


Limited warranty and disclaimers

A. Limited Warranty on Media, Claris
warrants the disks on which the Software is
recorded to be free from defects in materials
and faulty workmanship under normal use
for a petiod of ninety (90} days from the
date of delivery as evidenced by a copy of
the sales receipr. Claris will, at its option,
replace or refund the purchase price of the
diskette at no charge to you, provided you
rerurn the faulty diskette with the sales
receipt ta Claris or an authorized Claris
Bealer. Claris shall have no responsibility to
reptace or refund the purchase price of a
diskette damaged by accident, abuse, or
misapplication. ANY IMPLIED WARRAN-
TIES ON THE DISKS, INCLUDING
IMPLIED WARRANTIES OF MER-
CHANTABILITY AND FITNESS FOR A
PARTICULAR PURPOSE, ARE LIMITED
IN DURATION TO 90 DAYS FROM THE
DATE OF DELIVERY.

B. Disclaimer of Warranty on Software.
THE SOFTWARE 1S PROVIDED “AS 15"
WITHOUT WARRANTY OF ANY
KIND, AND CEARIS EXPRESSLY
DISCLAIMS ALL IMPLIED WARRAN.-
TIES, INCLUDING BUT NOT LIMITED
TO THE IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS
FOR A PARTICULAR PURPOSE.
CLARIS DOES NOT WARRANT,
GUARANTEE, OR MAKE ANY REPRE-
SENTATIONS REGARDING THE USE
OR THE RESULTS OF THE USE OF THE
SOFTWARE OR ANY ACCOMPANY-
ING WRITTEN MATERIALS IN TERMS
OF THEIR CORRECTNESS, ACCU-
RACY, RELIABILITY, CURRENTNESS,
OR OTHERWISE, THE ENTIRE RISK AS
T THE RESULTS AND PERFORM-
ANCE OF THE SOFTWARE AND
WRITTEN MATERIALS 1S ASSUMED
BY YOU. CLARIS DOES NOT WAR-
RANT THAT THE SOFTWARE WILL
WORK CORRECTLY IN YCUR MULTI-
USER OR NETWORK ENVIRONMENT.
IF THE SOFTWARE IS DEFECTIVE,
YOU, AND NOT CLARIS OR ITS
DEALERS, DISTRIBUTORS, AGENTS,
OR EMPLOYEES, ASSUME THE ENTIRE
COST OF ALL NECESSARY SERVIC.
ING, REPAIR, OR CORRECTION. SOME
STATES DO NOT ALLOW THE
EXCLUSION OF IMPLIED WARRAN-
TIES, SO THE ABOVE EXCLUSION
MAY NOT APPLY TO YOU.

C. Complete Statement of Warranty. THE
LIMITED WARRANTIES PROVIDED IN
PARAGRAPHS A AND B ABOVE ARE
THE ONLY WARRANTIES OF ANY
KIND THAT ARE MADE BY CLARIS
ON THIS CLARIS PRODUCT. NO
ORAL OR WRITTEN INFORMATION
OR ADVICE GIVEN BY CLARIS, ITS
DEALERS, DISTRIBUTORS, AGENTS,
OR EMPLOYEES SHALL CREATE A
WARRANTY CR IN ANY WAY
INCREASE THE SCOPE OF THIS
WARRANTY, AND YOU MAY NOT
RELY ON ANY SUCH INFORMATION
CR ADVICE. THIS WARRANTY GIVES
YOU SPECIFIC LEGAL RIGHTS. YOU
MAY HAVE OTHER RIGHTS, WHICH
VARY FROM STATE TO STATE.

D. Limitation of Liability. IN NO EVENT
WILL CLARIS, OR ITS DEVELOPERS,
DIRECTORS, OFFICERS, EMPLOYEES,
OR AFFILIATES BE LIABLE TO YOU
FOR ANY CONSEQUENTIAL, INCI-
DENTAL, OR INDIRECT DAMAGES
(INCLUDING DAMAGES FOR LOSS OF
BUSINESS PROFITS, BUSINESS
INTERRUPTION, LOSS OF BUSINESS
INFORMATION, AND THE LIKE) ARIS-
ING OUT OF THE USE OF OR INABIL-
ITY TO USE THE SOFTWARE CR AC-
COMPANYING WRITTEN MATERIALS
EVEN IF CLARIS OR AN AUTHORIZED
CLARIS REPRESENTATIVE HAS BEEN
ADVISED OF THE POSSIBILITY OF
SUCH DAMAGES.

BECAUSE SOME STATES DO NOT
ALLOW THE EXCLUSION OR LIMITA-
TION OF LIABILITY FOR CONSEQUEN-
TIAL OR INCIDENTAL DAMAGES,
THE ABOVE LIMITATIONS MAY NOT
APPLY TO YOU. Claris’ liability o you for
actual damages for any cause whatsoever,
and regardless of the form of the action, will
be limited to the greater of $500 or the
morney paid for the Software that caused the
damages.

U.5. Government Restricted Provisions,

If this Software is acquired by or on behalf of

a unit or agency of the United States Gov-
ernment this provision applies. This
Software:

(a) Was developed at private expense, and
no part of it was developed with government
funds,

(b} Is a trade secret of Claris for all purposes
of the Freedom of Information Act,

{c) Is “commercial computer software”
subject to limited utilization as provided in
the contract between the vendor and the
governmental entity, and

{(d) In all respects is proprietary data
belonging solely to Clarls.

For units of the Department of Defense
(DODY}, this Software is sold only with
“Restricted Rights" as that term is defined in
the DOD Supplement to the Federal
Acquisition Regulations, 52.227-7013 (b}
(3) (i) and:

Use, duplication or disclosute is subject to
restrictions asset forth In subdivision {b) {3) (i}
of the Rightsin Technical Dataand Computer
Software clause at 52.227-7013. Manufac-
turer: Clatis Corporation, 440 Clyde Ave.,
Mountain View, California 94043,

If this Scftware was acquited under a GSA
Schedule the U.S, Government has agreed
to refrain from changing or temoving any
insignia or lettering from the Software or the
accompanying written materials that are
provided ot from producing copies of
manuals or disks (except one copy for
backup purposes} and:

{e) Title to and ownership of this Software
and documentation and any reproductions
thereof shall remain with Claris,

(f) Use of this Software and documentation
shall be limited to the facility for which it is
acquired, and

(g) It use of the Software is discontinued to
the installation specified in the purchase/
delivery order and the U.S. Government
desires to use it at another location, it may
do so by giving prior written notice to Claris,
specifying the type of computer and new
location site. U.S. Governmental personnel
using this Software, other than under a
POD contract or GSA Schedule, are hereby
on notice that use of this Software is subject
to restrictions which are the same as or
similar to those specified above.
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About this Manual

This manual provides step-by-step instructions on carrying out basic
tasks with each of the six different applications included in your new
AppleWorks® GS software package. Refer to this manual when you
want a quick summary on how to perform a procedure—creating a new
document, for example—using AppleWorks GS.

When you want an in-depth discussion of the commands and concepts
in AppleWorks G5, consult the AppleWorks GS Reference. The Apple-
Works GS Reference contains thorough explanarions of each Apple-
Works GS command and includes advanced technical information not
covered in this manual,

This manual is divided into eight chapters:

Chapter 1, “AppleWorks GS,” provides information on the proce-
dures common to all six AppleWorks GS applications. This includes
procedures for creating and saving documents, for printing, for
editing, and for working with windows.

Chapter 2, "Word Processing,” contains descriptions of procedures
in the word processing application such as editing text and working
with word processing documents. The chapter includes information
on the mail merge features of AppleWorks GS.

Chapter 3, “Database,” provides information on procedures for using
the database application to enter and report on database informa-
tion.

Chapter 4, “Spreadsheet,” explains the basic procedures for using
the spreadsheet application, including the creation of charts hased

on spreadsheet information.

Chapter 5, “Graphics,” describes the procedures for using the
graphics application tools and commands to create graphics.

Chapter 6, “Page Layout,” contains information on the procedures

Xvii



About thi_s Manual

Xviii

itt the page layour application to create documents combining text
and graphics.

B Chapter 7, “Communications,” explains the procedures in the
communications application for using your computer to send and
receive information.

B Chapter 8, “Integration in AppleWorks GS,” details the procedures
for sharing information between different AppleWorks GS applica-
tions. This chapter also includes a discussion of using AppleWorks
(GS with files created by other programs.

Throughout this manual, any term that may need further explanation
appears in italics the first time that it’s used. This indicates that more
information about the term can be found in the Glossary, which follows
chapter 8.
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Alout This Chapter

AppleWorks GS

With AppleWorks GS you get six powerful applications—word process-
ing, database, spreadsheet, graphics, page layout, and communications—
in a single software package.

Although the six applications were designed to perform different types of
tasks, many commands and features are the same throughout Apple-
Works GS. This means you can perform many basic operations the same
way no matter what application you're using.

In this chapter you'll have a chance to learn about the common com-
mands and features shared by all AppleWorks GS applications:

B Using AppleWorks GS to open, save, or print documents
B Selecting, copying, and moving information
@ Using windows in an AppleWorks GS application

AbpleWorks GS 3



AppleWorks GS Querview
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chapter.
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When you open a document, AppleWorks GS
displays the document in a window. A window is
where you work on a document—review it, make
changes, or enter new information.

See “Selecting,” “Using the Clipboard,” “Undoing,” and
“Working with Windows” in this chapter.




All windows have an area to display the contents of
the document. At the top of the windows is a menu
bar that allows you to choose different commands, In
some applications, windows also display tools you
can use to work on a document.

See “Working with Windows” in this chapter.
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AppleWorks GS Overview
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The printing commands make it possible to produce
a printed copy of your document at any time.

See “Printing” in this chapter.

6 Chapter 1

You can open and display more than
one window at a time on the Apple-
Works GS desktop. Information can
be easily copied from one window to
another by simply pressing the
Control key and dragging the
information across window bounda-
ries.

See “Working with Multiple Windows"”
in this chapter.
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Using AppleWorks GS

Starting AppleWorks GS

Before you begin using AppleWorks GS, check to see if you have:

Sent in your registration card

Made backup copies of your AppleWorks GS disks and stored the
atiginal disks in a safe location

Prepared initialized disks for storing documents

Checked on any special instatlation procedures that might apply to
your computer system (see appendix A, “Special Installation Informa-

tion” in AppleWorks GS Reference)

Are you experienced? If terms like “double-clicking” and “icons” are
new to you, you need to refer to the owner's guide that came wich your
Apple HGS. You'll also probably want to put this manual down for
now and review the information in Getting Started with AppleWorks
GS, where procedures like starting up AppleWorks GS and making
backup copies are described in step-by-step detail.

To Start AppleWorks GS

1.

Insert a copy of your AppleWorks GS system disk into drive one, and a
copy of your AppleWorks GS program disk into drive two.

If you are using a single-drive system, refer to the instructions in Gerting

Started with AppleWorks GS.
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2. Turn on your Apple lles and monitor.

The Finder desktop appears with the AppleWorks GS icon visible:

w File Edit View Speeial Color
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3. Double-click the AppteWorks GS icon,
A dialog box appears:

Open which file .
") :"-"; &, )

wiEy Y e
/Rugs.Progran/
FlBudget:d

<% Droma.Program
% Exchange.Rates
2 Gradebook

LA Hewrsl et ter

From this dialog box you can open any AppleWorks GS application or
document.
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Using AppleWorks GS

Opening

Opening an AppleWorks GS document means reading an existing
document from the disk and displaying it in an application window.
Opening can also refer to displaying an empty application window in
order to create a new document.

You can have up to 14 different AppleWorks GS dacuments open at
once, depending on the amount of internal memory your computer has.

To Open an Existing Document
1. Choose Open from the File menu, or press G3-0.

A dialog box appears with a list of documents for all AppleWaorks GS
applications on the current disk or path:

Click to display the documents Indicates that documents for al] Apple-
on a different disk \ Works GS applications are displayed

@ file Edit Mindow
B R B

Click application icon to select types
of documents to display in the list box

Name of current disk and folder

List of available decuments in
current disk or folder

Folder containing documents

10

ﬂpenwhmh file...

Dimmed options are not available Click to cancel operation

2. Click the application icon far the type of document you wish to open.

The names of the documents for the application appear in the list box.

b
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3. It the document you wish to open is not displayed in the list, you can
do one of the following:

[ Scroll the list of document names.
0 Open the folder that contains the document by double-clicking.
0 Click Disk to see the documents on another drive.

4. When the name of the document is displayed, double-click the name
to open the document.

AppleWorks GS opens that document.

To Open a New Document

1. Choose New from the File menu, or press (3-N.

A dialog box appears:

Double-click to choose type
of document to open

2. Double-click the application icon for the type of document you wish te
create.

AppleWorks (3S opens an untitled document for that application.
New document names: A newly-created document doesn't have a
name until you save it for the first time. As a temparary measure,

AppleWorks GS names all new documents Untitled, followed by a
number indicating the order in which you created the document.

AppleWorks GS 1



Using AppleWorks GS

Saving

12

Saving a document means storing a copy of the document on a disk in
otder to preserve the changes you've made. You should save your docu-
ments frequently as you work on them. Thar way you always have a copy
of the most recent version of a document on disk.

A good rule of thumb: Save your document every time you make an
important change to its contents, or every time you open another
application or document.

The File menu includes two commands for saving documents:

B Save stores the changes in a document, replacing the version of the
document currently on the disk.

B Save As saves the document under a new name, allowing you to
preserve earlier copies of the document. You can also use Save As to
place a copy of the document in a different folder, or on a different

disk.

Different file fermats: You can use the Save As command to store a
document with a different file format. For example, you can store any
woard processing document as a text-only {ASCII) file, For more
information about the different file formats available in each applica-
tion, see “Save As” in chapter 1 of AppleWorks GS Refevence.

To Save a Document
& Choose Save from the File menu, or press (3-8,

AppleWoarks GS saves a copy of the document on the current disk or in
the current folder. A dialog box appears confirming that the document is
being saved:

Saving Letter {UP),

Saving the tirst time: If you're saving the document for the first time,
the Save As dialog box appears, allowing you to name the document.
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List of documents in current disk
or folder

To Save Under a New Name

1. Choose Save As from the File menu.

A dialog box appears:

/ wgs.Program/

£ Subsoribar List
£ Terraplone

90 free of 800 K. ( Disk )
%ﬁ Grudebool 13 (Hew Folder )-

( Close }-

Save...

(_Seve )

Type new document name here

Yau Click to change disks

Click to create new folder

-1+-Click to close an open folder

[ A R

Specify where to save the document:

To save on a different disk, click Disk.
To save in a different folder, open the folder by double-clicking it.

To save in a new folder, type the name of the folder in the entry box
and click New Folder.

3. Type the name for the document in the entry box, and press Return.

AppleWorks GS saves a copy of the document in the folder or on the

disk you specified.

If a name already exists: If you've entered the name of an existing
document, a dialog box appears asking you to confirm that you want
to replace the existing document with the one you are saving.

Apple\Works GS
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Using AppleWorks GS

Printing

14

You can print any AppleWorks GS document (with the exception of a
communications document) using a wide variety of printer, page setup,
and printing options. With these options you can, for example, print out
a spreadsheet document sideways to show more information on a single
page:
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The AppleWorks GS applications all use the same set of commands
related to the printing of documents:

B Choose Printer allows you to specify the printer type and printer port
you're using with your Apple 11GS. Once you've entered this informa-
tion, you don't have to change it unless you begin using a different
printer or printer port.

B Page Serup allows you to specify the size and orientation of the printer
paper you're using. You can also use this command to specify special
effects for the printer.

# Princallows you to print the current document according to your
specifications.

What about Print Merge? The Print Merge command atlows you o
combine database information with a word processing document in
order to produce merged documents such as form letters. This com-
mand is only available in word processing and appears dimmed on the
menus of all other applications.
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To Choose a Printer
1. Ghoose the Choose Printer command from tha File menu.

A dialog box appears:

Choose Printer
Printer Type
Lnsmwnnm
mnaswnmm

Click to select printer type

Click to select printer port

Click if you're using AppleTalk O fppleTalk Direct Conneet-§3- Click if your printer is connected
- T — directly to your computer

Typa your user name if you're
using AppleTalk

2. Click the names of the printer type and port you're using.

You can also indicate if you're using AppleTalk and, if you are, what your
user name is.

3. Click OK, or press Return, to store the information.
More ahout printer types and ports: For mote information about

printer types and ports, refer to the owner'’s guide that came with your
Apple I1Gs.
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Using AppleWorks GS

To Define the Page Setup
1. Choose Page Setup from the File menu.

Depending on the printer type you selected using the Choose Printer
command, a version of the Page Setup dialog box appears. For example, if
you're using an ImageWriter (the default printer type), you see the
following dialog box:

IHAGEWRITER/PRINTER
Click to choose a paper size; Paper: (&) US Letter
US Letter—8 2 x 11 in. OIS Legal
US Legal—8'/2x Min._ COAY Letter
Ad Letter—8 /s x 11 *fsin. O International Fonfold
International Fanfold—8 /s x 12 in. Vertical Sizing: Printer Effects:
ertical Sizing: Frinter tifects: . /[ Prints at 50% reduction of
(O Hormal [C150% Reduction original size
Prints using condensed style @ Condensed [CIHo Gaps Between Prints centinuously fi.e.,
Orientation: Pages without skipping over page
. . ; _ 2 breaks)
Prints vertically
Prints sideways )=

2. Click the appropriate seftings.

3. Click OK, or press Return, to store the page setup.

More about Page Setup: For more information about page setup using
other types of printers, see “Page Setup” in chapter 1 of AppleWorks
GS Reference.
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To Print a Document

1. Choose Print from the Fite menu, or press G-P.

Depending on the printer type you selected using the Choose Printer
command, a version of the Print dialog box appears. For example, if you
are using an ImageWriter {the default printer type), you see the following

dialog box:

IHAGEWRITER/PRINTER

Highest quality, slowest speed

Use for printing color graphics

Quality: O Better Text

@ Better Color

Prints text only, fastest speed

) broft

Page range:

Prints all pages

Prints specified range of pages only

@1l

O From: m To: !....__I

Number of copies to print

Copies: m__l

Feeds paper continuously

Paper Feed: @ Rutomatic ) Hanual

Prints in color on an ImageWriter Il
with a color ribbon

Ceolor

2. Click the appropriate settings.

3. Click OK, or press Return, to begin printing.

Enter starting page
of range here

Enter last page of range here

Stops after each page

More about printing: For more information about printing using other
types of printers, see “Print” in chapter 1 of AppleWorks GS Reference.

AppleWorks GS
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Using AppleWorks GS

Working with Files

List of available files on current disk
or folder

With AppleWorks GS you can import information into an open docu-
ment from an external document or file with the Import File command.
This command is the equivalent of pasting information into a document
and can produce a number of possible results depending on the applica-
tion and the type of file you are importing. (For more information about
pasting, see “Using the Clipboard,” in this chapter.)

More ahout Import File: For a complete description of how the Import
File command works in each application, see chapter 8 in this manual
and “Import File” in chapter 1 of AppleWorks GS Reference.

The AppleWorks GS Delete File command allows you to delete any file
from a disk without quitting AppleWorks GS.

To Import a File
1. Choose Impart Fife from the File menu,

A dialog box appears:

Import which file ...
. /ﬂwss Flles/

Double-click folder to see
additional fites

ik Click to list
D Exchunge Rates files on a
[ Letter.To.5ue different disk
2 Hews.Grophics
[ Terraplane
2 Work Files

ﬁ- ( Concel )

2. lithe name of the file is not listed, you can do any of the following:

O Scroll the list of file names.
{1 Open the folder that contains the file by double-clicking.
1 Click Disk to see the files on another drive.

3. Double-click the name of the file you wish to import,
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List of available fifes on current disk
or folder

Double-click folder to see

To Delete a File

1. Choose Delete File from the File menu.

A dialog box appears:

Open the file to delete ...
B /Rwgs Files/

T Exchange.Rotes
[ Finder.Dota

) Hews.Graphics

additional files

3 Hewsletter
| [ Quantum.Soles

( Concel )

Click to list files
on a different
disk

2. If the name of the file is not listed, you can do any of the following:

0 Scroll the list of file names.

O Open the folder that contains the file by double-clicking.
1 Click Disk to see the files on another drive.

3. Double-click the name of the file you wish to delete.

A dialog box appears asking you to cenfirm your choice before pro-

ceeding with the deletion.

AppleWorks GS
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Using AppleWorks GS

Closing Closing a document means closing the document window and removing
it from the AppleWorks GS desktop. If yow're closing a document with
unsaved changes, AppleWorks GS gives you the opportunity to save the
document before closing.

