review/Add/Change; in the Data
Base, press 3-O from the Report Format display.
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print to disk To insert all printer codes into a document, as if it
were being sent to a printer, but, instead, to store that version of
the document as a file on disk for future printing.

print fo screen To preview a document before printing, you may
print it to the screen; lines and page breaks will be exactly as they
will be during printing, but some effects, such as superscript, will
not be seen on screen; they must wait for your printer.

ProDOS The operating system under which AppleWorks runs;
stands for Professional Disk Operating System. ProDOS is an
enhancement of the earlier DOS 3.3. Using the ProDOS User’s Disk
or the System Utilities disk, you can convert DOS 3.3 files so they
can be used in the ProDOS environment by AppleWorks.

ProDOS prefix The first part of a pathname; it leads AppleWorks
to a particular disk and, if needed, subdirectory. It does not

include the name of a particular file. You can set a ProDOS prefix
as the current location for AppleWorks to find files or save them.

ram disk A disk that contains an application such as
AppleWorks. In some cases, you need to put in a startup disk first.

program selector Allows you to run a new program by selecting it
from a list instead of typing its name and location.

prompt An instruction on the screen which asks you for some
information or a decision.

proportional spacing A way of placing characters so that the
spacing depends on the width of each individual character. Instead
of each character being centered in an allotted space, that is always
the same size no matter what the character, each character is
centered in a space that varies in size—narrower for narrow
characters, such as i, wider for wide characters, such as m. This
book uses proportional spacing; the Apple II display does not.

protection sefting A setting that specifies exactly how you want to
protect an entry in a spreadsheet, allowing someone to enter only a
label, only a value, neither, or anything. Use (3-L to set the
protection. Specifying a setting does not actually turn the
protection on. To turn it on, use 3-V.

RAM (random access memory) The part of the computer’s memory

which is volatile; when you turn off the computer, whatever you
had in RAM is lost.
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record In the Data Base, all the information about a particular
person or item.

record layout In the Data Base, the way the information in records
will be displayed.

relative copy In the Spreadsheet, a copy of a cell in which
references to other cells are changed to reflect the new position.
Compare no change copy.

replacement cursor A blinking rectangle that indicates where what
you type will appear. When you are using the replacement cursor,
the character you type replaces what was there before.

report A document displaying some or all of the information in
your data base or worksheet. A report may be displayed on the
screen, stored on the Clipboard for use in another document or in a
form letter, or printed out.

report format The way you arrange the information in your Data
Base report. You can have up to 20 different formats—or types of
reports—for a single data base. First you choose a report style
(table or labels), then you fine tune the format. When you save the
data base, the format is saved with it, but not the contents, which
change as you enter new data. So the next time you select the same
report format, you may find new information in it.

report header The title and page number, and, if you want, the
date; it appears at the top of each page of your data base or
spreadsheet report.

report style One of two basic ways information can be displayed in
a Data Base report. One style is a table; the other is a series of
labels.

Review/Add/Change The name of the display where you can
browse through the information in a file, change it, add to it, or
delete it.

Root directory The directory at the base of a file catalog. Begins
with a slash (/), it is the first element in every absolute pathname.

ruler A device in AppleWorks that divides a document into
eighths. The -1 through 9 commands let you move the cursor
through the file by eighths. See tab ruler.
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save To preserve a copy of a file on a disk.

seroll To move information up or down, or left and right, as if you
were unrolling a scroll of paper behind the screen.

selection rules The rules by which you choose which records you

want displayed in your data base. Set your record selection rules
with G-R.

Single Record Layout A way of laying out your data base records
that dedicates the screen to one record at a time. You can switch

from Mulhple Record Layout to Single Record Layout by pressing
Q.

sort See Arrange.
source In the Spreadsheet, the cells you are copying from.

spcll:s character The character entered in your document when you
press the Space bar.

spelling summary In the Word Processor, counts the words in your
document, tells you the number of unknown words, and how
many corrections you made. It contains a list of unknown words
with the corrected spellings. The spelling summary is independent
of the method you choose for verification.