To Close a Document

@ Choose Close from the File menu, or press (3-K.
or

B Click the close box on the titie bar of the window.

File Edit Options MArrange Text foat Size Style Lolor Window

The.Hap (HF)
Yiran |k the mapd
Flose box ammmlﬂﬁﬁmm = AR NAA M Bt Iz."lﬂ:,fl.eut?e!;.(r[:)l
; brightenoughonlylo gt At
o ] bebweenisas R omined g | 3 - .
Oply the active window Amougmm—@'“ 3 Pﬂﬂn‘: C(}ast Cﬁer C]g]ﬁ
will be closed fesor Andthenmy beatf 3 1-—: s

20 Chaprer |




Quitting AppleWorks GS

Click or press Return to

Quitting means leaving AppleWorks GS and returning to the Finder
desktop. If you have open documents when you choose to quit, Apple-
Works GS gives you the opportunity to save any changes before quirting.
To Quit AppteWorks GS

@ Choose Quit from the File menu, or press (3-Q.

If you have open documents with unsaved changes, a dialog box appears:

Save Civie.Activity (WP) before closing?

save changes before
quitting AppleWorks GS
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Editing with AppleWorks GS

Selecting

Selecting means using the mouse or keyboard to specify a section of a
document that is to receive the next action.

When a part of a document is selected, AppleWorks GS changes the
way the selected information is displayed in order to set it off from the
rest of the document. For example, when text in a word processing
document is selected, the text is highlighted by appearing as white text
on a black background. Highlighting is also used to indicate data that’s
been selected in a database or spreadsheet document,

When an object is selected in a graphics or page layout document, small
black squares or handles appear around the object:

& File Edit Rrrange Options Window
Selecting (6R)

Handles

Selected object

Handles

To Select Text

1. Paosition the insertion point at either the beginning or the end of the
text you want to select,
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Drag to select this text

file Idit Search Document Font Size Style Color Mindow

Bosebol | Heroes (HP) ‘
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Drag to select thase cells

YogiBern, e Varkee's geates o, payedon 4 pebnart s and 10

2. Drag in the direction of the text you want to selact.

To Select Data

1. Position the pointer on the item at the beginning or the ending of the
range of data you want to select,

2. Drag in the direction of the data you want to select.

& File Edit Formot Options Doto Window
N == fradehook (55) [=H
=fibbot, L
5 B [ ¢ 1T o [ € | ¢F | & r
i L |SRADEBROX FOR HS. GLEASON'S GEOGRAPHY CLASS--SFRING SEMESTER .
i
s i
g i b
2411¢
TIF
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Editing with AppleWorks GS

To Select an Object
1. Choose the selection arrow by clicking it.

2. Click anywhere inside the abject or along its horder.

@& File Edit Rrrange Options Windew

g L1
Lo
Qe
@ & n
271
ala]
Selected object A
210
][]
b o -
Selection arrow T 1)
NP
= B o 4 ’

To Deselect Text, Data, or Objects

@ Click anywhere in the window outside the selection.
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All selacted objects will be affected
by the next command er action

To Select Muitiple Objects

1. Choose the setection arrow by clicking it,

2. Select the first ohject by clicking inside the ohject or along its border.
3. Press the Shift key and click another object to select it.

4. Continue pressing the Shift key while selecting objects.

@ File fdit frrange

To Deselect a Single Object
@ Press the Shift key and click the object.

The object you click is deselected. Any other selected objects remain
selected.
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Editing with AppleWorks GS

Using the Clipboard

AppleWorks GS uses a holding area calted the Clipboard to store selected
text, data, or objects that you want to move or copy. Each time you
choose the Cut, Copy, or Paste commands in AppleWorks GS, you're
using the Clipboard.

iy a . e
il ' i
ewey  Barth Tones Nursery * Spring Catalog
SiF) = - . .
_Q;E ] U3 . . ":.'
reanmrst et AT i, i
e a7 103
Ol
.‘\gﬁ e —— I —
= Eerti Tones Nursery ofTers o variety of hydeid cilrus-ruit re
== bear in sbundance uader semi-repical skies. Characlerized by lo]
[ — evergreen leaves and cluslers of eae-inch cresmy while flowers

The names of the Clipboard-based commands describe what they do:

# The Cut command removes selected information from the current
document and places it on the Clipboard.

B The Copy command makes a copy of selected information and stores
it on the Clipboard, leaving the original information unchanged.

B The Paste command inserts the contents of the Clipboard into a
document.

Use the Clipboard to copy or move information within a document, or to
transfer information between different documents.

Clipboard contents: The Clipboard can only hold one selection at a

time; if you add new information to the Clipboard to be copied or
moved, the previous contents are replaced.
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This text will be copiad to the
Clipboard

To Copy Information

1. Select the information (text, data, or graphics).

2. Choose Copy from the Edit menu, or press (3-C,

l“.i.i-'.I.|.k'§l.|-h|-|.ld.lgl.l.l.l.l.ld.

I?hl.l.kl.)-l.l i )
]

Clear -
Copy Ruler &f

| E— Paste Ruler 4]
Select A1l aR
Select Porcaraph av
$elect Sentence

Select Herge Document..,
dd ¥erge Field..,

s viell organized civic organizalions bringing
811 lypes of peaple together, ard sssigning them certain duties within the
comenunity. For example, if & community has & fundraiser that needs & large

-

3. Indicate where you want a copy of the information to appear.

For example, if you're copying text in a word processing document, select
the insertion point at the location where you want to place the copied
text.

4. Choose Paste from the Edit Manu or press (3-V.

Where will it be pasted? Where AppleWorks GS pastes information
from the Clipboard depends on the type of information being pasted
and the type of document in use. For example, in word processing
documents the information is pasted at the insertion point; in a
graphics document the information is pasted in the center of the
window. For information about the Paste command, see “Paste” in
chapter 1 of AppleWorks GS Reference.
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Editing with AppleWorks GS

This text will be placed on the
Clipboard and deleted trom its
present location

28

To Move Information
1. Select the information {text, data, or graphics).

2. Choose Cut from the Edit menu, or press G-X.

Search _Document

BeActivity GiP
_ll.li.l.hI.I.i.Fl.st.l.l.l.l.!.l.lﬁl.t.l

Copy Ruler
Paste Ruler
Select Alll
Select Paragreph
Select Sentence
elect Herge Jocument...
fAdd Herge Field...

ywell organtzed civie organizaticas bringing
8 types of people together, snd sssigning them certain duties within the
community. For exemple, if & community has & fundraiser (kat needs a large

3. Indicate where you want the infarmation to appear.

For example, if you're moving text in a word processing document, select
the insertion point at the location where you want to place the rext.

4. Choose Paste from the Edit Menu, or press (3-V,
Pasting more than once: You can paste the same information as many

times as you want; the information remains on the Cliphoard until you
make another cur or copy.
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Undoing

indicates type of action to be
undone

The Undo command atlows you to reverse the most recent action or
command. This is particularly useful in cases where you've deleted
information in a document accidentally.

Depending on the AppleWorks GS application, Undo may be capable of
undoing a wide range of actions {as in graphics), or limited to undoing
basic operations such as a deletion {as in word processing).

Paste Ruler
| Select All

| Select Paragraph
Select Sentence  wiell organized civic organizations bringing

gl tf Select Herse Dooument... daning thory corlain duts within the
fdd Herse Field...
o 2 ity has 8 fundraiser that needs & lsrge
fursber of volunteers the host corarmiltee will usually sk the group to
parlicipsle, thereby having enounh margower to slage on evenl. This is especially

All AppleWorks GS applications (other than Communications, which
does not have an Undo command) also provide 2 Redo command, thus
allowing you to reverse the effects of the Undo command.

Maore ahout Undo: For more information about the capabilities of the
Undo command in each of the AppleWorks GS applications, see
“Undo” in chapter 1 of AppleWorks GS Reference.

To Undo an Accidental Deletion

8 Choose Undo from the Edit Menu, or press (3-Z, immediately after the
deletion.

If you delete information using the Cut command, simply paste the
information back before placing anything else on the Clipboard.
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Using Windows in AppleWorks GS

Working with Windows

A window is an area on the desktop that displays the information
contained in a2 document,

Title bar Zoom box

Close box

Scroll box

.hi.l.Lli.|n.t.l.i.l.[2!.].l.|.t.!.l.|.3r.l.l.|.|.l.i.ll.t.l.l.].l.l.;.]?l.i.l.’.l.i.l.l@l.i.l.'.l.!.l.l?l.l.i. .I.l.l.l 1

B 858 v BEIEE O]

Scroli bar

Scroll arrow

Size box

Each AppleWorks GS window has a title bar and close box. A window
may have a zoom box, size box, scroll bar, scroll box, and scroll arrows as
well. You can arrange the window on your desktop by moving the
window or by using the size box to adjust the window’s size. To expand
the window to its maximum size, use the zoom box.

To view the windows of other open documents, choose the document
name from the Windows menu.

To show parts of the document not currently displayed in the window,
use the scroll bar and the scroli box, or the scroll arrows. Think of the
scroll box as representing the document window and the length of the
scroll bar as representing the entire document. As you move the scroll
box up or down, you're in effect “opening” a window to that part of the
document represented by the position of the scroll box in the scroll bar.
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To Change the Size of a Window

@ Drag the size hox vertically, horizontally, or diagonally.

|e& file Edit Search Document Font Size Style Color Window
eI (e ———1uH

b+
W

Civic Activilies
In today's saciety, there are many opportunities for pe
giike to participate in activities cenlered araund community
groups, scouls, and even carporate organizations re getling
wherever needed.
In some cilies thers are large, weHl orgenized civic ong

&

L
A4

C:

Size box

Zoom bhox

............. ———

To Restore a Window to Full Size

B Click the zoom hox.

@ file [4it Search Document Font Size Style Color Wi
D=——=——= (ivic.Rctivity {(UP) ;

111

Civic Activities

In today's society, there are many epportunities for pe
ttke Lo parlicipate in gctivities centered around community
graups, scouts, snd even corporale organizations are getting
wiherever needed.

g ¥
L]
Ll

Iy
'

)
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Using Windows in AppleWorks GS

Title bar

To Move a Window

@ Drag the window by the title bar to the new location,

(] File_ tdit  Search Document Font Size Stu}e Dolor Mindw

.Ciuw ﬂctwlw (HP)

Livic Activities
I tedays 5

atike Lo parlician

Civic Activities

In today's society, there are many opportunitias for peg
alike Lo parlicipste in activities centered sround community
groups, scouls, snd even corporale arganizations are getting
herever needed

HTeravsr feedsd,

groups, scauls, sag even Corparate organizations are GEITR &

I same £ilies Hheve are lavge, well arpsntaed clvic org

Insorne cilies there ars largs, well nrgamzed vic erglh

To Display Another Window

B Choose the window you wish to see from the Window menu.
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To Scroll One Line at a Time

B Click the scroil arrow at the top or hottom of the scroll bar,

To Scroll Up or Down Continuously
@ Position the pointer on the appropriate scroll arrow and hold down the
mouse button.

To Scroll Up or Down One Window

B Click inside the scroll bar above or below the scroll box,

@ File Edlt_Search Docuaent Font Size Style Color_Hindow_
= Fpouity.Letter (WP)
football team to boot?

Atany rate, thanks for your dedication and suppert. | can do anything to make

Click here to scroll down
one window

Click here to scroll up one window

Jour b easier, e know.
Happy New Yearl
Regards,

John Yaker
Administrative Principal

To Scroll Quickly

B Drag the scroll box to the place in the scroll bar that approximates the
location in your document you wish to display.

or

e Position the pointer in the scroll bar above or below the scroll box and
hold down the mouse button.
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Using Windows in AppleWorks GS

Working with Multiple
Windows

Highlighted fitle bar indicates ——-
that this window is active.

3

By using multiple windows, you can view the contents of more than one
document at a time. Depending on the amount of memory your Apple
HoS has, you can have as many as 14 windows on the AppleWorks GS
desktop at any one time.

Although you can have more than one window displayed at a time, you
can only enter or change information displayed in the active window.
Only one window can be active at a time. An active window always
appears in front of other windows, and its title bar is highlighted.

e file Idit Arronge Options Window

ery?
8 variety
lifornia g
ers of ond
arielies
Catsuma

lhtussu :

Working with multiple windows is more than a convenient way of
viewing documents. If you have more than one window on your desktop,
you can use a unique feature of AppleWorks GS that allows you to copy
information from one window to another without using the Clipboard-
based Copy command.
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To Make a Window Active

B Click anywhere within the window.

To Copy Information Between Windows
1. Make sure that both windows are displayed on the desktop.

2, Activate the window containing the information you wish to copy.

Cotnlog. 5380 (Pl)
T O R A P A T O A

Control-drag to place copy of
information in second window

A Ek
e A P = ]
wifiristold |y bslish D Elh

)

3. Select the information to copy.

4. Holding down the Control key, drag the copy of the information to the
other window.

The pointer changes to a lightning bolt when you begin to drag.

5. Release the mouse button to paste the information in the new window.

Copying within a window: You can also use the control-drag tech-
nique to copy and paste information within a single window.
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About This Chapter

Word Processing

Use word processing to write anything from a short memo to chapters in
your latest novel. Create a document, make changes, and save it on a disk
for future use. Or print it out whenever you want.

AppleWorks GS lets you use different type styles, fonts, or siees to get
your point across. Special features like automatic search and replace,
paragraph-based rulers, and a built-in spell checker and thesaurus make it
easy to produce polished documents. And for producing personalized
mailings, AppleWorks GS lets you merge information stored in a
database with copies of a word processing document,

In this chapter you'll learn how to use many of the features in the word
processing application:

E Enrering and ediring text
B Working with word processing documents
B Creating mail merge documents
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Word Processing Overview

[ File Ediv_Seareh Bocument Fort Size Stele Color Windm )
=== lafitie.baunty (NP) 135
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Word processing begins with using the
keyboard of your computer to enter rext.
Unlike typing with a typewriter, you only

. The cres and ] hecded eost at sunset, Intending to resch the
Louisiona eoost by first light of the naxt doy. Our seorch For Lafitte's
treasure along the seutheast Texos coastline hod proved disnppainting,
thouh 1 stil] believe thare is enough evidence to substantiate that
the pirate and his men did irdeed bury bauntyj

press Return when you want to start a new
paragraph, not at the end of every line,

See “Entering Text” in this chapter,

0)
O
C

Once you've entered your text, you can return
and make as many changes to the document as
you like. Use the Clipboard to cut, copy, and
paste text in different places in a document or
between documents,

See “Using the Cliphoard” in chapter |; “Moving
the Insertion Point,” “Selecting,” “Inserting,”
“Replacing,” and “Deleting” in this chapter.
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To define margins, set up tab
stops, or specify the alignment
and spacing of your text, use
the ruler at the top of the
window. AppleWorks GS word
processing uses paragraph-based
rulers—all the text in a para-
graph is controlted by a single
ruler.

Bold. Italics. Underdining, Outlining. ¢ scripts.

swseripts. Different type sizes. Different type
fonts. You can change the appearance of text in a
document and see on the screen exactly how it will
print out.

See “Changing the Appearance of Text” in this chapter,
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The ered and | headed east ot sunset, intending to 7each the
Louisiona coost by first 1okt of the next do. Qur szarch for Lofitte’s
treasure along the southeast Texas ooestline had proved disoppointing,
though I stitl believe Yhers is encugh evidence to substontiate that
the pirate and his men did {ndeed bury bounty somewhere In the narches,
where the Hechas River meets the Gulf of Hexigo.

We neaded more foghs, however, before we could continue ur
seorch. Though e kaew From ur resegrch thot Laflste end his men hod
everpouared o Spanksh vessel neor the Forvy Kile Lisht we neaded mare
iafarmotion concerning where the pirate ship had moored that evening.
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Word Processing Overview
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Special word processing features like find and replace allow you
to make global changes in your text.

See “Finding and Replacing” in this chapter.

For final proofing, use the built-in spell checker e ittty ()

T 12 < I M A8
or thesaurus.

averpoiered. verb post/past perticiple of everpeer: to
avercoae or gain deainion over by foree of orms

See "“Spell Checking” and “Finding Synonyms” in
this chapter.

Synonyas: p{conquered

bore down/borne down
beat down/beaten down

Cangel £ FReploce Y (et Feoning)

[T LTShY, 9e Aeeded Wore 1ATOrmation
hm hed maored thet evering.
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When you have finished editing

the document, you're ready to
send it to the printer.

See “Printing” in chapter 1.
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Use the merge commands to
combine information stored in

TaTed
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an AppleWorks GS database
with a word processing
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Riged your gyt ar oF Fepmne ind bee

document in order to produce
customized form letters.

See “Selecting a Database,”
“Adding Merge Fields,” and
“Printing @ Merged Document”
in this chapter,
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Editing Text

Starting Word Processing  You can start the word processing application by either starting a new
word processing document or by opening an existing document.

To Open a New Document
1. Choose New from the File menu, or press (3-N.

A dialog box appears:

Select type of new file...

Double-click the word processing
icon to open a new document

2. Double-click the word processing icon to open the application.

AppleWorks GS opens an untitled word processing document.
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Margin markers

To Open an Existing Word Processing Document
1. Choose Open from the File menu, or press (-0,

A diatog box appears with a list of available documents:

Open which file ... A11 fppleWorks G5 Files

7

/Mise.filas./

T Gomes.At.Sen
4 Client.Humbers
G Hews latter

4 King.Henry

% Jik Remembered
(& Gomes.0n.Board
FShapes

3 Paris.Profile

To display only the available word processing documents, click the word
pracessing icon at the top of the box.

2. Choose the document to open by double-clicking it.

AppleWorks GS opens that document:

The ruler area displays information
about the {ormat of each paragraph

Tab marker

N
Nlﬁ file Edit Seorch ODocument Font Size Style Color Window

iDW King.Henru (HP),—%&—:@EE
".T‘k.l].'l.I.i.i.|.|.t.l.z|.I.l.F.;.I.|.l$r.i.|.|.|.i.|.lyl.l.i.l.l.t.klﬁu.L(.1.l.l.;,iﬁn.l.t.!.l,l.hi?l.\{il ta |3 1

Eaeaae vy B3 i
Henry VI]I}M{ Personified

Text area

Heniry VI, one of Britain's most memorshie monarchs, ruled Englsnd with o
impulsiveness that would have wen him harsh reprirmand fram his pragmatic

(9ther, Herry VI Apparently, this was an eerly case where 6 father's
slrictly-supervised lraining of & strang-willed of fsgring hed fittle effect. And, it
wasn'l because the alder Henry had nel provided his son with & adequste parental
el model.

Uniike his son, the frugel peace-laving Henry Vil left his lend peaceful,
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Editing Text

Entering Text

New text inserted here

To enter text in a word processing document, you type text using the
character keys on your keyboard. These character keys include:

# Letters

# Numbers

# Puncruation

B Special keys such as the Return key, the Tab key, or the Space bar

When you type text, the characters appear at the insertion point (a cursor
shaped like an l-beam):

Jfile Edit Search Document Font Size Style Color Hindow
H e e IO E———————————— 13}
.I.I.lij.'hl.ki.I.l.r.Lz.l.l.[.l.l.l.'.ahi-1.|.I.F.=.;I.il.|.k.!.I.l.s:l?hl.l.[-!n|¢I.lﬁl.l.l.i.].l.l.'?&.l.l. .|.|.|.§ﬂ 1

BEEE wawa BBEEIEE E
strictly-supervised training of a slrong-willed offspring had iittle effect. And, it
wiasn'L beceuse the elder Henry had not provided his son with an adequate parentat
frole model.

Unlike his son, the (rugat peace-Toving Henry V11 Jeft Ais reign content, having
spent & fifelime trying 4o unite opposing forces within the kingdom. In contrest,

nis suceessor made decisions That caused e{s:hism babween church and stale.

The insertion point controls where your text appears in the document.
You can position the insertion point so that you can add a word to the
middle of a sentence, or a sentence in the middle of a paragraph. With
the mouse, you place the I-beam shaped cursor at the desired place in the
document and click the mouse button. Positioning the insertion point
like chis is called selecting the insertion point.

As you enter text, you may want certain combinations of words always to
appear on the same line. For example, if you're writing a paper on English
history, you would never want a line break to occur between “Henry" and
*VIIL" To make sure certain words always appear together, use a sticky
space between the words in place of a regular space.
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A sticky spacs guarantees that
a line break never occurs
hetween these two words

To Enter Text

1. Select the insertion point where you want to enfer text.
2. Type the text.

To Enter a Sticky Space

1. Make sure the insertion point is selected where you want to enter the

sticky space.

2. Press (3 and the space har.

| file Edit Seorch Document Font Size Stule Color Windew

I
e G —————————1

.|.|.r.L.l.I.l:l.r.l.l.l.2|.[.i.I.|.}.:.!.3|.I.r.I.|.|.r.i‘.‘|.I.r.l.|.l.klgj.i.l.l.r.l.1.l@l.I.i.l.i.l.t.i.rl.hi.l.|.l.l.|.a 1

= = LLILelLL) =
ather Henrg il Apparentlg s wes 1 early case where & father's
strictly-supervised training of 4 stroag-willed of{spring hod HitEle effect, And, it
wesn'L bacsuse the elder Henry had not provided his son with an edequate parental
role model.

Unlike hig son, {he (rugal peace-loving Heary V11 Jeft Britain content, having
spent & lifetime trying o unite apposing forces wilkin the kingdom. In contrast,
his successor made decisions hat caused & serious schism hetvieen church end
state. Few historfans would cantest thal Englend's stormy ruler

—— Henry VIt placed his personal desires over the good of the country, én actian het

=) |

You can select or delete a sticky space just as you would a normal space.

Word Processing
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Editing Text

Moving the Insertion
Point

In AppleWorks GS you can move the insertion point in the document
using the mouse or the arrow keys—either alone or in combination with
the & or Option key. In addition, AppleWorks GS provides a number of
commands for moving the insertion point directly to a specific place in
the document.

To Move to the Top of the Document

B Choose Go To Beginning from the Search menu, or press (-1,

To Move to the Bottom of the Document

B Choose Go To End from the Search menu, or press (3-9,

To Move to a Specific Page
1. Choose Go To Page from the Search menu,

A dialog box appears:

Enter number for page
you want to go lo

bo topuge
)

2. Enter the page number.

3. Click OK, or press Return.
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To Move Using the Arrow Keys

B To move one line up, press the Up Arrow key.

B To move one line down, press the Down Arrow key.

2 To move ane character to the left, press the Left Arrow key.

B To move one character to the right, press the Right Arrow key.

To Move Using the &3 and Arrow Keys
® To move to the top of the window, press (3 and the Up Arrow key.

8 To move to the bottom of the window, press (3 and the Down Arrow
key.

B To move to the left margin, press 3 and the Left Arrow key.
B To move to the right margin, press G and the Right Arrow key.

To Move Using the Option and Arrow Keys
B To move one word to the left, press the Optlon and Left Arrow keys,

@ To move one ward to right, press the Option and Right Arrow keys.

To Move to a Relative Position in the Document
8 Press ( followed by a number from 1 through 9.

For example, to move to the middle of a document, press (3-5.

To Move to the Gurrent Insertion Point

# Choose Go To Insertion from the Search menu, or press G-I

Word Pracessing
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Editing Text

Seleeting

Selecting means using the mouse or keyboard to specify the part of the
document to receive the next action-a command {for example, Copy) or
new text to replace the selection.,

Selections are always highlighted by AppleWorks GS to help you
distinguish between selected and unselected portions of a document.
Highlighted text appears as white text on a black background. (If you are
using colored text, highlighted text appears in a different color to
distinguish it from text that is not highlighted.)

To Select Text

1. Selectthe insertion point at either the beginning or the end of the text
to he selected.

o File Bdit Search Docwment Font Size Style Color Window

e — —————MOTACH) =t

.I.[.I.lghhl.].l.h.lzl |.l.i.l..I.;.al.l.h’.I.|.r.il.tl.I.[.].l.l.‘.Iﬁl.l.l.i.l.l.l.I@l;{.l.].l.].l.ﬂl.l.l. .l.l.l.lB 1

EE wau BEEEE

Text to be selected

Heriry Y11, one of 8ritain's most memorsble menarchs, ruled England with an
imputsiveness that sould have wan him hersh reprimand from his pragmatic
falrer, Kenry V11, Apparently, this was an early cese where a father's
strictiy-supervised training of 4 strong-willed offsprirg had fittle effect. And, it
wasd because the elder Henry had not provided his son wilh an adequate parentat
role model.

2. Drag in the direction of the text you want to selact,

To Cancel a Selection
B Click anywhere in the window outside the selection,
or

# Press any arrow key.
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Double-click the first word and drag
to extend the selection one word at
atime

To Select a Word
1. Select the insertion point in the word.
2. Double-click the word.

To Select One Word at a Time

B Double-ciick a word and drag in the direction of the text you wish to
select.

File Edit Search Doousent fFont Size Style Color Mindw

e e =
.|.|.a.E\.li.l.r.i.a.|2..|.t.l.n.|.;.E34.|.:.[,1.l.n.ll.lx.l.n.l.u.l.kli.l.-.f.:.i.:.lbl.i.n.I.|.s.;.i?:.t,a.b;.u.n.la 1
| BEEE vy BEIEE
slrictly-supervised trining of @ strong-willed offspring hed Iittle effect. And, it
wasn't because {he elder Heary had not provided his son wilh an adequate parental

role model “

Unlike his s6n, the {TaH peace-loving Henry VIl teft his tand content, having
speat & fifetime trying to unite epposing forces within the kingdom. In contrast,
his suecessor made dacisions that coused 3 schism belveen church and stale.

To Select an Entire Line of Text
1. Select the insertion point in the line.

2. Triple-click the line.

To Extend the Selection

1. Select the insertion point at the beginning or the end of the text fo be
selected.

2. Move the pointer to the end of the selection, press Shift, and click.
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Editing Text

Click here to select the page bresk

52

To Select a Sentence
1. Select the insertion point in the sentence.

2, Choose Select Sentence from the Edit menu.

To Select a Paragraph
1. Select the insertion point in the paragraph.

2. Choose Select Paragraph from the Edit menu, or press (3-Y,

To Select a Page Break

B Selectthe insertion point in the space immediately above the line
representing the page break.

Through the Act of Supremacy of 1534, Henry ViI} opeaty defied the Pepe by
dectaring himself Suprame Head of the Chirch of England. His motive wes, of
course, to obtein a diverce from Catherine ef Aragon in order 10 mérry Anae
Bolegn, wko vould become the mother of Quesn Efizabsth.
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Drag here to select the carriage
return that ends this paragraph

To Select a Carriage Return

B Select the insertion point anywhere after the last word in the para-
graph and drag to the first character of the next paragraph.

(@ Fils Edit Seorch Document Font Size Style Color HWindow

KII\EI’E (i) —====
,I.E.!.i'.ll.l'l:E-I.l.|.[z&.|.l.t.!.|.l.l3h|.l.|.!.‘.l.’tull.1.l»'.l.l'r'ﬁl.l-i.i.l.l.I.lﬁl.l.l.l.!.l.l.l?i.l.t_kl.l.i.l i '
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Unlike his son, tha frunst pegta-loving Heny VI Tefl Brilain conlent havzng
speat 8 ¥ifelime lying Lo unite opposing forces within the kingdom. In contras,

his successor made decisions thal caused s serious schism belween thurch ond
state. |8
| rew istorians would cantest thal England's stormy ruler

Henry YEl placed his persanal desires over Lhe good of the counlny, an action that
would have been questioned by kis falhar. Of course, the Younger king would have
defended his actions, saying that his (ive marriages lock place only Lo gain & mele

If you want to remove a blank line, select the insertion point anywhere
in the line and drag to the first character of the next line.

To Select a Tab

B Drag within the space created by the tab.

To Select an Entire Document

B Choose Select All from the Edit menu, or press G-A.
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Editing Text

inserting

indicates page break in document

Inserting is an important function in any word processing program, since
it afllows you to add text anywhere. In AppleWorks GS you can insert the
following:

B Text (See “Entering Text” in this chapter.)
Tabs

B
B Carrlage returns to begin new paragraphs or to insert blank lines
B Page breaks to start a new page in a document

Inserting and replacing: Usually you insert at the location of the
insertion point in the document. However, you can also insert over an
entire selection in the document using a feature called replace. (See
“Replacing” in this chapter for more information.)

To Insert a Carriage Return

1. Selectthe insertion point where you wish to insert the carriage return.

2. Press Return.

To Insert a Page Break
1. Select the insertion point where you want the new page to begin.

2. Choose Insert Page Break from the Document menu, or press (3- - {a
hyphen}.

& File Edit Secrch ODocument Font Size Style Color Window

Through the Act of Supremacy of 153d, Henry VIE apenly defied the Pope by
declaring kirnself Suprerne Head of the Church of England. His motive yias, of
course, to obtain o divorce from Catherine of Aragon in order to marry Aane
Baleyn, who sould became the mother of Gusen EHizabeth,
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Replacing

This text wilt be replaced with the
text you type

Replacing is similar to inserting, except that before replacing, you first
setect something to be replaced. You most frequently replace by selecting
text and then typing the replacement text. You can also replace a
selection with the contents of the Clipboard. (See “Using the Clipboard”
in chapter 1.)

To Replace with New Text

1. Select the text you wish to replace.

e File Edit Seorch Document font Size Style Color Window
===————> —{(ingHenry (W)

wasn " Bageiise the eiﬁer Henru had nol, 1;mwded is son with an adequate parentat
rofe modst,

Eniiks his sen, the frugal peace-Soving Henry VH tefl his reign contenl, having
spent  lifetime Inying o unite opposing forces within the kingdom. In contras,
his successar made decisions thal caused & schism betwaen church and state.

2. Type the new text.

AppleWorks GS replaces the selected text with the new text.

To Replace with the Contents of the Cliphoard
1. Copy the replacement text to the Cliphoard.

2. Select the text you wish to replace.

3. Choose Paste from the Edit menu, or press C3-V,

A copy of the contents of the Clipboard replaces the selection in the
document.
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Editing Text

Deleting

56

You can delete anything that can be selected—text, carriage returns,
tabs, spaces, or page breaks—using either of these methods:

B With the Cut command the selection is deleted from the document
and stored on the Clipboard, where it temains until another cut or
copy operation is performed.

B With the Clear command or Delete key the selection is deleted from
the document and can only be restored with the Undo command.

To Delete with the Cut Command
1. Select the text to he deleted.
2. Choose Cut from the Edit meny, or press 3-X.

To Delete with the Clear Command or the Delete Key
1. Select the text to be deleted.

2. Choose Clear from the Edit menu, or press Delete.

To Delete One Character at a Time
B Select the insertion point at the character you wish to delete:

O To delete the previous character, press Delete.
O To delete the next character, press Control-E.

To Delete a Line of Text

1. Select the insertion point in the line to be deleted.
2. Press Control-X,

To Delete to the End of a Line
1. Select the insertion pointin the line,

2. Press Control-Y.
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Selectinsertion point here and
press Delete to delete the page
break

To Delete a Carriage Return

1. Select the insertion point at the left margin of the line below the
carriage return you wish to delete.

2. Press Delete,

To Delete a Page Break

1. Selectthe insertion point at the left margin of the first line below the
page break.

d’-_ Filg fdit Search Document Font Size ‘St_ﬂ_e_‘{;p.lur !!hndaw o
e I i

— ]Uniike his 50, the frugal pegce-Toving Henny VI Tef L his Tand content, having
spent 8 fifetime trying o unite apposiag forcas within Lhe kingdem. n contrast
his suceessor made decisions thot caused & schism belwesn church and state.

Thrgugh the Act of Supremacy of 1534, Henry Vill apelq defied Lhe Paps by
declaring himse!f Supreme Head of the Church of England. Ris motive was, of
tourse, o oblain & divorce from Catherine of Aragon in order to marry Ame

2, Press Delete.

To Delete an Entire Document

1. Select the entire document by choosing Select All from the Edit menu,
or by pressing C3-A.

2. Press Delete,

To Undo a Deletion

@ Choose Undo from the Edit menu, or press (3-Z, immediately after the
deletion.

If you delete information using the Cut command, simply paste the
information back before placing anything else on the Clipboard.
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Using Rulers

To change formatting information such as margins, tabs, line spacing, or
text alignment in the AppleWorks GS word processor, you use rulers,
Rulers display a scale (measured in inches) that allows you to accurately
set the margins and tabs for each paragraph in the document.

Beneath the ruler scale are icons for paragraph locking, line spacing, and

paragraph alignment, as well as tab wells from which you can drag tab

markers to add to the ruler.

Text slignment options Line spacing options Right margin marker

¢ File tdit Search Document Font Size Style VGalor Window |

= JMONDE——— =195

Left margin marker

Paragraph focking

indentation marker for first line
in paragraph

/

-hl-I.lj'hli|.h[.|.|2|-N-!.[‘l.lal.l.l.].l.l.[.i‘.‘l-I.l.|.i.l.kii.l.l.hl‘l.l.l.ﬁl.lh l-inl.[?l.l-l!l-hl.[.]& 1

d AN
= = w BEEE U

Tab walls

The settings displayed on the ruler apply to the paragraph that currently
contains the insertion point ot is currently selected. If you start a new
paragraph, the ruler settings for the previous paragraph will apply unless
you change them.

If you've selected more than one paragraph in a document, the ruler
settings for the first paragraph in the selection are displayed. Any changes
you make to the settings will apply to all paragraphs in the selection.

Paragraph locking: Text in a locked paragraph always appears together
on the same page in much the same way that two words joined by a
sticky space always appear on the same line. Use paragraph locking
whenever you want to make sure that a page break will not occur in
the middle of a block of text.
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To Change Margins for a Paragraph
1. Selectthe insertion point in the paragraph you wish to change.

2. Drag the margin marker to the desired position on the ruler,

@ file_[ait_Seorch Doowent font Size Style Color Window

RN ——— T
.1.l.|.lg-s.i.ki.t.i.t.]g.t.l.l.u.!.1.lan.E.n.i.l.l.:.i“.l.t.i.l.l.k@;.i.|.|.;.|.1.|§|.i.|,i.|.|,:.|?n.l.k. a8 L

Left margin marker

Right margin marker

B 2208w BEBEIEES G

The crovining of Queen Elizabeth in 1338 brought th English Renaissence into
full flower with talents such as Shakespeare and Marfowe finding an sudience in
{he young mangreh and her court. But, rayalty was not the only segment of
Elizabetnan socigty who enjoyad the arts, 85 the cemmon peaple of the day aiso
marveled in {he genius that could anly be William Shakespeare,

Later cubled the King's Players by James I, the dramatist and his cast of
actors performed all his pléys to on audience thal veas noteriously rowdy. Plaging

Using margin markers: Two limits apply when you're dragging margin
markers on the ruler—you can’t place the left and right margins closer
than two inches apart, and you can’t drag 2 margin marker over a tab
marker.

To Change Margins for All Paragraphs
1. Choose Select All from the Edit menu, or press G-A,

2. Drag the margin marker to the desired position on the ruler.
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60

To Set Tabs

1. Select the insertion point in the paragraph for which you wish to set
tabs.

2. Drag a tab from the appropriate tab well to the desired position on the
ruler,

Left-align tab well Decimal-align tab well  Right-align tab well

i £

.x,'.u.A.i..l.u.‘.a.|.|.[.2..|.n.l‘:.|.|.l31.| cN\I“n et B, .1.l.6|.l.s.|.|‘l.s.1.?|.l. L
B EBEBEE waw BEIEE
August 4, 1988
The foreign exchange rate for the American dolfer 85 of 4:00 pn.:
Country S § equls. Currency per US. §
Britain {Pound) 17122 3640
Brazil (Cruzado) 004070 245.72
France {Franc) 1383 6.3185
Japan (Yen} 007536 132.70
Hﬂng Kung (Dullﬁr) 1281 7.6030

To Move Tabs

1. Select the insertion point in the paragraph for which you wish to move
tabs.

2. Drag the tab marker to its new position on the ruler.
Using tab markers: Two limitations apply when dragging tab mark-

ers—you can't place more than ten tabs on a ruler, and you can’t
position a tab marker outside of a margin marker.
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Move marker to set indentation
for first ine in paragraph

To Remove Tabs

1. Select the insertion point in the paragraph for which you wish to
remove tabs.

2. Dragthe tab marker off the ruler.

To Indent the First Line of a Paragraph

1. Selectthe insertion point in the paragraph for which you wish to
indent the first line.

2. Drag the indentation marker to the desired position on the ruler.

& file Edit Seorch Dooument Font Size Style Color MWindw |
0 Klng Henru (WP)%_E]E

.t.i.l.Ll‘.!.L‘.;.l.l.‘?l.i.I.[.|.E.!.lal.F.!.1.I.I.t.i‘.[lJ.t.i.I.I.k[51.I.l.l.i.l.l.l@(-l.lJ.l.].l.l?!.l.hLl.l.i.lB

EEE viuw BEEEE

Heary Y11i: Power Personified

Herry VIR, one of Britain's most memereble mongrehs, ruled England with g
- imputsiveness that vould have wea him harsh reprimand from his pragmatic
falher, Honry YH. Apparently, Uhis vias an early case vihere & father's
strictly-supervised training of & strong-yiled of fspring had litlle effect. And, it
wasnt because (ke elder Henry hadnot provided his son with an adequate parental

rele model.
Unlike his son, the frugst pesce-loving Henry VI Taft his lend peacefut,

To Set a Paragraph with a Hanging Indent

1. Selectthe insertion point in the paragraph for which you wish to
create a hanging indent,

2. Drag the indentation marker to the left of the left margin marker on the
ruler,
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To Set Line Spacing

1. Selact the insertion point in the paragraph for which you wish to set
line spacing,

2, Click the appropriate box on the ruler,

Single spacing

Line-and-a-half spacing

Double spacing

To Set Text Alignment

1. Select the insertion point in the paragraph for which you wish to set
taxt alignment,

2. Click the appropriate box on the ruler.

(€ File Edit Search Document Font Size Style Color Hindow
Unmled(HP)

e / '
Centered text /
Right-justified text

Full-justified text
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To Lock a Paragraph

1. Select the insertion point in the paragraph you wish to lock.

2. Click the paragraph locking box on the ruler.

.. File Edit Seorch Document Funt Size Style Color Mindow

,1.l.| .l‘h;‘.l.ld[.zl.l.i.iI.I.I.I.E.i.l.l.l!.l.I[.‘\.i.l.l.I.i.kl{’l.].|.|.E.l.i.I'a;!.!.1.I.|.(.E?I.|.t.kl.|.l.§
Click to lock paragraph =) = = - wwnw B El ) B

AppleWarks GS will not allow a page break to oceur within the locked
paragraph.

To Set the Format for a New Document

B Before entering any text, set the margins, tabs, text alignment, and
line spacing using the ruter.

AppleWorks GS wiil apply the settings for the ruler to each new para-
graph in the document.

To Copy the Format of a Paragraph

1. Select the insertion point in the paragraph with the tormat you wish to
copy.

2. Choose Copy Ruter from the Edit menu, or press (3-[.
3. Select the insertion point in the paragraph to receive the new format.
You can select multiple paragraphs as well as a single paragraph.

4. Choose Paste Ruler from the Edit menu, or press (3-1.
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Changing the Appearance
of Text

64

AppleWorks GS offers a vatiety of options for changing the appearance

of text in a word processing document:

B The Font menu provides a choice of fonts {(type faces).

B The Size menu allows you to define the size of characters,

B The Style menu offers a choice of styles that change the appearance,
case (uppercase or lowercase}, and line position (subscript or super-
script) of text.

B The Color menu—Ilets you change the color of text.

These changes can affect any characters in a document, including spaces,
carriage returns, and tabs. For example, a space in a line of 10-point text
is not as large as a space in a line of 14-point text.

Changes in font, size, and style are made by AppleWorks GS as follows:

B If you have text selected, only that text is changed,
B If no text is currently selected, all text typed at the insertion point
appears in the font, size, and style you specify.

AppleWorks GS defaults: The preset defaults for all text in a word
processing document are Geneva font, 12-point size, Plain Text style,
and black color.

To Change Text Fonts

1. Select the text you want to change, or select the insertion point where
you want to enter text in the new font,

2. Choose a font from the Font menu,

A check mark (V) appears on the Font menu next to the font you've
chosen. Selected text changes and remains selected.
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To Change Text Sizes

1. Select the text you want to change, or select the insertion point where
you want to enter text in the new size,

2. Choose a size from the Size menu,

A check mark appears on the Size menu next to the size you've chosen.
Selected text changes and remains selected,

To Change Text Styles

1. Select the text you want to change, or select the insertion point where
you want to enter text in the new style,

2. Choose a styte from the Style menu, or use the keyhoard equivalent.

Plain
vBold a8

1talic Gl

Underline i
Jutline 5
Shadow j
Superscript  dH|
Subscript  4LI
UPPERCASE
lowercase
Title

A check mark appears on the Style menu next to the style you've chosen.
Selected text changes and remains selected.