Spreadsheet The application that allows you to work with
numbers and formulas, usually in rows and columns.

standard location The first place AppleWorks looks for a file or
‘saves a file—unless you have specified a different location as the
current location.

Standard Values (1) In the Data Base, information you want
AppleWorks to enter into all new records from now on. (2) In the
Spreadsheet, a standard way you want all information displayed.

startup To get the computer going, If you have 5.25-inch drives,
you put in the startup disk first and then turn on the computer.
When you need to work with a specific module—for example, the
Word Processor—you need to put that disk in the drive. If you
have a 3.5-inch drive, you have just one disk—the start up
information and all the program modules are on the same disk.
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subdirectory A file that holds the names of other files, in much the
way that a folder holds a series of memos. A disk has a directory—
a list of its files. Some of those files are called subdirectories
because they too are a list of files; in a way, a subdirectory is
directory within a directory. You can specify a subdirectory as a
location from which AppleWorks should read files and to which it
should save files.

subscript Characters that are printed slightly below the normal
line.

subtofals Totalsfor small groups of entries in any column for
which you have asked for a column total; the subtotal appears
whenever the entry in a category that you specify changes. For
example, every time you have a new customer name, you might
ask for a subtotal in the category Amount Due. (Subtotals are also
called group totals.)

superscript Characters that appear slightly above the normal line.

table report A type of Data Base report arranged in rows and
columns.

tab ruler Each AppleWorks Word Processor document starts with
one preset ruler. The tab ruler displays the current tab stops. If you
use only this ruler, it affects the entire document. Modifying a tab
ruler affects any tabs from the position of the ruler to the end of the
document. Creating a new tab ruler affects tabs from the position
of the cursor to the end of the document. See tab stop.

tab stop An invisible marker, similar to tab stops on a typewriter,
used to align text in the Word Processor. You can align text to the
left, right, center, or to a decimal point using different tab stops.
See tab ruler.

text file A file consisting of nothing but text (no formatting) in
ASCII codes.

Tiles A command (3-T) that allows you to freeze certain cells of
your worksheet or categories in your data base, so they remain
visible, even if you scroll to other parts of the document. In the
Spreadsheet, you can freeze rows at the top or columns on the left.
In the Data Base you can freeze categories on the left.

top-of-page A command telling the printer to move from the
bottom of one page to the top of the next. The printer usually
assumes that means each page is 11 inches long.
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underline A line put under a character during printing.

value A number in a cell in a spreadsheet. May be entered as a
number, or a pointer (referring to the value in another cell), or a
formula (in which case, the result of the calculation will appear in
the cell). Distinguished from a label.

volume A general term for a storage device, such as a flexible disk.
If you have a hard disk drive, it may allow you to carve up the
space into a series of volumes, or storage areas.

volume name The name for your diskette, hard disk drive, or
storage area within a hard disk. It begins a pathname. For example,
if your diskette is named Blank16, then your pathname would
begin /Blank16. And if your hard disk drive, named Hard, has an
area or volume on it called Memos, your pathname would begin
/Hard/Memos.

window A view into your spreadsheet; the window command (&-
W) allows you to view two sections of your worksheet at the same
time.

Word Processor The part of the AppleWorks program you use to
write text—Ietters, reports, poems, memos, and so forth.

word wrap The automatic continuation of text from the end of one
line to the beginning of the next. Word wrap lets you avoid
pressing the Return Key at the end of each line as you type.

wraparound See word wrap.

write-protect To prevent someone from writing on a disk. Your
original of the AppleWorks 5.25-inch program disk is write-
protected; that means you cannot write to it. Solution: Make a copy
that is not write-protected, and use the copy.