Some exceptions: Unlike the other styles, Uppercase, Lowercase, and
Title can't be chosen unless you've made a selection in the document,

To enter new text at the insertion point using the uppercase style, use
the Shift or Caps Lock key.
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To Combine Text Styles

1. Select the text you want to change, or select the insertion point where
you want to enter text in the new styls(s).

2, Choose one or more styles from the Style menw, or press the keyhoard
equivalents for the styles.

Check marks appear on the Style menu next to the styles you've chosen.
Selected text changes and remains selected.

Mutually exclusive stylas: Two sets of text styles can’t be combined
since they are mutually exclusive: you can’t have text that is both
uppercase, lowercase, or capitalized; and you can’t have text that is
both subscripted and superscripted.

To Deselect a Style

1. Select the text you want to change, or select the insertion point where
you want to enter text without the style,

2, Choose tha style from the Styls menu to deselect, or press the key-
board equivalent for the style,

The check mark is removed from the style on the Style meny, and the
style is removed from the selected text.

To Deselect All Styles

1. Select the text you want to change, or select the insertion point where
you want to enter text in the plain text style.

2, Choose Plain from the Style menu, or press G3-T.

All check marks are removed from the Style menu, and all styles are
removed from the selected text.
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To Change Text Colors

1. Select the text you want to change, or select the insertion point where
you want to enter text in a new color.

2, Choose a color from the Golor menu,

Printing in colos; You can print AppleWorks GS documents in color if
you're using an ImageWriter II printer with a color ribbon. If you print

colored text on a printer without color capabilities, all text is printed
in black.
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Editing Documents

Finding and Replacing

The Find/Replace command allows you to search for some or all occur-
rences of a word or phrase from the insertion point to the end of the
document and, if you wish, replace it with another word or phrase.

AppleWorks GS provides a number of options when you are searching
for text:

B You can search for a whole word (i.e., a word distinct from the text
around it) or just a part of a word.

B You can specify that the search be sensitive to differences in uppercase
and lowercase letters,

B You can start the search from the top of the document, ot from the
location of the insertion point.

B You can have AppleWorks GS simply find each occurrence, find and
replace each occurrence, or find each occurrence and allow you the
option of replacing it or not.

Imaginative typists can find plenty of uses for the Find/Replace com-
mand. For example, instead of having to type the same name or phrase
over atid over again in a document, simply type a little-used symbol such
as an ampersand (&), Later you can use Find/Replace to find and replace
all oceurrences of the symbol with the correct wording.

What's a whole word? If you click Whole Word in the Find/Replace
diatog box, AppleWorks (GS searches for every occurrence of the
specified text as a distinct word, i.e., any group of alphabetic charac-
ters separated by spaces, numbers, punctuation, or other special
characters. The Partial Word option tells AppleWorks GS to search
for the specified text, even if it is contained within another word, For
example, the Whole Word option would only find the text “apple® if
it occurs as a separate word. By contrast, the Partial Word option
would find “apple” even in cases like “dappled.”
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To Find Text

1. Choose Find/Replace from the Search menu.

A diatog box appears:

Enter text to find

Seareh For: ™ [Henry V111 i
Replace with: | |

Click if you den't want differences
between uppsarcase and lowercase
letters to matter

Word Processing

[ lgnore case T Iuhola word(s)
€ rindnext B (Replace, then find)
{ Replace  }  (_Replugeall ) /

7
Click if you want to find Click if you wish to begin the search
whole words from the top of the document

2. Type the ward {or wards) you want to locats.

If you prefer, you can use the Paste command to paste in the contents of
the Clipboard.

3. Click the appropriate settings for the search.
4. Click Find Next, or press Return,

AppleWorks GS finds and selects the first occurrence of the specified
text in the document.

5. Continue by clicking Find Next again, or click Done to cancel the
search.

You can also press the Esc key to cancel the operation.

To Find Again
B Choose Find Again from the Search menu, or press G3-F.

AppleWorks GS finds the next occurrence of the text you specified using
the Find/Replace command.

69



Editing Documents

To Find and Replace Text

1. Choose Find/Meplace from the Search menu.

A dialog box appears:

Cligk if you want to find whole words
Enter text to find Search for [ Henry V111 |
Enter replacement text Reploce with: [Henry the Fight |
Click if you want differences [ Ignore case [J4hole word(s)
between uppercase and lower- -
case iettergpto matter { Find ng_!i B (Replace, then find) Go to beglnn -
€ Replace ) /[ Replaceall )
4 7
Click here for AppleWorks GS to Click if you wish to begin the search
find and replace automaticafly from the top of the document

2. Type the word (or words) you want to find,
3. Type the word {or words) you want to use te replace the found text.

If you prefer, you can use the Paste command to paste the contents of the
Clipboard into either the Search For or the Replace With entry boxes.

4. Click the appropriate settings for the search,
5. Click Find Next, or press Return,
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AppleWorks GS finds and sefects the first occurrence of the specified
text in the document:

€& File IditELfTININ Oocument Font Size Style Color Window
King Henry (WP}

.1.|.|.11|.|. .E.u.i.n.l?e.;.:.|.|.t.a.la..t.:.i.:.m.i‘.*‘.i.u.!.a.l.klﬁ..i.n.l.s.1,'.|§..:.;.i.|.|.:.E?..n.;.&..l.n.!. if
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Through the Act of Supremacy of 1534, GETTSERSEIE openly defied the
Pope by declarmg hamself Supreme Head of the ihurch ef £ngland Hls motwe 185,

Search for: Iﬂenru the EightH] |
Replace with: [Henrg VIT1 3
Ignore case [CIWhole word(s)

{_ rindnext ) (Replace, then find)
(" Reploce ) { Replacesll )

8. Continue the operation by choosing one of the following:

0 Click Replace to replace the text.

00 Click Replace Then Find to replace the text and find the next
occutrence.

{1 Click Find Next to continue without replacing this occurrence.
0 Click Done to cancel the operation.

Tahs and returns: AppleWorks GS allows you to enter tab or return
characters in the Search For or Replace With entry boxes. To enter a
tab character, press the Option and Tab keys. To enter a return
character, press the Option and Return keys.
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Spell Checking

12

AppleWorks GS word processing includes a built-in, 80,000-word spelt
checker that allows you to correct a document’s spelling without having
to leave the application. The spell checker can locate both misspellings
and common typing mistakes such as doubled words, errors in capitaliza-
tion, and some errors in punctuation. Correctly hyphenated words are
not flagged as misspellings.

The AppleWorks GS spell checker also atlows you to add special words
(such as proper names and technical terms) to your own user dictionary.
In this way, you can customize the spell checking operations for your
documents,

The standard and user dictionaries used by AppleWorks GS are con-
tained on the AppleWorks GS Ulilities disk.

To Spell Check a Document

1. Selectthe insertion point at the plaes in the document where you
wish to begin checking spelling.

2. Choose Check Spelling from the Search menu, or prass C3-".

When you choose the Check Spelling command, AppleWorks GS tries
to find the disk or drive containing the dictionary files. If it can’t find the
files, a dialog box appears asking you to open the necessary files before
continuing. This gives you the opportunity to insert the AppleWorks GS
Utilities disk into one of your drives and open the files at this time.

Once the dictionary files have been found and opened, AppleWorks GS
starts at the current location of the insertion point and checks forward to
the end of the document. When the first word is encountered that can't
be located in the dictionary files, a dialog box appears:
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anough (he Acl of Supremacg of 1534 Henrg VIl openty & 1
declarirg himself Supreme Head of the Church of England. His motwe 43, of
course, o obtain 8 divorce from Catherine af Araqan in order Lo marey Anne

_1}_‘ Word: defyed
Error: Spelling

Type replacement for word here

Click to add word to user dictionary

Click to leave word unchanged —

-—|-——Renlace with:
(" Tad ve Blotionary )

( Tanore ) ( Suggest )} ([ Teplece N ( Congel )

/

v

Click to display list of suggested
replacements

Double-click to replace

3. Type the replacement for the word and press Return, or click the
buttor: for the appropriate action.

If you clicked Suggest, AppleWorks GS displays a list of possible replace-
ments:

.1.1.1.11.1.1. .f,l.l.l.l?l.hl.t.hl.l.[gl.I.l.}.l.l.l.l[:'i.‘.I.l.t.i.k'?h[.!.l.l,F.i.i&lnf.i.i;l.|.E.I?l.1.l. gl |

=2 EEE www BEIEEE Y

declaring himself Supreme Head of Ehethurch of Englend. His mofve was, of
tourse, o obtein & divoree from Cathering of Araqon in order Lo marry Anng

misspelled word

Hord: defyed
Error: Spelling

Replace with:

deified

dafilad

Scroll the list to display
more suggestions

UrTiieu

edified

h ( fidd to Dictionory )
(" Tenore ) ( Suggest ) ([ Replace ] {_ Conpel )

4. Double-click the correct spelling to replace the misspeiled word, or
click the button for the appropriate action.
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Finding Synonyms

1L

The Synonyms command allows you to find synonyms for words
appearing in a document without having to leave the application.

The AppleWorks GS thesaurus uses a special meaning-based routine that
lets you select an appropriate synonym based on how the query word is
used in the document. For example, you can choose from different sets of
synonyms for the word “light” depending on the different ways it's used
in a sentence:

# Turn off the light,
B I forgot to light the candle.
B This package feels very lighe.

The dictionary file used by the AppleWorks GS thesaurus is contained
on the AppleWorks GS Utilities disk.

To Find a Synonym
1. Select the insertion point in the query word,
2. Choose Synonyms from the Search menu.

When you choose the Synonyms command, AppleWorks GS tries to find
the disk or drive containing the dictionary file, If it can’t find the files, a
dialog box appears asking you to open the necessary file before continu-
ing. This gives you the opportunity to insert the AppleWorks GS Ultilities
disk into one of your drives and open the file at this time.

If AppleWorks GS finds the query word in the thesaurus, a dialog box
appears displaying the first definition for the word and a list of synonyms
for that definition:
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Select synonym to replace query

word by double-clicking

Scroll list to display more synonyms

Click to see synonyms for previous
definition of quary word

motive:noyn  the object influencing a choice or prompting an
action
Synonyas: Hlcause
[ |consideration
regson
spring
(Replace ) (Mext Heoning)

Click to ses synonyms for next
meaning of query word

3. Select the synonym to replace the query word in the document by
double-clicking, or click the hutton for the appropriate action.

If you clicked Next Meaning, AppleWorks GS displays the next meaning
for the word in the dictionary along with synonyms for that meaning:

rﬂ a2

motive:noun o unit in a decorative composition {as in o fabric)

Synongas: G fisire
[ 1design
device
motif
|__|pottern

(Prev. Heoning) (_ Concel 1) (__Replace ) (Kext Heaning)

You can always return to the previous definition for the word by clicking
Prev. Meaning.
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Editing the
User Dictionary

16

The user dictionaty provides you with the ability to store a set of special
words {proper names, for example) that frequently occur in your docu-
ments. By adding these types of words to your user dictionary, you can
speed up the checking of documents by bypassing words that are correctly
spelled but not included in the standard AppleWorks GS dictionary.

Editing the user dictionary means adding or deleting words from your user
dictionary file. For example, if you accidentally add a misspelled word
during a spelting check, you can use the Edit User Dictionary command
1o delete the word later,

The files for the user dictionary are contained on the AppleWorks GS
Ultilities disk.

To Edit the User Dictionary
1. Choose Edit Dictionary from the Search Menu.

When you choose the Edit User Dictionary command, AppleWorks GS
tries to find the disk or drive containing the dictionary file. If it can’t find
the files, a dialog box appears asking you to open the necessary file before
continuing. This gives you the opportunity to insert the AppleWorks GS
Utilities disk into one of your drives and open the file at this time.
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Once AppleWorks GS finds the dictionary files, a dialog box appears
displaying the words in the user dictionary file:

Enter word to add or delate

Cick to add word to user dictionary

Click to reamova word from
user dictionary

Scroll list to disptay more words

£dit User Dictionary

niversality Fay A

T,‘i“f Th it Inenmssonc . ‘

gtonic Theory [

Globe Theatre I"'-"l

arloe
C &)

A / ( Toncel )

Z

Click to save changes

7’

Click to cancel without saving
changes

2. Editthe user dictionary as you wish:

G Add a word by eyping the word in the entry box and pressing Return,

O Delete a word by selecting the word in the list and clicking Remove
Word,

3. When you're finished, click OK to save the changes and return to the
document window.

Word Processing
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Creating Headers and
Faoters

This header text will be repeated on
every page of the document

The footers in this document include
the date, the page number, and the
time the document was printed

78

Headers and footers allow you to control the top and bottom margins of
word processing documents, as well as place such information as page
numbers or chapter titles on each page.
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In AppleWorks GS you create headers and footers by entering text in
windows identical to the normal word processing document window, but
with two exceptions:

@ Instead of the current page number, the page number box displays a
letter indicating whether the window contains header or footer
information,

B You can insert markers for page number, current time, ot current date
in header and footer windows, but not in a normal document window.

Text for headers and footers can be styled and formatted using ruler
settings just like text in the normal document window.

Once created, the header and footer can:

B Appear on every page in your document

B Appear on even-numbered pages only

B Appear on odd-numbered pages only

B Skip the first page (if you want to create a title page, for example)
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To Set Up Headers and Footers

1. Choose View Header or View Footer from the Document menu.

AppleWorks GS displays a window for header or footer information:

indicates header window

e [Edit_Search Docusent font Size Style _Lolor Hindow _
e [hesis (I = = =]
Use ruler to format header - .;.l.n.l.lu.i>|.(.|.i.hl?..t.|.L|.r.a.|3n.t.a.l.|.|.:.ilf..x.u.k.a.l.ua.;,q.L;,|...1&..:,..!,..l.x.l?a.l.u. KRRE.
or footar text
BEEE wewww BEEE
fntroduetion Hizgbothon fnelond
3
]

2. Enter the text for the header or footer.

To use the header or footer to control the top or bottom margins of the
document, enter blank lines by pressing Return.

3. When you've completed entering text for the keader or footer, choose
Normal View from the Document menu, or press (3-W.

AppleWorks GS displays the normal window for the document.

Top and bottom margins: If you're entering blank lines to define top
and botrom margins, the line spacing and the current point size
determine how much space each blank line represents.
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Editing Documents

To Insert the Page Number

1. Choose View Header or View Faoter from the Document menu.

2. Selectthe insertion point in the header or footer text where you want
the page number {o appear.

3. Choose Insert Page #{rom the Document menu,

AppleWorks GS inserts the marker for the page number (displayed as the
character “1™) at the location of the insertion point.

@ File it Search Document Font Size Stuyle Color Window

T s Thes s (W) e e P
.s.i.n.g'-.E.l.l.nhi.].zu.l.k.l.l.l.t.;an.m.[.:.I.|.ll,lu.l.hi.s.i.n.f.sl.i.a.&h!.:.]bl.l.l.E.:.I.l.f?l.ld. FRER: i,
BEeE uwuw BEIEET
Indicates footer window
L1beral Arts Beportment poge I
You ¢an change the font, style, or / E
size of page number markers as Q
with other text
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To Insert the Current Date
1. Choose View Header or View Footer from the Document menu,

2. Select the insertion point in the header or footer text where you want
the current date to appear.

3. Choose Insert Date from the Document menu,

AppleWorks GS inserts the marker for the date at the location of the
insertion point.

To Insert the Current Time

1. Choose View Header or View Footer from the Document menu.

2, Selectthe insertion point in the header or footer text where you want
the current time to appear.

3. Choose Insert Time from the Document menu,

AppleWorks GS inserts the marker for the time at the location of the
insertion point,

Times and dates: When you print your document, AppleWorks GS
substitutes the currenit timefdate (from the Apple HGS's built-in clock
and calendar) for the time/date markers in the text of the header or
footer. The format in which the time and date appear is determined by
the settings in the Apple I1GS Control Panel.
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Editing Documents

To Display Headers and Footers

1. Choose Pages from the Document meny, or press (3-E.

A dialog box appears:
. - - Headers;————— ~Footers: .
Click to indicate when headers Click to indicate when
should appear @ A11 Poges AH1 Pages footers should appear

(O Even Pages Only| | Even Pages Dnly
() 0dd Pages Only | [ 0dd Poges Only
) Hone (O Hone

[ Skip First Page | {[]Skip First Page

first Poge Rumber:

{ Concel ) 0K

2. Click the appropriate setting to display headers, footers, or both in the
document.

3. Click OK, or press Return, to store the settings.
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To Set the First Page Number

1. Choose Pages from the Document menu, or press G-E.

A dialog box appears:
~ Headers; ————a -~ Foaters:
AL Poges (A1l Poges

() Eyen Pages Only| | Even Pages Only
(@) 0dd Pages Only () 0dd Pages Only
) Hone @ None

] Skip First Page | | ] Skip First Poge

First Page Number:/m
( Cancel ) { K ]

Enter starting page number here

2. Enter the page number for the first page in the document,

3. Click DK, or press Return,
Creating title pages: If you wish to create a title page for a document,
use the Pages command to skip the display of headers and footers for

the first page, and set the first page number to zero. That way the first
page with text in the document will be page 1.
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Creating Mail Merge Documents

Selecting a Database

Information from the database...

84

The mail merge function in AppleWorks GS is one of its most powerful
features, With mail merge you can combine information from a database
document with a word processing document in order to create, for
example, a customized form lecter.

e tittlihin () )
1/ 7 T 117 Ereayvies brive
SUBSCRIELE DATA Q
R o 0 T 7 Toanstend ]
Hegarise Token | re |
Street Bddress 7Tt Live bob iy Seorch focumaat [Follt Size Style Eolor Window
q RN EE—————— 1
(g Stane i g0l LRARR AL nAs W .I.'.I.l!‘.f.&..Ll.fmlJ.‘ .|.n‘$a.|.-lrum‘i-rl.q. ]
furrent Bate Subscriffer st fh=h — L g@@@
H Subscriser xme BT R 1 tupm <Current Dol
Wagerine Taken Unvastar's Red sHaaFITSLNGRE VeLast Nemey
[R113 YT [5]
«itg, Saler (i Cage
...is inserted into the word Dasr ¢Tildey cLast Namen,
pmcassing document
e hope gou've eajeyad ysur subscriplion of dfagaziner ang beye [

With mail merge, a different copy of the word processing document is
generated for each record in the database. This means that you can
praduce multiple versions of a document, each containing personalized
items of information, without retyping the document each time.

Are you ready to merge? To use the mail merge feature, you need
have already created a database document in AppleWorks GS. If this
is not the case, try skipping the mail merpe feature for now and return-
ing later after you're familiar with the AppleWorks GS database
application (see chapter 3, “Database” in this manual).

The first step in creating a merged document is choosing an open
database document as the merge database. Each record in the merge
database will generate a copy of the final merged document containing
the information from that record.

The current sort order of the merge database determines the order in
which the merged documents are produced.
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Scroli list to see all open database
documents

To Select a Database to Merge

1. Have the database document you wish to use open on the AppleWorks
GS desktop. Make sure the information you want is displayed and
sorted in an appropriate order.

For more information on cteating and modifying a database document,
see chapter 3, “Database,” it this manual.

2. Open the word processing document into which you wish to merge
database information.

3. Choose Select Merge Database from the Edit menu,

A dialog box appears:

Staff.Dato
Inventory.Info.

4. Choose the database you wish to use by douhle-clicking its name.
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Creating Mail Merge Documents

Adding Merge Fields

86

Merge field markers deter

mine where the database information appears in

the merged document. These markers indicate the name of the database
field for the information that will appear at the location of the marker in

the text.
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You can add merge field markers for five of the six possible field types:

text, numeric, date, time,
as a picture field.

and static text. You can't merge a field defined

If different database documents use the same field names to capture
information, you can use a single word processing document to produce
different sets of merged documents.

To Add a Merge Field

1. Make sure the database document you wish to use is open on the
AppleWorks GS desktop.

2. Select the insertion po

int at the location in the word processing

document where you wish to merge database information,

3. Choose Add Merge Fie

Chapter 2

Id from the Edit menu.
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Scrolllist to see all available fields
in datahase

A dialog box appears:

Select omerge field:

Phone
flddress

Cit
L ] .
First Home

State

Database: Moiling.List

(& )

4. Choose the field you wish to add by double-elicking its name.

A marker {the fiekl name enclosed in angle brackets) for that merge field

appears at the location of the insertion point in the document.

To Add a Merge Field Manually

1. Selectthe insertion point at the location where you wish the merge

field to appear,

2, Type a left angle hracket (<), followed by the field name, followed hy a

right angle bracket (>).

Markers and field names: If you enter a marker for a ficld name that
does not exist in the merge database, AppleWorks GS simply prints
thar marker as it appears in the text when the merged document is

praduced. This allows you o use the angle brackets for purposes other

than as markers for merge fields and still have them printed out

correctly.

Word Processing
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Creating Mail Merge Documents

Printing a Merged
Document

Use the Print Merge command to produce the merged document. When
you print a merged document, a dialog box appears that displays how
many copies of the merged document are to be produced.

To Print a Merged Document

1. Make sure that the database document you wish to use is open on the
AppleWorks GS desktop and has heen chosen as the merge database.

2. Choose Print Merge from the File menu,

Depending on the type of printer you choose using the Choose Printer
command, a version of the standard Print dialog box appears. For
example, if you're using an ImageWriter (the default printer type), the
following dialog box appears:

IKAGEWRITER/PRINTER

Quality: G Better Text
() Better Color
(O braft

Page range;
Al

) From: D To: D
Copies:

Paper Feed:@ Rutomatic 3 Hanual

[Jcolor { Concel l(i 0K i)

3. Click the appropriate settings.
For information on printing, see “Printing” in chapter [.
4. Click OK, or press Return, to begin printing.

AppleWorks GS merges the database information into the word process-
ing document and begins printing the merged documents. A dialog box
appears showing how many merged documents will be produced during
this session.

To cancel the operation, press the G key and type a period (.).
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About This Chapter

Database

Databases allow you to store, organize, and report on information in
thousands of useful ways—from keeping track of phone numbers for a
little teague team to managing the personnel records of a company. Using
the same information, you could use the rools in the database application
to prepare a list of customers in alphabetical order, keep track of payment
records based on due dates, and prepare sets of mailing labels sorted by zip
codes.

I this chapter, you'l! learn the basics about how to use the AppleWorks
(GS database application:

B Setting up a database document
B Using the database
2 Creating database reports
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Database Ouverview

Hame [ Joni | L Ehapmen |
Address | 213 Dcean View |
| Houi || Howoit }[ 81632 |

Phone Number [ 554-3224 |

To set up your database, you begin by defining the
form containing the database fields—the different
types of information you want to collect.

See “Adding Fields,” “Defining Field Formats,” and
“Setting Up Field Formulas” in this chapter.

e ST | T —
hedrany
T ]

Once your fields are set up, you
can begin entering records—sets of
fields containing information
related to a single person or item.
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The list screen lets you see many

records of information at one time.

See “Displaying a List” in this
chapter.
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Database

To find records containing similar types

of information, you can use the

searching or the matching commands.

See “Marching Records” in this chapter.
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Database Querview

Sorting helps you organize your database
records by arranging them in a certain order,

See "Sorting Records” in this chapter,

—_——— Mdress.Beok (01) E]

1 18 19717 Wedison

First Rome | Last Home

HNEEENEEE

(& file tdiL

BN

9

To use the same information for
different purposes, you can set up as
many templates as you need. Setting up
a template means developing a particu-
lar way of looking at, arranging, and
reporting on your data.

See "Using Templates” in this chapter.




File Bdit Grgonize Teoplate Report Window

Creating a set of mailing labels is a common
way people put the information in their

. mumi“““
databases to work. With the AppleWorks T bttt e
s . £y
GS graphic interface, it’s easy to set up and '{‘.’,5‘;‘{;‘,}'},&:}‘: :
pr'mt mailing labels. Rastia, Texas W19

See “Producing Mailing Labels” in this chapter.
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Database

Reporting doesn't just mean printing out

the contents of your database. Database
reports can include lines of totals and
subtotals based on the information con-
tained in the records.

See “Setting Up a Report” and “Creating a
Report” in this chapter.
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Setting Up a Database

Starting Database You can start the database application by either starting a new database
document or by opening an existing document

To Open a New Document
1. Choose New from the File menu, or press Ci-N,

A dialog box appears:

Select type of new file...
i 1)

Database icon

2. Double-click the database icon to open the application.

AppleWorks GS opens an untitled database document.
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To Open an Existing Datahase Document
1. Choose Open from the File menu, or press (-0,

A dialog box appears with a list of available documents:

Open which file ...

iy

ALl fppleborks 65 Files

)

[t

(Tlowe )
T )
(Toncel )

£ Games . 0in Board
%4 Jik Remembered
= King Henry
1< Hisfortune

To display only the available database documents, click the database icon
at the top of the box.

2. Choose the document to open by double-clicking it.

AppleWorks GS opens that document:

|

o 16/ 16 1 10093
Afield is used to capture a category first Home | Last Nome Address Eity State | Entry Doi<y
of information Joe o dEGsleni 19 Colorado Lone iXingston R W288r

Ehuck Brondon: 12 Lincoln fve . :iflouston Th:  /2b/8

Arecord is a set of fields that relates
to a single person or item

A cell is the contents of a field for a
particular record

T Harley 193 $nil

Database 97



Setting Up a Database

ﬂgﬁ[ﬁn@ Fields The first step in setting up a database is designing an entry form and
) telling AppleWorks GS which categories or fields of information you wish
to collect. Fields store similar types of information—you can think of
them as the blanks that you fill in when completing the form.

When you begin defining fields for a database, you need to think about
what types of information you want to capture and how you want to use
that information. If you want to be able to sort or report on information
in certain ways, you must make sure that the fields in the database make
the necessary information accessible.

For example, if you were using AppleWorks GS to set up a customer list,
you would probably want to include a field containing the address for
each customer. But what if you wanted to be able to create a report that
listed customers by state? Or separate reports that only listed customers in
a certain city? The easiest way to do that would be to create a separate
field for each element in a customer’s address: city, state, and zip code.

With AppleWorks GS, it's possible to define fields for entering and
storing six different types of information:

Time fields store times

@ File Edit Orponize Jemplote Report Window

e Bus dlresses () e |;

Date fields store dates ~—-16/16-—
Text fields store text characters Oate m Entry Tine [ _TZODAR ]
{including numbers) \\- Home [ ][ Tarbett ]

L ) . ———Phone-Rumber--{— J13/606-0283 |
Numeric fields store information that SHTary $55.000.00 |
can be manipulated mathematicaly Conments: ! Departaent Suabol:
Static text fields store text as B 1S 2 self-storter--vory motiveted _
though it were a graphic—you can ond ERLAUSIOSEIC obovt A1 Job —a,
not change the textin a static text
field
Picture fields store graphics /
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Defining the types of fields you want to use in a database has important
implications for AppleWorks GS, which handles different types of fields
differently. For example, a number entered in a text field is simply a
sequence of text characters as far as AppleWorks GS is concerned. The
contents of a numeric field, however, can be used in a mathematicat
operation—addition, subtraction, multiplication, and so on. A number in
a date field means something completely different: it represents a date
and has to be treated in a special way when involved in calculations or
comparisons with other dates.

Field types can get a little tricky in cases of data that looks like one type,
but should be treated as another type. Phone numbers, for instance, look
as though they belong in a numeric field. But since you would never add
or multiply two phone numbets together, it’s better to treat them as
though they were text. Another example is a date entered as a series of
numbers, Unless you've defined a field containing information such as
#12-31-88" and “01-01-89" as a date field, AppleWorks GS has no way of
determining which date came first.

Static text fields hold a special type of information—text that’s treated by
AppteWorks (GS as though it were a graphic. This gives you two benefits:

B Static text fields can hold an unlimited amount of text, allowing you
to use the database to store entire paragraphs, even entire documents
created with the word processing application.

B Text stored as static text retains formatting information such as text
fonts, sizes, and styles.

Changing static text: Once you've imported static text into a field, you
cannot edit it as you can a normal text field. You can, however, return
to the application where you created the text, make any necessary
changes, and re-import the text into the database document.

Each time you open a new database document, AppleWorks G8 displays
a definition screen so that you can define the entry form for the database.
The shaded portion of the definition screen represents the body of the
form—the area that contains all the fields for one item or record, {If you
are using a color monitor, this area is shaded blue.) Depending on the
rumber and size of the fields you set up on the definition screen (as well
as the area you set aside for the form header and footer—see “Setting Up
Form Headers and Footers” in this chapter), you may actually be able to
fit one, two, or many records on a single page.
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Setting Up a Database

Choose this command to display the
definition screen

e file Edit Orgunize

=21 Open Template...
Save Template...
Grid alk
Brid Size... :
Disploy Preferences...

Use the definition screen to lay out
your database entry form and define
the fields

100

Return Key Preferences...

——— ]

To add a field to a form, simply use the mouse to drag a box on the area
of the screen that represents the form body. The size of the box deter-
mines how much information is displayed on the screen, but it does not
affect how much information you can actually store in the field. It’s
possible, therefore, to have an entire name stored in a field that only
displays the first few characters.

Once you've set up the fields for a database and have begun entering
data, you can return to the definition screen at any time if you wish to
add a field, change the location or size of a field, delete a field, or change
the field name or type.

You can also resize the area for the body of the form by either changing
the areas set aside for the form headers and footers or by changing the size
of the body area directly. For information on how to do this, see “Setting
Up Form Headers and Footers” in this chapter.

To Add a Field
1. Make sure that the definition screen is displayed.

If necessary, use the Show Definition command on the Template menu
to display the definition screen.
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2. Move the pointer to the place in the form where you'd like the field to
begin and press the mouse hutton,

3. Drag the pointer to create the field.

Bu.ﬂddresses (08) =

£

When you release the mouse, a dialog box appears:

Select field type: {_1tabel
Enter name for field here nddress 1

Text O Picture (O Static Text
O Numeric (O Bate O Time

Click to choose the type of field

4. Enter the name for the field and choose a field type.

5. Click DK, or press Return,

Naming fields: You can't use square brackets {[ or |}, or angle brackets
{<>) in a field name.
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Setting Up a Database

To Move a Field

1. Select the field you wish to move by clicking it.

Handles appear on the corners of the field to show you've selected it.

First Home

]

i/

€ file Edit Orgonize Template Report Window

Drag the field to the desired location, and release the mouse button.

Handles indicate that this fiefd has—

been selected

2

ize a Field
Select the field you w

To Res

h to resize hy clicking it.

s handies to resize the fietd,

r

Handles appear on the corners of the field to show you've selected it.
Drag one of the field

2

1

ield

.

ToDeletea F

ing it,

warns you that data may be lost and asks you to confirm that you want to

If you have already entered information for the field, AppleWorks GS
proceed with the deletion.

Handles appear on the corners of the field to show you've selected it.

1. Selectthe field by click

2. Press Delete.

hapeer 3

C
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Enter name for field here

Click to change field type

To Change a Field Name or Type

1. Select the field you wish to change by clicking it.

Z. Choose Field Definition from the Edit menu,

A dialog box appears:

Select field type;

{ilahed

[First Nane

il

Text

(O Humeric

) Picture
) lote

) Static Text
O Time

3. Enter the new name or type for the field.

4. Glick OK, or press Return.

If you indicate that you want to change the field type for a field that

already contains data, AppleWorks GS displays a dialog box warning that
data may be lost and asks that you confirm that you want to change the
field type before proceeding.

A caution about changing field types: Be cautious when changing the
type for a field that already contains data. A field containing numeric
data can never be changed into a time or date field without losing all
the data contained in the field. Information stored as numbers, dates,

or times can be transformed into text information with no problem,

but text characters can only be changed into a date or time if they're
in a format that AppleWorks GS can recognize {“June 19, 1988,” for

example),

Databese
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Setting Up a Database

Defining Field Formats

The format of a field determines how the information stored in the field
is displayed. Each of the field types has different formatting options; most
field types, however, allow you to specify text style, alignment, display
format, and color.

File Edit Organize Template Report Mindew

R SR AT 2

5 Sucriber.t ((1]:5]
¥V oy
The Apple 116S Journal
Bold SUBSCRIBER LIST
Italics =t Nome: Joe Horgan
Aligned left fAddress:—23 Blue Sky Ln.

fity—MNuskahateheo—Stabe. M8 — Zip:H5479

Aligned right

Centerad

Border

Surrent? M Duej:m

B Neme: Tindy / Sherman

No border

Rddress: 4427 Poloce Park
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City: Boston State: Wi

Zig; 01297

Field formats affect the appearance, but not the content, of information
stored in a field. For example, the numeric value 1973.56 could be
displayed in a number of ways depending on the format of the field:

B [973.6 (general display—value rounded in order to fit in field)
B 1973.5600 {fixed display—four decimal places)

B 197356.00% (percentage display—two decimal places)

B $1973.56 (doltar display)

B |.974e +3 (scientific display—three decimal places)

In each of these cases, however, the actual value stored by the field
remains unchanged.

The formats of picture fields provide another example. For picture fields
you can specify that AppleWorks GS either crop a portion of an oversize
graphic (starting from the upper-left corner of the original} to fit in the
field or scale down the entire graphic. This cropping or scaling is for
display purposes only-—the entire graphic is still stored in the field no
matter how much is displayed on the screen.
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This graphic has been cropped to fit This graphic has been scaled tofit in
in the fisld. the field.

Another feature of field formatting in AppleWorks GS is the ability to
specify autofill fields. For text, numeric, date, and time fields, you can
have AppleWarks GS insert data automatically in the field, basing it on
the value of the same field in the previous record.

Emnouee.lnfo (08)

V4§ R
First Home Lost Wome | Wollarky &

Starting Dove [ 1276787 Starting Solary [ _§75,00000
- Su1es Region [_R§ ]

—  First Home Lost Home
Storting Dote 1/ 1/88 Starting Solary [EIE 0000 |

The autofill field format means the SolesRegion K |
value for each recard is copied from T .
the previous record First Home Last, Nome

Storting Bote [ /10787 Storting Sotory [ SZ3,00000 |
too Soles Region [ R 1

I first dome Laust Home o

The autafill format provides you with a way of specifying default values
for fields that usually stay the same from record to record. {(You can
always change the information later if you wish.)
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Click here to have field information

To Format a Text Field
1. Make sure the definition screen is displayed.

If necessaty, use the Show Definition command on the Template menu
to display the definition screen.

2. Click the field and choose Field Format from the Edit menu, or double-
click the field.

A dialog box appears:

copied from same field in previous
record

Format Texv Field— " [_] Auto Fill

r Style ——— -fAlign —————— rColor

Click to choose ons ar more text styles

Click to choose alignment of text in field

1gold Left
[T1lsolic O Center

[ Underline| | O Right

Choose color by elicking

106

B2 gorder

3. Click the appropriate seftings.

For complete information on all the style and display format options for
text fields, see “Field Format” in chapter 3, “Database Commands,” in
AppleWorks GS Reference.

4. Click OK, or press Return.
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To Format a Numeric Field
1. Make sure the definition screen is displayed.

If necessary, use the Show Definition command on the Template menu
to display the definition screen.

2. Click the field and choose Field Format from the Edit menu, or double-
click the field.

Click here to have field information
copied from same field in previous
record

Click to choose ona or more styles

Click to choose alignment of

numbers in field

Choose color by clicking

Click to choose display farmat for field

Enter number of decimal places

to display

A dialog box appears:
Format Numeric Field T hutoFill
- Style - Align = (:olorm
[CIeold (@ Laft g SRR
FHeatic O Center
] Underline} | C Right
) Border
CJCommas | picoioy
L10) Hegs. General (O Percent
L_IRed Regs. | [ ™y Fixed O Dollar
Decimals (O Scientific

3. Click the approgriate settings.

For complete information on all the style and display format options for
numeric fields, see “Field Format” in chapter 3, “Database Commands,”
in AppleWorks GS Reference.

4. Click OK, or press Return,

What's general display? The general display format allows Apple-
Works GS to display as much information as possible about a numeric
value within the limits of the field. If the entire value can be dis-
played, AppleWorks GS leaves it as is; otherwise, it rounds off as
much as necessary to fit the value into the field. Integers that ave still
too large to fit in the field are expressed using scientific notation,
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To Format a Date Field
1. Make sure the definition screen is displayed.

If necessary, use the Show Definition command on the Template menu
to display the definition screen,

2. Click the fisld and choose Field Farmat from the Edit menu, or double-
click the field.

Click here to have field information
copied from same field in previous
record

Click to choose one or more styles

Click to ehoose alignment of date

in field

Choase color by clicking

Click to choose display format for field

Click to have current date inserted

in field

A dialog box appears:

Formot Date Field [CAuteFill
- Style - Aligh ————— ¢ Color
1Bold @ Left

D Holic ) Center

[Junderline| | C) Right

=) Border
-Display

08/24/63 1 uto-Stemp
() Rug. 24, 1963 1 5how Weekday
Ofugust 24,1983 ]/

)yl

Click to have the day of the week
included with the date

108

3. Click the appropriate settings.

For complete information on all the style and display format options for
date fields, see “Field Format” in chapter 3, “Database Commands,” in
AppleWorks GS Reference.

4. Click OK, or press Return,
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Elick here to have fietd information
copied from same fisld in previcus
record

To Format a Time Field
1. Make sure the definition screen is displayed.

If necessary, use the Show Definition command on the Template menu
to display the definition screen.

2. Click the field and choose Field Format from the Edit menu, or double-
click the field.

Click to choose one or more styles

Click to choose alignment of time

A dialog box appears:
™~
Format Time Field T utoFill
r Style -Align folor
C1Bold @) Laft

in field

Chooss color by clicking

Citarie () Center
CJundertine} | O Right

[ 1Bordes
D00 ey

Click to insert current time in field

1 FIuto-Stump/,[j 24 Hour Time

Click to use 24-hour time {for
example, display 10:45 pm as 22:45)

F ol 1
1 CUNGET l

3. Glick the appropriate settings.

For complete information on all the style and display format options for
time fields, see “Field Format” in chapter 3, “Database Commands,” in

AppleWorks GS Reference.
4, Click OK, or press Return.
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To Format a Picture Field
1. Make sure the definition screen is displayed.

If necessary, use the Show Definition command on the Template menu
o display the definition screen.

2. Gfick the field and choose Field Format from the Edit menu, or double-
click the field,

A dialog box appears:

Format Pieture Field
r Style —— rDisploy ——or

Border || @Clip

Click to choose cropping or scaling O Seole
when displaying oversize graphics

Click to choose border style

3. Click the appropriate settings.

For complete information on the difference between scaling and cropping
graphics, see “Field Format” in chapter 3, “Database Commands,” in
AppleWorks GS Reference,

4, Click OK, or press Return,
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Click to choose border style

To Format a Static Text Field
1. Make sure the definition screen is displayed.

If necessary, use the Show Definition command on the Template menu
1o display the definition screen.

2. Click the field and choose Field Format from the Edit menu, or doubie-
click the field,

A dialog box appears:

Formet Static Text Field
- Style

[} 8order

Cw )

3. Ifyou don’t want the field displayed with a surrounding border, click
Border to remove the check mark.

4. Click OK, or press Return.
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Setiing Up
Field Formulas

The formula,
[1stQtri+[2ndatr]+[3rdQtr]+[4thQir],
determinas the value of the Total
Sales 1983 field

112

The ability to set up field formulas is one of the most powerful features in
the AppleWorks GS database. By defining the contents of a field with a
formula, you can have AppleWorks GS automatically insert values in the
field based on the contents of other fields.

¥ 1 1
_ i}
Quantum Leap, nc. Sales

- Preduct Home:  Pocket VCR
First Quarter Sales: $3,245,609.23
Second Quarter Soles: $1,865,412.39 |
Third Quarter Seles: $2,086,172.62 t
Fourth Quarter Sqles: $4,212 845.17
Total Sales 1989: $12 310,039.41

In the above illustration, the Total Sales 1989 field is calculated as the
total of the four quarterly sales fields. You could, however, use other
farmulas to calculate the field to produce different information:

8 ([1stQer]+[2ndQer]+[3rdQur]+f4thQer] }/52—average weekly sales for

this year
B ([IstQurl+[2ndQer]+{3edOtel+{4thQrr])/365—average daily sales for

this year

Field formutas are not limited to calculating numeric values using basic
mathematical aperations. You can, for example, create formulas using
special functions that combine text from two or more separate fields,
extract a sequence of characters from a longer string of text, or display
the day of the week based on a date. (For a complete list of functions
available in AppleWorks GS, see appendix B, “Functions and Formulas,”

in AppleWorks GGS Reference.)

In fact, you can set up formulas that refer to any other field in the
database (with the exception of picture and static text fields) so long as
the formula results in a value compatible with the field type.

Chapter 3



Use scroll bars to display additional

In other words, you can’t have a formula for a text field that results in the
calculation of a numeric vatue. (It is possible to use one of the Apple-
Works GS funcrions to convert values from one type of data into another

within a formula.)