Zoom A command that moves you back and forth between ways
of displaying your document. In the Word Processor, (-Z displays
or hides printer options. In Review/Add/Change of the Data Base,
&-Z moves you back and forth between Single Record Layout and
Multiple Record Layout. In a labels-style report, (3-Z shows just
the category names or the actual records. In the Spreadsheet, 3-Z
shows or hides the formulas behind values.
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adding a printer 433-443
adding files to the desktop
from another disk 24
from current disk 21
from scratch 27
from text file 27
address book: see glossary
annuity 348-352
arithmetic functions (spreadsheect) 341-343
arranging 223-228, 239, 260, 321-322
ASCH (te’x;gggles 27,421, 475479
see printing
auto-recalc (data base) 181
auto-save 419

backup bit 421
backups 421 :
Bird’s Better Bye 8
boldface 67
bottom margin 68

capacities 483-484
case-sensitive 47,49
categories 128
category rules 147-151
cell protection 309, 316, 319
centering 57, 65
checking spelling 87

see also spelling checker
clipboard 15, 16, 51-52, 205-208, 295-297, 398
clock 418-419
column width 307, 309, 316, 319
common tasks 5
comparing disks 393-394
copying and moving 51-52, 205-209, 292-301
copying disks 389-390
copying files 381-384
copying subdirectories 387, 396
creating subdirectories 386
current disk 372
cursor blink rate 417
cursor position 421
cursor shape 417
custom dictionary 97-100
custom printers 433-443
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2] data base
adding new records 421
arranging 223-228, 239, 260
auto-recalc 181
category names 133-134, 194-195
category rules 147-151
date and time 133
deleting data
entering data 137-140, 200-204
exporting 166-168
finding records 214-218
formatting 178-180
formulas 169-177
glossary 158-161
importing 162-165
inserting records 138
label reports 251-262
lock 181
lookup lists 182-184
masks 155-157
moving and copying 205-209
moving around 141
numbers only 154
preferences 188-190
printing 244-248, 267-269
records and categories 128
selecting records 219-222, 240
setting up 131
single and multiple record layouts 128, 137, 196-198
standard values 143-144
table reports 231-240
textonly 152-153
titles 199
totals and subtotals 241-243
word processor window 185-187
data disk 422-423
date 6,133, 173-174, 357, 407
date functions (data base) 173-174
date math 173-174, 357
date/time options 407
default formatting 58
deleting files 379-380
deleting subdirectories 387
DeskJet 433-437
Desktop 5,15
adding file
see adding files
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Desktop Index 23, 28
overview 28
removing files 34
renaming files 30
saving files 31
switching Desktops 15, 23, 28

dictionary 87, 97

DIF files 475-479

directory 25

disk 25,372

disk activities 388-397

ditto 140 -

dot commands 413

drive 372-376, 421

drive list 24, 25-26, 375-376

editing the Clipboard 16, 398
ejecting disks 22
enhancements 453

erasing disks 391

export rules 166-168
exporting files 475-479

file activities 377
file list 22-23, 378
financial functions (spreadsheet) 346-352
finding text 47, 49, 214-218, 279-282, 358
fonts 74, 77
see also proportional fonts
footers 70
forced page breaks 72
form letters
see mail merge
formatting (data base) 178-180
formatting (word processor) 57
defaults 58
formatting disks 391
formula rules (data base) 169-171
reference 172-177
formulas (spreadsheet) 286-287
reference 360-365
full justify 65
functions (data base) 172-177
functions (spreadsheet) 329-365
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] glossary (word processor) 116
defining 117
deleting 121
naming 121
template 119
using 122
glossary rules (data base) 158-161
group totals 243

&4 hanging indents 69
headers 70
help 10
Hewlett-Packard 433

] import rules 162-165
importing files 475-479
indents 69
InitManager 410-411, 413
Inits 453, 462-465
installing a printer 428-431
integration 5
see also clipboard and relational features
interest rate 346-348
interface card codes 442-443

J  Juliandates 173-174, 357
justification 57
justify 65

L label formats 307, 309, 316, 319
left justify 65
left margin 68
limits 483-484
list order 22
list order 378
listing files 378
locked categories 181
locking files 379-380
locking cells ;
see protection
logical functions (data base) 176
logical functions (spreadsheet) 353-355
lookup lists 182-184
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macros 412-413, 453, 466-472
mail merge 106
printing 113
selecting the data base 108
suppressing blank lines 111
tips 115 :
writing the merge document 110
main dictionary 97
main menu 7-8, 19-20
margins 68
marker
finding 47
setting 76,77
mask rules 155-157
memory 403-404
merge
see mail nerge
miscellaneous functions (spreadsheet) 358-359
miscellaneous settings 420-422
mouse 415-416
moving and copying 51-52, 205-209, 292-301
moving files 381-384
multiple record layout 128, 196-197

net present value 346-348

numbering pages 71

numbers only rules 154

numeric functions (data base) 175-176

options, printer
see printer options
options, spelling checker
see spelling checker
other activities 36, 371-398
outdents 69

Index
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page breaks 57,72

page numbers 71

patches 453 ;
pathname 372-376, 385, 422-423
pathname list 26,414

“point-and-shoot 26

preferences (data base) 188-190
see also standard settings

prefix 372-376, 385, 422-423

preloading 403-404

printer 427-449

printer codes 438-441

printer configuration 427-449

printer options 63, 74, 76, 244-245, 263-266, 330-332

alphabetical list 74-76

cenlering 65 o

fonts =g
see fonts

footers 70-71

function list 76-78

headers 70-71

indents and outdents 69

justification 65 ;

margins 68

page breaks 72

symbols 78

underlining and boldface 67

5 grinting 79, 82, 246-248, 267-269, 332-336
~ ProDOG directory 26

ProDOS quit screen 8
program selector 8
proportional fonts 60, 75, 77
protection 309, 316, 319

QuickPath 26,414 vk
QuickSwitch 29 ‘
quitting AppleWorks 8
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rate of return 346-348
recalculating (data base) 171
recalculating (spreadsheet) 311-314
record selection 219-222, 240, 261
records 128
relational features 106-122, 162-168, 182-184, 185, 287, 340
relative copy 299
removing a file 34
removing a printer 432
renaming files 30, 379-380
renaming disks 395
renaming subdirectories 387
replacing text 49
Return key 129, 421
right justify 65
right margin 68
rulers

see tabs

saving a file 31, 419
screen blanker 419
screen dump 431
search and replace
see finding text
selecting files 22-23
selection rules 219-222, 240, 261
setting tab stops 60
single record layout 128, 137, 197-198
SmartSave 33
sorted categories 217,
sortin% 223-228, 239, 260
special functions (data base) 177
spelling checker 87
dictionaries 97-100
method 92
options 91, 405-406
summary 94-95
split screen
see windows
spreadsheet 275-277
arranging 321-322
cell formatting 315-320
displaying formulas 290
entering data 284-288
finding and replacing 279
formulas 339-355
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inserting and deleting 288-290
moving and copying 292-301
moving around 278
printer options 330-332
printing 332-336
recalculation 311-314
standard values 306-310
titles 324-325
windows 326-328
spreadsheet rows 420
standard data disk 24, 422-423
standard settings 401-423
standard values 143-144, 306-310
starting AppleWorks 6
sticky space 44
string functions (spreadsheet) 356
subdirectories 22, 385-387
subtotals 243
switching desktops 15, 23, 28

tabs
backward tabbing 62
clearing 60
effects 59
rulers 59-60
setting 60
space tabs 62
tab stops 57,59
types 61
using 62
text (ASCII) files 27, 421, 475-479
text functions (data base) 174-175
text only rules 152-153
time 407, 418-419
time categories 133
time-based options 418-419
TimeOut 408-409, 413, 453, 454-457
TimeOut applications 456-457
TimeOut Utilities 458-461
titles 199, 324-325
top margin 68
totals 242
trigonometric functions (spreadsheet) 344-346
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) UltraMacros see macros
underline 67
unlocking files 379-380
unlocking cells

see protection
updating formats (data base) 180

v value formats 307, 308, 316, 318
verifying disks 392

W whole word 47,49

width see column width and margins
windows 54, 185, 187, 326-328
see also titles
word processor 41-42
changing existing text 45
deleting text 44
finding 47
glossary
see glossary (word processor)
inserting text 44
keeping words together 44
mail merge
see mail merge
marking the end of a paragraph 44
moving and copying 51-52
working with a file 28
worksheet
see spreadsheet

z zoom 60, 128, 290
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