To Enter a Field Formula

1. Make sure the definition screen is displayed.

2. Select the tield for which you wish to enter a formuia by clicking it.

3. Choose Field Formula from the Edit menu,

A dialog box appears:

items

Douhlq-cﬁck to choose field names —
to use in formula

Double-click to choose operators

to use in formula

Doubte-click to choose functions

to use in formula

You can also enter the formula by
typing it here

Edit formula for se%ted field:
Fiekds: Operations: Functions:
City fibs(
State fcost
Zip Uide Rlert(
bross:Sale: And{
Internationg fse(
Demestic Sotes 1 | il lﬁsin(
Formula:
Hinternational Solesit{Demestic Sules]
()

4. Enter the formula for the field in one of two ways:

11 Double-click the appropriate field names, operators, or functions in

the list boxes.

73 Type the formula in the entry hox. Be sure to enclose all field names

in square brackets ([ and }).

If you wish to use text characters in a formula, you must enclose the
characters in single quotation marks (*) or double quotation marks ().

5. Click Select, or press Return, to store the formula,

"

More about tunctions: For complete information about using functions
in AppleWorks GS, see appendix B, “Functions and Formulas,” in

AppleWorks GS Reference.

Database
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Setting Up Label Fields

Label fields

| S Ear— Last Nome [ WulTorkg

14

Label fields are fields that contain labeling information and do not
change from record to record. With label fields you can identify the
contents of fields on a database form in order, as well as display addi-
tional information that makes data entry simpler. You can also use label
fields to display information in the headers and footers of forms:

o File Edit Orgonize Templote Report Window

Yl (i —ee————p:
7 5 1

EHPLOYEE ERFORMRTION

Starting Date %/1/80 Starting Solary 37500000}
Soles Region [ R ]

- First tone Last ane
Storting Date | 10/12/88 ] Starting Solory [$IE.500.00 ]
SolesRegion R |

READY4RITE PRIKT SHOP

You can define label fields as either text, picture, or static text. In the
case of text label fields, the name you assign the field is displayed as the
label. You can also specify the same field format characteristics for label
fields as you can for regular data fields of similar types.

Static text and labels: At first glance, label fields and non-label fields
defined as static text fields may seem similar since they both contain
text that can’r be edited in database. The difference between the two
is this: Labels defined as static text fields are the same for every record
in the database; non-label static text fields can have different contents
for different records,

Chapter 3




Click to define field as a [abel field —

To Add a Label Field

1. Make sure that the definition screen is displayed.

2. Drag to create a field.

A dialog box appears:

For text label fields, enter the text you
want to appear for the label here

Click Text, Picture, or Static Text ——

£ Babe £ He

Select field type: &2 Label

{Address: B
@ Text (O Picture () Static Text
Oy dumerie

3. Click Lahel and the field type for the field,

If you define a field as a label field, you can't change the definition of

that field.

If you're creating a text label field, the name you assign the field appears

as the label on the database form.

4. Click OK, or press Return,

Database

Graphic labels; If you're adding a picture or static text label field, you
can insert the contents into the field by using the Clipboard or by
using the Import File command, (For information on the Import File
command, see “Using the Import File Command” in chapter 8 of this
manual or “Import File” in chapter 1 of AppleWorks GS Reference.)
The definition screen must be displayed for you to insert information
in a graphics or static text labet field.
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Setting Up Form
Headers and Footers

Form headers and footers allow you to include information at the top or
bottom of each farm when you print,

# Jile Edit Crseciza Teaplate FPesaet Wirdow E35IRESS BLERESSES

H d En] = [Pt E—————————0]
gader area— d

a ETHS RS [ IO ]

s i [T 30 1
Header tag P m i mmr pio o e ]
Label field [} BT 5T W 1 T o i ]| ]
abeliields LG LT o o | i —
Body area 3 —:3‘—“:1“ .- : 77537177 | e—
g LA FTTErT s i

Body area tag--— o EF‘—I
Footer tag r s ]

Footer area —

9l
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I | T | ]
[LEETY.711T3 | I

Unlike the body area of the form, the header area or footer areas can only
contain label fields {text, picture, or static text).

You can also use the header and footer areas as a means of controlling the
top and bottom margins of the form on the page.

To Set Up a Form Header or Footer
1. Make sure the definition sereen is displayed.

2. K necessary, scroll to the top of the form to display the header area or
scroll to the bottom of the form to display the footer area.

3. Inthe headers and footers area of the farm, create label fields
displaying the text that you want to use for headers, footers, or both,

The header or footer area of a form can only contain label fields,
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To Resize the Header or Footer Area
1. Make sure the definition screen is displayed,

2. It nacessary, scroll to the top of the form to display the header area or
scroli to the bottom of the form to display the footer area.

3. Position the pointer on the header or footer tag.

Drag to resize header

Drag to resize body area

Drag to resize footer

igla

Form e

4. Drag the tag to change the size of the header or footer area.

To remove the header, drag the tag all the way to the top of the form. To
remove the footer, drag the tag all the way to the bottom of the form.

To Resize the Body Area of the Form
1. Make sure the definition screen is displayed.

2. lnecessary, scrofl through the form until the tag for the form body is
visible.

3. Position the pointer on the tag.

4, Drag the tag to change the size of the hody area.
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Entering Data Once you've finished setting up your database, you're ready to begin
entering data, This means creating a record for each item that you want
to keep track of—a record consisting of each of the various kinds of
information that you set up your fields to capture.

To enter data, you fill in a form that is displayed on a screen just as
though you were filling in the blanks on a form printed on paper. In this
case, however, the blanks you sce on the screen are celis that store and
display the information related to a particular field for each record,

In order to enter or modify data in a cell, you must first make the cell
active by selecting it, and then type the information in the entry box at
the top of the screen:

File Edit Orgonize Templote Report Nindw -

e Empouee.lnfo (0B)
Enter data for a cell here 5
T | "e—1 e | J
— First Home Last Hame
Completed record —1_ Storting Dote 3/ 6787 _ Starting Solory [ SSTI0000 ]
Seles Region K ]
st Hone Last Hune
Starting Date /1788 Starting Solory [ SZLS0000 )
. Soles Region
Active ceff —— —
o e BT ™ —
Blank record — - StortingDate [ | StartingSolary [ ]
SatesBegion [ |

AppleWorks GS lets you enter data for a cell in a variety of ways. For
example, if you wish to enter the date “Tune 19, 1988 in a date field, alt
the following entries would be acceptable:

B 06/19/88

B 0-19-88

B 6.19.88

B June 19, 1988
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For time fields, you could use any of the following conventions:

B 3:15 (for 3:15 AM)
B 3:15pm {for 3:15 P.M.)
8 15:15 (for 3:15 P.M.)

The first time you begin entering information for a database, the form
screen displays a single blank record for you to fill out. Thereafter,
AppleWorks GS adds a blank record at the end of the set of completed
records so that you can always add a new record to the database.

What's the range for dates? Dates in AppleWorks GS must fall in the
range of January 1, 1900 to December 31, 2155. If your date falls
outside this range, you'll have to use a text field rather than a date
field to store the data.

To Enter Data

1. li the definition screen is dispiayed, choose Show Form from the
Template menu, or press G->.

You can also display the form screen by clicking the Form box at the
lower left corner of the screen.

2. Select the cell in which you wish to enter data.
3. Type the information for the cell in the entry box.

To enter data in a piceure or static text field, use the Import File com-
mand (See “Using the Import File Command” in chapter 8 of this
manual and “Impert File,” in chapter 1 of AppleWorks GS Reference.)

4. Press Return.

AppleWorks GS stores the entry, moves to the cell for the first field in
the next record, and makes that cell active,
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To Move to Different Cells After Entering Data
B To move to the first field in the next record, press Return or Enter,
B To move to the first field in the previous record, press (3 and Return.

B To move to the same field in the next record, press the Down Arrow
key.

B To move to the next field in the same record, press Tab or the Right
Arrow key.

B To move to the previous field in the same record, press C3 and Tab, or
G and the Right Arrow key.

Return key preferences: The Return Key Preferences command on the
Template menu allows you to specify which cell you want to move to
when you press Return. For more information, see “Return Key
Preferences” in chapter 3 of AppleWorks GS Reference.

To Edit Data in a Cell
1. Select the cell you wish to edit.
2. Type the new information for the cell,

You can paste information from the Clipboard into the entry box.

3. Press Return.

To Add a New Record to an Existing Database
1. Use the scroll bar to scroll to the end of the database.

AppleWorks GS always displays a blank record after the last recard
stored in the database.

2, Enter the information for the new record.
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Click here to salect record ——

To Delete Information in a Cell

1. Select the cell that contains the information you wish to delete.

2. Press Delete.

To Delete a Record

1. Select the record you wish to delete by clicking the select box in the

upper-left corner of the record.

€& File [dit Organize Template Report HWindow

2, Press Delete,

Diatabase

N Emouee.lnfo (DB ]
¥ 5 1Jil
First Home Lost Hame i
Starting Dote 1%/ 6/87 Starting Salary [ $20,00000 )
h Soles Region [_ 1]
Firsthame [ 0L | Lost Hone
Storting Date W/ 7/88 Starting Salory [_SL8500.00 |
Soles Region [__K__ 1}
—  First Hoe Lot Hane
Starting Date 6/1%/87 Starting Selory [ S23.000.00
SalesRegion R}
) First Nome Lust Hone Iy
. |
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Using the List Screen The list screen is a special version of the database form that allows you to
see information on as many records as possible.

& File [dit Orgenize Templatg._._‘nglof_t..wlfiﬂqu
us.fiddresses (DB)

16/ 16 | 10093
i LostHame | fiddress City
Peastey! 19 Colorodo Lane

Field names

Cliek to return to the form screen—

The list screen contains basically the same information as the form
screen for a database with the exception of label fields, picture fields, and
static text fields, A list displays all other fields from left to right in the
order in which you created them.

You can enter and change information using the list screen in exactly the
same way as you would with a form screen. One blank record is always
available immediately following the last record displayed.

To make entering and displaying data using the list screen easier, you can
change the widths of the fields or change the order in which the fields
are displayed on the screen. Neither of the changes affect the field layour
for the form screen.
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To Display the List Screen

& It the definition or form screen is displayed, choose Show List from the
Template menu, or press (3-<.

You can also click the List box in the lower-left corner of the form
screen.

To Enter Data in a List
1. Select the cell for which you wish to enter data.

2. Enter the data for the cell by typing in the entry hox at the top of the
screen.

3. Press Return, Enter, Tab, or one of the arrow keys to store the entry for
that cell.

To Change Field Widths in a List

1. Position the pointer on the field boundary marker in the area
containing the field headings.

The pointer changes to a double-headed arrow.

2. Drag the field houndary marker to change the width of the field,

Templote Report Window

ot FARSUTIRANI

e M ——————— @]

Drag to change the width of the field ——F—1# 1t forbetr
Ess City State 1 Entry Dotedd 2ip Fhong kK%
ing Lane Kingston, . i ... VA hr2y/es W
1%,
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To Move Fields in a List

1. Press the Option key and click the heading for the field you wish to
move,

An outline for the field appears.

2. Drag the outline to the new position on the screen.

e File [dit Orgonize Tempite Report Window

16/ 16

Drag the outling of the field
to reposition the field

124

Buresses [0B) =
=1

First Nom 1 ddress City
o "_‘;nrudo Lane i

3. Release the mouse hutton.

AppleWorks (GS inserts the field between existing fields.
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To Insert a Record in a List
1. Click the selection hox to the left of a record.
The record is selected.

2. Choose Insert Record from the Edit menu, or press (-I.

ok File FIOITY Orgonize Template Report Window

IR R =Y P ([ ————JaF
177 | Cut i}
0f Copy 4t [Codel Cost Year Reglon I}
I — Paste Wl 300051008 | ]
L tlegar = QR
Select All AR
| tdit Colors.. |
| tietd Befinition.. |

| fieldForamt..
----- ld?

Blank record will be inserted here

AppleWorks GS inserts a blank record above the selected record.

To Delete a Record in a List
1. Click the box to the left of the record you wish to delete.

2. Press Delete.
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Finding and
Replacing Text

A search for the characters ARK
will find all the records in which
those characters appear in a field

126

The Find command in the AppleWorks GS database allows you to search
through the contents of the cells in a database in order to find certain
text, Once you enter the characters you want to find, you can have
AppleWorks GS start with the first record and search through all text,
numeric, date, and time fields (picture and static text fields are not
scarched), selecting the first cell in which the specified characters occur.

& File Fdiv Orgonize Template Report Windw

=== Prdt.Inventory (0B)
20/ 20 {350
Quantity Product Code y Region
1.00:0H1 J

[TTTTTTTITT 1]

You may wish to narrow the search to characters only appearing in a
specific field or fields. If that is the case, you can select the field(s) first
and then perform the search. AppleWorks GS will only search the
selected fields for the characters.

You can search for any occurrence of the characters or only for occur-
rences where the characters form a whole word. You can also indicate

whether to distinguish between uppercase and lowercase letters.

The Replace command is similar to the Find command but allows you to
replace any text found during a search of the database.
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To Find Text

1. Choose Find from the Organize menu.

A dialog box appears:

Find Text

Type the text you wish to find

Click if you want to find whole

Find {Houseman |

words only

Cliek to distinguish between upper
case and lower case fetters

E=lWhole word [Clease sensitive

Com

2. Enter the text you wish to search for, and click any appropriate
settings for the search.

3. Ctick Find, or press Retura.

AppleWorks GS starts at the first record and searches forward for the
specificd characters.

If the characters are found, AppleWorks GS activates the cell containing
the characters and ends the search.

To Find Text Again
B Choose Find Next from the Organize menu, or press G-F.

AppleWorks GS searches for the next oceurrence of the text you
specified using the Find command.

If you selected a field before the operation, AppleWorks GS only
searches for the text in that field.

If the characters are found, AppleWorks GS activates the cell.
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To Replace Text

1. Choose Replace from the Organize menu.

A dialog box appears:

Find & Replace Text

Type the text you wish to find

Replace: | Chicago |

Type the repfacemant text

Click to distinguish between

With:  |11linois! i

[T1case sensitive Confirm chenges

uppercase and lowercase [atters

{_Replace J

Click to confirm each replacement

128

2. Enter the text to find and replace, and click any appropriate settings
for the search.

3. Click Replace, or press Return.

AppleWorks GS starts at the first record and searches forward for the
specified characters.
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If you do not click Confirm Changes, AppleWoarks GS replaces all the
cells containing the specified characters with the new information you
typed in the Replace dialog box.

If you click Confirm Changes, AppleWorks GS searches the database
until it finds the first cell containing the specified characters and then
asks if you want to replace the contents of the cell by displaying a
message in the entry box.

g file rdit}l

i mAeR

Tempiute_Report_Hindoy
Prdt.Inventory (08)
Type Y to replace, N to go to next /—t5—1 Replace contents (Y/N/0)?

' poce

to quit

i

[T

4, Type Y if you wish to replace the contents of the cell, N if you don't
want the contents replaced, or Q i you wish to quit the replace
operation.

You cannot reverse the effects of the Replace command with Undo.
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Selecting Data

130

Selecting data in the database means selecting the inforination to receive
the next action or command. You can select records or single cells using
either the form or list screen—ranges of cells and fields can be selected
on the list screen ondy.

Selected vs. active cells: In AppleWorks GS, only one cell in a
database can be active (that is, ready for data entry) at a time. When
the list screen is displayed, however, you can select more than one cell
at a time, including the cell currently active. A white border distin-
guishes the active cell from cells that are merely selected.

To Select a Cell

B Click the cell you wish to select.

To Select a Range of Cells
1. Make sure the list screen is displayed.
2. Click the cell that represents the upper-left corner of the range.

3. Pasition the pointer an the cell that represents the lower-right corner
of the range.

4. Press Shift and click.

All the cells within the defined range are selected, The upper-left cell in
the range remains the active cell.

Entering in a range: To enter information for a restricted group of cells

{one or two fields, for example), select the range first. That way, the
active cell stays within the selecred range at all times.

To Select a Field
1. Make sure the list screen is displayed.

2 Click the field heading for the field you wish to select.
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Click to select the record

Click to select the record

To Select a Record in a List

@ Click the select hox to the left of the desired record.

& File Edit Orgonize Template Report Hindow

Prdr.rwentog (EE)

15/ 15 1 upd
Quontity |Product Code

Year Region

To Select a Record in a Form

& Click the select box in the upper-ieft corner of the record.

A File Edlt Urgum

15/ 15 | ko
| Quontity [T ] Productfode [__THT__] UnitCost 39005 |
Year [0 Region [ F ]
[ 1 quantity [Z_] Product Code [__CBT ] Unit Cost [__300.05 ]
Yeor [ 1988 ] Region [~ 0 |
L] Quontity (301 Product Code [_ARE ] Unit Cost [ 52000 |
Yeor [I0BE ] Region [ R__|
B quonvity W0 ] Product Code [ WRR_] Uit Cost [ SZ0.00 ]
Yeor [1UBE ] Region [ K]
[ | quantity {25 1 Produst Lode [ CHT ] Unit Cost [_$35.05 ]
Veor [198E Region [ F ]

Unit Cost [__SL0.00 ]

[ | Quunmu [I] Product. Eudem

i =]

To Select All Records

' Choose Select All from the Edit menu, or press G3-A.
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WMatching Records

All records matching the following
conditions are selected: .
Ve ( [City]="Houston” %B [Order] >7/l/88”)

132

Matching records is a way you can select all the records that contain
information meeting special conditions. For example, if you had a
database containing a list of customers, you could use the Match Records
command to select:

B All the customers who live in a certain city
B All the customers serviced by the same sales representative
B All the customers who have not placed an order recently

You can also restrict guidelines for matching by selecting, for example, all
customers who live in a certain city and have placed an order recently.

H “ Prdtnnoru ({1]:3] EIE

Region City | “Order
H o/ /88

oo 12715787

In order to define the criteria you wish to use when marching records,
you enter a formula using the same operators and functions available for
field formulas. (See “Setting Up a Field Formula” in this chapter.)

A common use of the Match Records command would be to select a
group of records that meet certain conditions, hide all unselected records
(see “Hiding Records” in this chapter), and produce a report that just
contained the matched records.
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Use scroll bars to display additionat items

Enter mateh regerd condition:
Double-click to choose fieid names to ~—-|

use in criteria

To Match Records

1. Ghoose Match Records from the Organize menu, or press <3-M.

A dialog box appears:

\\

Double-click to choose operators to use
in defining criteria

Double-¢lick to choose functions

to use in defining criteria

You ¢an also enter the match
conditions by typing it here

Fieids: Operotions: Functions:

First Home & 7 fbs(

Last Home <1 [* Reos(

Street ¥ fliert(

City / find(

Stote Bt Rse(

Zip fode {,17 Rsin(

Condition:

[itity)="Denver" H

2. Enter the criteria for matching in one of two ways:

0 Double-click the appropriate field names, operators, or functions in
the list boxes

O Type the criteria in the entry box. Be sure to enclose all field names in
square brackets (f and ]}.

If you wish to use text characters in criteria, you must enclose the
characters in single quotation marks {*) or double quotation marks (“).

3 Click Select, or press Return, to begin the operation.
AppleWorks GS starts at the first record and selects all records contain-

ing information that matches the criteria you entered.

More about functions: For complete information about using functions
in AppleWorks GS, see appendix B, “Functions and Formulas” in
AppleWorks GS Reference.
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Hiding Records

Indicates number of records
displayed out of the total number of
records in the database

Hidden records remain in the -~
database but aren’t displayed on the
screen and don't appear in reports

134

In AppleWorks GS, database records must be displayed in order to be
available for reporting, find/replace operations, matching, or sorting, The
purpose of the Hide Selected Records and Hide Unselected Records
commands is to keep one or more records from being displayed without

losing the information they conrain.

You can use the Hide commands to create subsets of records for special
purposes, such as reports based on a particular group of records. You can
also hide records in order to make a large database easier to work with.

duct Code

Region

tity v

TTITTTTI I ]

Form

LTI

14O R bR R

S S,

Houston,

ouston...
ouston

PTI98 04134

LT

on Francisdty

Hiding a record is different than deleting a record permanently. Hiding a
record only makes the record unavailable on a temporary basis. Apple-
Works GS always keeps track of both hidden and unhidden records—you
can use the Save and Save As commands with records hidden without

having to worry about losing any data,

To bring all hidden records back into view at any time, use the Show All
Records command.

If you want to create a new database document containing the unhidden

records only, you must use the Save As command (discussed in chapter 3,

“Database Commands,” in AppleWorks GS Reference) to save the docu-
ment under a new name. {That way, you still maintain a capy of the
original database document under the old name.) Open the new docu-
ment and delete the records you wish to discard permanently.
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To Hide Selected Records
1. Select the record or records you wish to hide.
You can select records using either the form screen or the list screen.

To select more than one record, press Shift when clicking the select box
of the records.

2. Choose Hide Selected Records from the Organize menu, or press G-[.

AppleWorks GS hides all selected records and makes them unavailable
for reporting, find/replace, matching, or sorting operations.

To Hide Unselected Records
1. Setectthe record or records you wish to keep displayed.
You can select records using either the form screen or the list screen.

2. Choose Hide Unselected Records from the Organize menu, or press
G-,

AppleWorks GS hides all unselected records and makes them

unavailable for reporting, find/replace, matching, or sorting operations.

To Display All Records
B Choose Show All Records from the Organize menu, or press (3-R,

AppleWorks GS displays all records for that database.
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Marking Fields

Marked fields remain in the

Marking affects fields in the same way that hiding affects records—it
prevents a field from being displayed, thus making the field unavailable
for reporting, findfreplace operations, and so on.

Marked fields are also similar to hidden records in that the information
about them is still stored in the database and can be redisplayed at any
time.

Marking fields is a useful feature in situations like personnel records
where certain fields (salary, for example) are more sensitive than others:

19/ 15 50,

Shipping Region

00

database but aren't displayed on the
screen and don't appear in reports
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.........................

Johpson

To specify ficlds as marked or unmarked involves the use of three

commands.

B The Mark command indicates that the selected field is marked and
not normally displayed.

B The Display Marked Fields command displays ail marked fields so that
they can be unmarked. Marked fields are displayed with a light
shading ro distinguish them from unmarked fields. (If you are using a
color monitor, marked fields are displayed with a yellow tint.)

B The Unmark Command removes the mark from rthe selected field and
displays the field normally.
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As in the case of hidden records, if you want to create a new database
based on the unmarked fields only, you should use the Save As command
{as discussed in chapter 3, "Database Commands,” in AppleWorks GS
Reference) and save the document under a new name before removing the
records permanently.

To Mark Fields

1. Make sure either the definition screen or the list screen Is displayed.
2. Selectthe field or fields you wish to mark.
3. Choose Mark Fields from the Organize menu.

AppleWorks GS marks the selected fields and turns off their display.

To Unmark Fields
1. Make sure either the definition screen or the list screen is displayed.
2. Choose Display Marked Fields from the Organize menu,

AppleWorks GS displays all marked fields (using a light shading or a
yellow tint to distinguish them from unmarked fields) and places a check
mark atongside the Display Marked Fields command on the Organize
men.

3. Select the field or fields you wish te unmark.
4. Choose Unmark Fields from the Organize menu.
AppleWorks GS unmarks all selected fields.

5. To turn the dispiay of marked fields off, choose Display Marked Fields
from the Organize menu again.

AppleWorks GS no longer displays the marked fields and removes the
check mark alongside the Display Marked Fields command.
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Sorting Records The ability to sort records on the basis of the contents of a field {or
fields) is one of the most powerful features of any database. With sorting
you can enter records in any order and still be able to create displays and
reports organized in a useful way:

B Sort addresses in a mailing list by zip codes.

# Sort records in a personnel file by department code.
B Sort customers in a customer list by region and then by last name.

With AppleWorks (GS, you can sort a database by one or more fields.
These sort fields determine not only the order in which the records are
displayed, but where breaks for subtotals can appear in a report created
with the AppleWorks GS reporting function. {See “Creating Database
Reports” in this chapter.)

ek File FEdit Orgopize Templote Report Mindow

5 Hoiling.Labels (IB) e P

KT
All customer records are —|- Region nst Hoge | First Home Street City Stal{}
sorted by the Region field W Godkin _..1Sem . ... il760SouthSt. ﬂem;ler B

(the primary sort level) ibbins . .John 3799 Middle Lane il

Within each region, records are
sorted by the Last Name field {the
sacondary sort level)

[T IITITT]

Constantine!Goil "

All types of fields (other than picture fields and static text fields) can be
sorted as follows: text fields in alphabetical order; numeric fields in
numeric order; date and time fields in chronological order. You can also
define a sort order by having AppleWorks GS sort fields in either ascend-
ing (A toZ, 0to9) or descending (Z to A, 9 to 0} order.
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Dimmed fields can’t be sorted
Click to choose field to sort on

To Sort Records
1. Choose Sort from the Organize menu,

A dialog box appears:

Click to movye field to sort hox

Select field(s) to be sorted:
Fields: Sort on; )
ddrizss I 4..0|Raount Due I

—2 f..2|Last Home

A.2|fddress

Scroll list to see more fields

&= in.2fzio 8

Click to change sort order

2. Click the first field you wish to sort on,
3. Click the right arrow to move the field name into the Sort on list box.

The ficld name appears in the Sort on list box along with an indication
of the sort order for that field,

You can also move field names into the Sort on list box by double-
clicking.

4. If you wish, click the sort order of the field to change the arder.

5. If you wish to sort on more than one field, move the names of the other
fields into the Sort on list box.

The order in which the field names appear in the sort list box determines
how the database is to be sorted. The first field in the list represents the
primary sort level, the second field in the list represents the secondary
sort level, and so on.

6. Click Sort, ar press Return.

AppleWorks GS sorts the database in the order you specified.
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Using Templates

A template is the information in the darabase document that defines the
environment of the darabase—how the fields are laid out, how the
records are sorted, the appearance of the reports, and so on. Think of a
template as a set consisting of one form screen, one list screen, and one
report definition—the set you've developed in order to enter, modify, or
access the information in the database decument for a particular purpose.

Every AppleWorks GS database document includes one, and only one,
template at any given rime. You can, however, save a copy of template
information in its own file separate from the original database document.
What's more, you can use these different template files with an existing
database document (so long as the fields in the template are compatible
with the fields in the existing document).

This kind of flexibility means you can develop multiple templates for the
same database document. For example, each different template file could
contain specifications for a different type of report or a different set of

marked ficlds,

You could also develop a single template file to usc with many different
database documents (provided, of course, that the documents all include
the same fields).

To Save a Template Separately
1. Choose Save Template from the Template menu,

A dialog box appears:

/Hisc.Files/

Free: 752k aut of BOOK. (Wj Click to change disks
£ Busfiddresses 3] (Hew Folder

£ Client. Ronbers

List of template fites in current disk
or folder

Type template file name

Lt Cobiist fingles
% Fiador Bote

( Bpen )
1 Gaimas it Sen (__Clese )
£ Gomes ubomed  [TF

Sove Template as ... @ Save D
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Click here to display templates on a

2. Type the nams for the template fite in the entry box, and press Return.

AppleWorks GS saves a copy of the current template in a file using the

file name you entered.

To Open a Template File

1. Choose Open Template from the Template menu.

A dialog box appears:

Open which templote ...
/MiscFiles/

different disk

List of available templates in current
disk or folder

[ Customers.De.Po
[ Customers Rprt
3 Invoice.Cod

[ Invoice.Paid
[ Invoice.Po
[ Hailing.Labels

[ Shipping.Region

B Eustomers e

Eipspy

{ Congel )

2. Double-click the name of the template file you wish to use with the

datahase document.

Compatible fields: AppleWorks GS allows you to open a template file
for a database document only if all the fields included in the template
are already present in the existing database document. Template and
database fields must have the same field names and must be defined as
the same field types. If there are fields in the database document that
are not present in the template, AppleWarks GS marks the fields and

turns off theit display.
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Creating Database Reports

Setting Up a Report

Reporting is a basic function of any database application. With Apple-
Works GS, you can create very simple reports just by using the Print
command to print a database document with the following results:

B If the definition screen is displayed, you can print out the definition
for the form.

B If the form screen is displayed, you can produce sets of data for each
record using the same layout as the field layout of the form.

B If the list screen is displayed, you can produce a report showing the
information in the database in a simple columnar format.

[t's more likely, however, that you'll want to take advantage of the
special subtotalling functions available in the database in order to
produce reports that can include such calculations as subtotals, averages,
or minimum and maximum values.

Report header The Leareing Li3, In¢. Seaasber Rrpurt Page 1
Use spacial column headings for foom Coms Proscaest  BStedemts Sost/Persen
ae , . .
additional information ‘;5{';3"’ "’%"13?»53! i gggg
4 mf tory Pegehalegy smu i 1
T A 11+ 1 %ﬁ
, 5555?"“ ST n e L Count number of items for
L Bybp0ge $6EET
Catculate average vatue for levld fean ﬁ this break
Calculate maximum vaiue for fiald e bmesi Tat A—— i
Loasy eruﬁ Travel Ageats ecupctfoaa .
Calculate subtotals out) Bepirtin alf ceuaatleaq 16l
mrm? fen lfnmlu cem CEr) . §
At RaL ma flh‘! Suget|eha |
[l a& ; 'mm ml i
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.i[.'fe?fm ! és et
%LU 1
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In setting up a report, you tell AppleWorks GS which subtotalting
functions you want to use within the report and how you want the report
headers, report footers, and column headings to appear. You can also
have AppleWorks GS produce a summary version of the report in which
only lines containing subtotals or grand totals appear.

Use the st screen to determine the contents and arrangement of records
in the current template. AppleWorks GS can only include ten fields in
any report, so make sure that the first ten fields displayed on the screen
(from left to right) are the ones you want in the report. If you wish, you
can move fields in order to make sure that the ones you want will be
included. Or, you can mark unwanted fields so that they don't appear in
the report. (You may also want to hide any records that you don’t want in
the report.)

The way in which you've sorted the records also affects the contents of
your report. Sorting determines not only the order in which the records
appear in the report, but where breaks for subtotals can appear. In
AppleWorks GS, a subtotalling break can only take place whenever the
vatue in a sorted field changes.

Changes in the value of this field

...resultin breaks for subtotals
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If more than one field is sorted in a database, you must designate which
field should be used to determine report breaks. Breaks will appear when
the value in the designated field, or any sorted field with a higher sort
level than the designated field, changes. (See “Sorting Records” in this
chapter.)

For example, let's assume that you've sorted a database of customer
records by region code and then by the customer's last name.

ast Home | First Hoae Street
South 5t.

CTCLLLLLITLLI

Constantineiboil

If you use the field containing the customer’s last name to determine
report breaks, a break for subtotals will occur in the report each time
either the region code or the customer's last name changes.

Onee you've set up a report for a database, the report definition informa-
tion becomes part of the current template, That means you can create as
many different reports as you wish for each database document, storing
each report definition with a different template file.
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Click to display fields with higher

sott level

Click to choose field to assign
column heading or calculating B
function

Enter column heading for field here

To Set Up a Report

1. Display the list screen and verify that the information for the database
is arranged and sorted the way you want for the report.

2. Choose Format from the Report menu.

A dialog box appears:

Identifies sorted fiald that controls
\ subtotalling breaks for report

Report Format
{+ Subtotal Break After:

o (it [

Click to choose subtotalling function

Click to display fields with lower

sort level

Column Heading: |Amount Owed / |
Functions
B2 Average Clcount C 1 Kinimum
[ Hoximum 15um [15td. Dev.

3. lf you wish, enter the following information for the report:

O To use a different column heading for a field, click the name of the
field in the list box and type the new heading in the entry box.

0 To indicate a calculating function for a field, click the name of the
field in the list box and click the appropriate box.

O To chaose another sort level for subtotalling breaks, click the up or
down arrows until the sorted field you want is displayed.

4. Click OK, or press Return.

AppleWorks GS stores the information for the report and returns to the
document window.
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Click to choose one or more styles

To Set Up a Report Heajder or Footer
1. Choose Header or Footer from the Report menu.

A dialog box appears. (The header and footer dialog boxes ask for
identical information.)

for title text

Click to print date in left corner of

header or footer

Cliek to print page number in right
corner of header or footer

Type title text to appear centered in
header or footer

146

Ny
Header Format \
- Display - Title
{_1Date {1 Bold
] Page Rumbers [ talic
Jlinderline

Title Text:

I |

2. Complete the information for the header/footer.
3. Glick OK, or press Return
Date formats: The format of the date that is printed in the report

header or footer is determined by the settings on the Apple 11GS
Control Panel.

To Set Up a Summary Report
# Choose Summary Only from the Report menu.

A check mark appears next to the command on the menu. To turn the
command off, choose Summary Only again, and the check mark disap-
pears.
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Creating a Heport

AppleWorks GS creates a report by making the necessary calculations,
then opening a word processing window and creating a word processing
document that contains the report. This gives you the opportunity to use
the powerful editing tools in the word processing application to polish
the report before sending it to the printer.

Arole 1165 Journal Subscribers

i) Agunl Region
Sam Godkin 1760 South St Genver 00 o712 637 WA
John  Ridbing  3790iiddlelsne lasVeges WV 60935 1837 MR

Surh §12.74

Jidy  Hervey  4dTimesiill ML Vernon OH 42380 §2550 i
Horold  Hermen  B42RarrisDrive KansesCiy KS 30001 $637 W

To Create a Report
B Ghoose Create Report from the Report menu.

AppleWorks GS creates the report defined in the template, opens a word
processing window, and places the repott in the window as an unsaved
document,
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Producing Mailing
Labels

148

One of the most commonly requested features of any database is the
ability to create sets of mailing labels based on the information already
stored for another purpose.
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The graphic interface of AppleWorks GS greatly simplifies setting up
mailing labels by allowing you to see on the screen exactly how the labels
will be printed.

Let’s assume that you've created a customer database from which you
wish to generate a set of mailing labels to print out continuous one-up
mailing labels on an ImageWriter printer. There are a number of ways of
accomplishing this, and the following procedure is one example.

To Produce Mailing Labels
1. Setup the tields for mailing labels.

Most likely you have already captured all the information you need to
preduce mailing labels—name, address, city, state, zip codes, and so on.
There may be other fields, however, that are neither necessary nor
desirable to include on mailing labels—credit limits, for example. Use
the Mark Fields command on the Organize menu to mark and hide all
the fields that you don't want to appear on the mailing labels.

It's possible that the fields containing the information you want to use
don't make that information accessible in a convenient form. For
example, you may have separate fields for the customer’s first name and
last name, when you really want to print out the information as a single
name. Or you have captured city, state, and zip code information in
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separate fields when you want to print the name of the city followed by a
comma, the state name followed by two spaces, and the zip code.

If that's the case, you can mark the existing name and address fields and
use the CONCAT function to create two new fields with the following
field formulas (where b represents a blank space):

B A new name field—CONCAT ([First Name],"h",[Last Name])
B A new address field—CONCAT([City],“ b",[State],"bb" [Zip Code])

2. Change the page setup.

Assuming that you're using an ImageWriter to print continuous mailing
labels, use the Page Setup command to specify:

B Condensed sizing (the default setting for database documents)
B No gaps between pages

3. Lay out the mailing labels.

Measure your labels from the top of one label to the top of the next. Use
the ruler on the left side of the definition screen to create a record area
the same depth as the mailing fabel and place the fields fush with the
left margin.

1rst fame ust Nome
treet

LIty lfatatel[ Zip Lode
1
2
3
T} G
Form 4]

If you had any form headers or form footers, delete the label fields and
resize the header or footer areas so they don’t appear on the form.
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4. Format the mailing labels,

Specify the format in which you want the information to appear:

B Left-aligned fields
B No borders

B Multiple records per page {Use the Display Preferences command on
the Template menu to change this setting if necessary)

5. Display the form screen to verify that the records are formatted as you
want them:

& File Edit Orgonize Template Report Window

ED@ Mmhng tubel 5 (DB)
30/ 3 1§
L 1 Cindy  Sherman {3
4427 Polace Park
Boston WR 0297
Hr™ Godkin
1760 South 5¢.
Denver M1} §7112
L | Barry  Teague
2081, 83th
Hew York WY i00i7
L5 Larry  Wilson
4771 Belmant
Selden Ny 10782

You'll also want to verify that the records are sorted in an appropriate
order, For example, you would want to have your records already sorted
by zip code if you were producing labels for bulk mailing.

6. Save as a new template.

Use the Save Template command on the Template menu to save your
changes to the document as a new template. That way yo'll be able to
continue using the same database records for both your current customer
lists and your mailing labels.
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To Print Mailing Labels

1. Testfor the correct alignment of the labels by selecting a small
number of records in your document and hiding the rest.

2. Print the test labels and check for proper alignment,
3. Wnecessary, adjust the alignment of the forms in the printer.

4. Use the Show All Records command on the Organize menu to display
all the records and produce the rest of the labels.
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Abeut This Chapter

Spreadsheet

Spreadsheets are for number-crunching. Whether it’s balancing a
checkbook or developing sales projects for the next fiscal year, the
AppleWorks GS spreadsheet provides you with the power and flexibility
to enter data, set up formulas, and calculate the results in a way that
makes sense for your needs.

To help you see the results of your calculations, you'll be able to print out
your spreadsheet or use its results to produce a wide range of charts and

graphs.

In this chapter you'lt learn the basics of using the spreadsheet applica-
tion:

B Using the spreadsheet
B Reporting spreadsheet information

Spreadsheet 155



Spreadsheet Overview

All spreadsheets start out as a grid of rows and columns, The cells formed by the intersections of rows and
columns contain the information for the spreadsheet. Each cell is identified by a set of unique coordinates
formed by the letter of the column and the number of the row.

See “Entering Labels and Vialues” in this chapter.
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You can enter two types of information in a spreadsheet cell: values and tabels. Values are numeric informa-
tion that can be used in calculations. Labels are usually letters or characters that help identify the informa-
tion in a spreadsheet.

See “Entering Labels and Values” in this chapter,
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Some cells in a spreadsheet can contain formulas for caleulating values, Depending on how you set up the
formula, you can have a cell change its value automatically based on changes in other parts of the spreadsheet.

See “Entering Formulas™ in this chapter.
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Formulas in cells can refer to other cells. If the values of these cells change, the formula produces different
results,

See “Entering Formulas” in this chapter.
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Spreadsheet Overview

You can change the formats of cells to display the informartion the way you want it to appear.

See “Formatting” in this chapter. Add dollar signs and commas
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Use bold text for emphasis

Sorting allows you to rearrange parts of 4 spreadsheet in a special order.

See “Arranging Spreadsheet Information” in this chapter.
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AppleWorks GS lets you print out spreadsheets sideways-—a big plus if you're working with large spreadsheets.

See “Printing a Spreadsheet” in this chapter.
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To see the results of your calculations, use the charting function to create easy-to-understand graphs and
charts.

See “Creating a Chart” in this chapter,
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Using Spreadsheet

Starting Spreadsheet You can start the spreadsheet application by either starting a new
spreadsheet decument or by opening an existing document.

To Open a New Document
1. Choose New from the File menu, or press G-N.

A dialog box appears:

Selact type of new file...

Spreadsheet icon %

2. Double-click the spreadsheet icon to open the application.

AppleWarks GS opens an untitled spreadsheet document,
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Column headings

To Open an Existing Spreadsheet Document

1. Choose Dpen from the File menu, or press (3-0.

A dialog box appears:
Openwhich file ., A1t Aopletorks 65 Files
B ) i ' 3
fis & g
fdorks.Files/
%Bucﬂ;et.s!ept’..B 1 [ Disk )
Chess.Files.Com R
aesggn.cuug.a [ Open ]
[EoMoiling. -
%Eews.heﬁ;teﬁ.n (Cfloze )
BQuotes.tiorks R
4 Resume Kevin (I)
3¢ Theme.Dscar W, £ (Caneel )

2. Choose the document to open by double-clicking it.

AppleWarks GS opens that document.

To display only the available spreadsheet documents, click the spread-
sheet icon at the top of the box.
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ndrews, H.

Row headings

Each cell contains spreadsheet data
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Using Spreadsheet

Entering Labels and The cells in the AppleWorks GS spreadsheet store two basic types of
Values information: labels and values.

A label is text that identifies a portion of a spreadsheet (for example, a
row or a column) or the entire spreadsheet, Labels make it easier for you
or someone else to understand the Information stored by the spreadsheet.

A value can be a positive or negative number. If you wish, you can enter
very large, ot very small, values using scientific notation,

Label as spreadsheet title i |
15 [] g C_ [ o [ ¢ f i}
| I TRACE AHOURTS OF COHHAH HETALS

Labals as column headings E Geld i Silver : Copper rea Hates.......

. - G- 33e- 1078

| 5 4fe-h 37e- 10,07 14
i 02083 7.80e-15 In0ZR Z
. 7 o0 Bhe- InQL@IO7K &
Labels as row headings a0e-1 00e-1 in0Z§) 77#
e 3.30e-4 10,028 g?
0 Ade-i1 9 .60e-1 in, .'s T3
1 50- Sle- ill 2 ;gl
Ble-7 17 5e-11 B~ n0c@2AIK, 1

i 0e-3s T g de-11 FIHIH 0. 13

f
Values {expressed in Labels as explanatory text
scientific notation)

Both labels and values can be the result of a calculation performed by a
formula you entered in the cell, For information about cell formulas, see
“Entering Formulas” in this chapter,

When you enter information in a cell, AppleWorks GS assumes that
every cell entry that starts with a letter is intended as a label and will
only consider that cell when performing calculations that involve text
characters.

If you start an entry with a number or symbol, AppleWorks GS assumes ]
you want to enter a value and will only consider that cell when peform- .
ing calculations that involve numeric values.
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Type information for cell here )
fil A B L 1] E F {r

If you wish to use a number or a symbol in a label, begin the entry with a
single (') or double {") quotation mark, If you wish to start your label
with a quotation mark, begin the entry with two single or two double
quotation marks,

To Enter a Label
1. Select a cell by clicking it.
2. Type the information for the label.

AppleWorks GS automatically selects the insertion point in the entry
box above the spreadsheet as soon as you begin typing.

C.Lenter 1:C.Conter 2:E.Conter 31 C.Center i i Totul

i
] an. . i$133608.00 1 SOTTRT B0 L(diade0n 003
: eh.. 1413560700 1 $53208.00  (s11355,00%

nnﬁmmummun

3. Pross Return,

Displaying labels: If the information for the label exceeds the cell
width, AppleWorks GS allows the label to overflow into adjacent
cells, provided they are blank. Even if AppleWorks GS can’t display
the full label on the spreadsheet, the entry box contains the full text
for the label, up to 255 characters.
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To Enter a Value
1. Select a cell by clicking it.
2. Type the information for the value.

AppleWorks GS automatically selects the insertion point in the entry
box above the spreadsheet as soon as you begin typing.

All values must begin with either 2 number or a symbol.

3. Press Return.

if the value doesn'tfit: If you enter a value that cannot be displayed
within the current cell width, AppleWorks GS displays two number
signs (##) in the cell. Don’t worry; the value is still stored for the
cell—select the cell, and the correct value appears in the entry box.

file Edit Formot fOptions Dote Mindow

Spreadsheet still stores complete
value even if it can't be displayed in
the cell

164

Revenue. 1987 (55 e
“-%L_zrunsms |
1S A B [ C ] £ f IR
1 E.Center 1:C Center 2:C.Conter 3 i L Center U ! Total |
- Honsh i ... . e
lon... :$:
y Feb §
- Apr
WMoy
...... Jun.....i5
fug.....:3
01580t
[

To Change the Contents of a Cell

1. Select a cell by clicking it.
2. Type the new value or label for the cell in the entry box.

3. Press Return to change the existing value or label.
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To Delete a Label or Value

1. Select the cell or range of cells that contain the information you want

to delete.

2. Press Delete.

To Enter a Value in Scientific Notation

1. Select a cell by clicking it.

2. Enter an integer or decimal number (the mantissa).

3. Type the letter E.

4. Type the integer representing an exponent of ten.

To enter values less than one, indicate a negative integer for the expo-

nent by typing a minus sign.

& file [dit formot Options Data Window

0

Solar.Hosses (SS)

1200000000000

B L

This value represents 1,28 x 10'%
or 1,280,000,000,000

Jugdraont 000

Using scientific notation: Although you can enter any value using
scientific notation, how that value is displayed depends on the format
of the cell. For more information, see “Formatting” in this chapter,
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Entering Formulas

Total expenses for sach quarter

Simply entering information in rows and columns may not seem very
exciting. What makes spreadsheets such powerful and versatile tools is
their ability to perform complex calculations based on information that
can be easily changed.

Spreadsheets thus make it possible to set up and perform calculations that
allow you to view the same basic data in many different ways.

Expenses.1988 (§5)

T ] f
Quarter 2nd:Quarter 3rdiQuarter Ythifenr
ns* 0 45350071 41

I SN,

e

Jon 380

N L R

4000050 Totel Vear Expense:

$32,280.00

Average monthly expenses

Total expenses for antire year
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To perform calculations with a spreadsheet, you define the contents of
one cell with a formula that refers to values or labels appearing in
another cell, or a range of cells. Formulas can be as simple as merely
copying the contents of one cell into another, or they can be extremely
complex, referring to an entire range of cells—each cell in the range, in
turn, being the result of a complex calculation involving still other cell
references.

In order to refer to a cell, you must be able to identify and distinguish it
from all other cells. In AppleWorks GS, each spreadsheet cell is identi-
fied by a unique set of coordinates based on the cell’s row and column.
Rows are numbered from top to bottom, 1 through 9999. Columns are
labeled left to right using letters: A, B, C, and so on for the first 26 col-
umns, followed by AA, AB, AC, all the way to 77.
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file Edit format Options Dota Window

(Quotes Works (55)
Column letters I }
f 1

Colt A1 Al : ; - ' : : g

:
Row numbers

g

3
Cell E10

This formula always refers to the
call occupying the same position
relative to C3

There are two different ways to refer to a cell in an AppleWorks GS cell
formula: relative references and absolute references.

Relative references refer to cells that occupy locations relative o the cell
containing the formula, For example, you may wish a cel to always refer
to the cell immediately to its right, no matter if the two cells are Al and
Bl or C5 and D3. If you copy a cell containing a relative reference, the
references are automatically adjusted to reflect the new location of the
cell.

Entertain i $2,903.
Business
0 ilnsurance

;. 38,818.00
3 Ave. Honthin Exnense; $7,83030 Total Vaor Bxnense: | 837005001
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This formula contains an ahsolute
reference to Fi3

168

Absolute references indicate a fixed rather than relative location in the
spreadshect. For example, you may wish a cell to always refer to the value
contained in F13, even if the cell containing the formula is subsequently
copied to a new location.

i3

! (= LI By

e

Aside from the normal arithmetical functions you would expect to use in
formulas (addition, subtraction, multiplication, and division}, Apple-
Works GS provides a rich set of specialized functions for use in business
or scientific formulas. For example, you can define a cell to:

B Display today’s date
Calculate the standard deviation for a range of values

B Display a value based on the evaluation of an expression using the
logical operators AND, OR, and IF

More about functions: For a complete description of the spreadsheet
functions available in AppleWorks GS, see appendix B, “Functions
and Formulas,” in AppleWorks GS Reference.
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Enter this formula...

...to get this result

Once you've set up your formulas, you can see that AppleWorks GS uses
an intelligent recalculation that only recalculates the results of a formula
if the celis the formula refers to have changed.

You can have AppleWorks GS recalculate the spreadsheet each time a
cell’s contents change, or you can turn the automatic calculation feature
off and only perform recalculations when you specify.

You can also have AppleWorks GS protect a celi to prevent its contents
from being accidentally overwritten.

To Enter a Formula

1. Select a cell by clicking it.

2. Type an equal sign (=) in the entry box.
3. Type the formula for the cell,

é file Edit format  Options Doto Window

: prers 1988 (SS)

=E2+E34EU4EI+EBHEDHER4EQ ¥
441 ] B C 1 1
i Quarter 1t Qgg,r,;er 2ndi0uarter 3rd ﬂuurter Uthi¥eq
Loy CUUSRIR00 4RO 8RR a0 $1 0570
Rent §1,300.00 1 $1,350.00 § 1,350, $1.350.00
4 {Food 26300 ¢ §682.00 183, $627.00
3 JUkilities i, . $438.001.,. $389.00 5 8373, 1.420.00
8 [Schook i . $698.00% & $781.00 5836, 386,00

hly Expense

4. Press Return.
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170

To Enter a Relative Cell Reference

. Sefect a cell by clicking it.

. Type an equal sign (=), followed by the formula for the cell.

. To enter a reference to a cell in the formula in one of two ways:

Type the coordinates of the cell
Click the cell you want to refer to

B O [0 @wW N =

. When you have finished entering the formufa, press Return.

Circular references: A circular reference occurs when a cell's formula
contains a reference ta itself, This can happen indirectly: for example,
the formula in Al depends on the contents of A2, which depends on
the contents of A3, which depends on the contents of Al. Apple-
Works GS allows you to store a formula that contains a circular
reference, but displays the label “Circ” in the cell, as well as every cell
that refers to the cell containing the circular reference. When you
modify the formula to remove the circular reference, the label disap-
pears, and the cell is displayed normally.

To Enter an Absolute Cell Reference
1. Selecta cell by clicking it.
2. Type an equal sign, followed by the formula for the cell,

3. To enter an absolute reference to a cell, type a dollar sign {$) preced-
ing sach coordirate of the cell.

For example, to enter an absolute reference to the cell Bl, type “$B$1".

4. When you have finished entering the formula, press Return,

Combining absolute and relative references: AppleWorks GS allows
you to refer to cells using both a relative and an absolute reference.
For example, a reference to A$1 contains a relative reference to
column A, and an absolute reference to row 1. By contrast, a reference
to $A1 contains an absolute reference to column A, and a relative
reference to row 1.
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Select these cells to define the
range in the formula

To Enter a Reference to a Range of Cells

1. Select a ceil by clicking it.

2. Type an equal sign (=), followed by the formula fer the cell.

3. Begin areference to a range of cells by typing an open parenthesis.

4. Enter the range of cells in one of two ways:

00 Type the coordinates of the first cell in the range, followed by two
periads (..}, followed by the coordinates of the last cell in the range.

[0 Drag to select all the cells in the range.

kollins b,
faly, .
Loy { 13
: .58
k 3 Bui.

—
=

5. End the reference by typing a closed parenthesis.

6. Whan you have finished entering the formula, press Return.
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Select function to use in formula
by double-clicking or by clicking
the name and clicking Add

Scroll list to see available

To Use the List Functions Command

1. Select a cell by clicking it.

2. Type an equal sign (=) to indicate that the cell contains a formula.
3. Choose List Functions from the Options menu, or press G-L.

A dialog box appears:

Select function to add:

functions and operators

Click to close dialog box

172

4. Add the function to the formula by double-clicking its name.

You can also add a function by clicking its name and clicking Add or
pressing Return.,

5. When you have finished adding functions to the formula, click Close.
More about functions: For a complete description of the spreadsheet

functions available in AppleWorks GS, see appendix B, “Functions
and Formulas,” in AppleWorks GS Reference.

To Protect a Cell from Changes
1. Select the cell or range of cells you wish to protect.
2. Choose Protect from the Data menu, or press G-*.

To remove the protection of a cell (or range of cells), select the celt and
choose Protect from the Data menu to remove the check mark next to
the command.
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To View Formulas
B Choeose View Formulas from the Options menu.

AppleWorks GS displays the formulas for afl the cells in the spreadsheet:

& File Edit Format Options Uwinduw
Expenses.1988 (§5)

C 11 E I}
1 4 Quarter 2odilyarter 3rd Quorter WthiYenr Totals F ¥
£537.007F $1,257.00 =Sun(B2. E} P
3 $1,350.00
[T
- |
!
Busiress, 1 ... 23300 S06.00 1" 47600
Insurange s ... $8
0
§.Tatals;
3_ifve, Hant ..Total Vear Bpensel =in(i2.00; f

To return to the normal display, choose View Data from the Options
menu,

To Turn Automatic Calculation Off
B Choose Manual Calculation from the Options menu.

To turn automatic calculation back on, choose Auto Calculation from
the Options menu,

To Recalculate the Spreadsheet Manually

B Choose Recalculate from the Options menu, or press G-=,
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Selecting

Enter coordinates of celf

174

Selecting cells in the spreadsheet indicates which cells are to be affected
by the next action or command.

To Select a Celi
A Click the cell.

To Find and Select a Cell

1. Choose Go To from the Data menu, or press G3-G.

A dialog box appears:

Go tocell

( Cancel ) (! 0K ﬂ

2. Enter the coordinates of the cell you wish to find.

3. Press Return.

To Select an Entire Column of Cells

B Click the column heading at the top of the spreadsheet.
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To Select an Entire Row of Cells
@ Click the row heading to the left of the spreadsheet.

To Select a Range of Cells

B Drag across the cells you wish to select.

@ File [dit formot Options Doto Window

e I penses. 988 (88 s
13 f B | £ 1] [ 3 L &
I Quorser 1st iQuarter 2nd:Quarter 3rd Quarter Uthi¥eer Total:
2 Jter.. .1 %h38 g185.00: 833200 207.00
Rent, ....5. 81350.00: $1350.00; $1 350
Drag to select these cells L. toed i 309; 8900 b
5 Jiilities i Su38 00 1 S38 g 28
b__lschaol . ! {8100 0. : '
neertaln | §2,563.00°% 43,600,007 47 780 00+ §5,187 00"
8  jBusiness £33, g0 )
g fisurance $00000 % 800.00 § 4

O.Totals:i $7300.00F S8 8100071 &7 750,007 80600
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To Select All the Active Cells in a Spreadsheet
& Choose Select All from the Edit menu, or press (3-A.

Select all; In the spreadsheet application, the Select All command
ignores empty portions of the spreadsheet and only selects the range
that includes all cells containing information.
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Arranging Spreadsheet
Information

Click this cell to paste cells here

176

AppleWorks GS provides a number of techniques for rearranging
information entered in a spreadsheet:

B Move information using the Clipboard.
Move information with the Move command.
Insert blank rows, columns, or ranges of cefls.

B
H
B Delete rows, columns, or ranges of cells.
B Transpose rows and columns.

H

Sort rows or columns,

All of these arranging techniques {with the exception of moving infor-
mation with the Clipboard), allow you to shift the location of informa-
tion on a spreadsheet without having to readjust formulas that make
relative or absolute references to other cells.

To Move Cells Using the Cliphoard
1. Select the cell or cells containing the information you wish to move.
2. Choose Cut from the Edit menu, or press (3-X.

3. Click the upper-left cell of the new range to hold the moved informa-
tion.

qi File Edit Formot Options Daota Window
D Trace.fmounts {§8)

L]
1135

Silver
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4. Complete the operation in one of the following ways:

0 Choose Paste from the Edit menu, or press 3-V, to paste the contents
(including any formulas or formatting information) into the new cells.

0O Choose Paste Values Only from the Edit menu to paste only values or
labels (without any formulas) into the new cells.

H you only placed one cell on the Clipboard, you can also complete the
operation by choosing Paste Format Only from the Edit menu to paste
only formatting information into the new cells.

Changes to relative references: If you use the Clipboard to move a cell
containing a formula with a relative reference, the formula now refers
to a different cell.

To Move Cells Using the Move Command
1. Select the cell or cells you wish to move.
2. Choose Move from the Edit menu, or press G3-M.

A dialog box appears:

Hove to

3. Enter the coordinates for the upper-left cell of the new range to hold
the moved information.

4. Press Return.
Any existing information in the new cells is replaced by the contents of

the moved celis.

“Point-and-Shoot”: To move a range of cells quickly, simply select the
cells, position the pointer on the upper-left cell of the new range, press
the G key, and click. This operation is the equivalent of using the
Move command to move cells.
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Selected cells will be moved hare if
you shift existing cefls to the right

Selected cells will he moved here if
you shift existing cells down

178

To Insert Blank Cells

1. Selectthe cell or cells in the location where you wish to insert btank
cells,

2. Choose Insert from the Edit menu, or press G-I.
AppleWorks GS inserts blank cells into the spreadsheet as follows:

B If you selected an entire row of cells by clicking the row heading,
AppleWorks GS inserts a row of blank cells and shifts existing cells
down one row. (Il you selected more than one row, AppleWorks GS
inserts an equal number of blank rows.)

@ If you selected an entire column of cells by clicking the column
heading, AppleWorks GS inserts a column of blank cells and shifts
existing cells to the right one column. (If you selected more than one
column, AppleWorks GS inserts an equal number of blank columns.)

B If you selected any other range of cells {including a single cell),
AppleWorks GS displays a dialog box asking you if you wish to shift
existing cells down or to the right of the new blank cells.

@ File Edit Formot Options Dato Hind
Expenses.1984 (85)

Range ] B I £ | f 3
% Quarter 1st Quarter 2ndiQuarter 3rd Quarter Hehi¥ear Yotal !
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3
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I
f——jinteriel
| USIORSE, s S
nsurance,
0.Totals:
3 Ifve. Nonthly Expense $0.00 {Total Yeor Expense; i Wi,

Keeping cell references: Formula references (both relative and
absolute) to any cells affected by an insertion or deletion of cells are
automatically adjusted by AppleWorks GS.
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These cells will be delsted here if
you delete and pull up from below

These cells will be deleted if you
delete and pull over from the right

To Delete Cells

1. Select the area of the spreadsheet you wish to delete.
2. Choose Delete from the Edit menu, or press (3-D.
AppleWorks GS deletes the cells from the spreadsheet as follows:

B If you selected an entire row of cells (by clicking the row heading),
AppleWorks GS pulls up the row of cells from below the selection.

8 If you selected an entire column of cells (by clicking the column
heading}, AppleWorks GS pulls over the columns of cells from the
right,

B If you selected any other range of cells (including a single cell},
AppleWorks GS displays a dialog box, asking you if you wish to pull
up cells from below or pull over cells from the right.

formot Options Dota MWindow

The Delete key vs. the Delete command: Using the Delete key instead
of the Delete command to delete selected cells can produce signifi-
cantly different results. If you use the Delete key to delete cells, the
information is deleted from the selected cells, but the cells themselves
remain a part of the spreadsheet, If you use the Delete command,
however, both the information and the cells themselves are deleted,
and the rest of the spreadsheet is readjusted accordingly.
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Transpose changes these columns
into rows

180

To Transpose Rows and Columns
1. Select the range of callis you wish to transpose.

2. Choose Transpose from the Edit menu, or press G-T.

If you selected a column to transpose, the selected column now becomes
a row with the top cell in the column as the leftmost cell in the row.

If you selected a row to transpose, the selected row now becomes a
column with the leftmost cell in the row as the top cell in the column.

If you selected any other range of cells, all the columns in the range
become rows, with the leftmost column now the top row.

& File Edit Formot Dptions Dato Window

Pe—————— OEpIa_———— 51

1 Range f B L ] £ i I
3 b i 698 [

i Y
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To Sort Cells

1. Selectthe column, row, or any other range of cells you wish to sort.
2. Choose Sort from the Data menu.

A dialog box appears:

Sort using which method?
[~ @ Rscending Rews by column Click to sort the rows

Choose sort order by clicking

Enter cell coordinates to identify
row or column to sort on

- H h | k]
L- (D) Descending Q Eolumns by row in the selection

Click to sort the

Key: columns in the

. selection

3. Click the appropriate settings.

If you selected a range of cells to sort other than a single row or a single
column, you must enter the cell coordinates of a cell to indicate which
row or column you wish to sort on.

4. To start the operation Click OK, or press Return.
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Formaiting

182

Formatting allows you to specify how information in a spreadsheet is
displayed. In AppleWorks GS you can do the following:

Control how labels and values are displayed in cells.

Capy the format of one cell into anorher.

Set the format defaults for the entire spreadsheet.

Define the column widths for individual columns or for all the
columns in a spreadsheet.

Fix tows or columns or both to serve as titles for the entire spread-
sheet.

To Assign Formats to Cells

1.

Select the cell or range of cells you wish to format,

You cannot define the format of an empty cell,

2.

Choose the desired format from the Format menu.

naderli

GRADER Rlien Center SRAFHY C

=

"""""" flign Right
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Andres Dellars 0%
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5 Thbbor | e 4.
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fenie { Percentage a%

Bropnig Scientific Motation dF

(211104 Sat Decimal Ploces...

o !l Conmas 4

O 00! I o i L R T R

{vRed negative ¥'s ] 3

vdvPorenthesize neg.8's a(}

Set Defoult Format

A check mark appeats on the Format menu next to the format you've
chosen.

Note that alighment formats (Align Left, Align Center, and Align
Right} can only be assigned to cells containing labels,
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What's General format? Cells assigned the General format use
whatever format displays the most information about a value within
the confines of the column widch. Thus, the same value may be
displayed in the General format as an integer, or as an integer with
decimals, or as expressed in scientific notation, depending on the
length of the value and the width of the column.

To Set Decimal Places

1. Select the cell or cells for which you wish to assign decimal places.
2. Choose Set Decimal Places from the Format menu.

A dialog box appears:

Enter number of decimal places here

fixed decimel places:

( Cancel } l! 0K !]

Y

3. Type the number of decimal places you wish to display.
You may set up to nine decimal places to display.

4, Press Return.
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To Copy a Cell’s Format

1. Select the cell whose format you wish to copy.

2. Choose Copy from the Edit menu, or press (3-C.

3. Select the cell or cells that you want to assign the copied format,

4, Choose Paste Format Only from the Edit menu.

To Set Format Defaults

1. Choose Set Default Format on the Format menu.

A diatog box appears:
Click to choose a display option
- Format, Options———— ™ format Style

[ 1Bold @ beneral

[l Underline () Fixed
Click to choose one or more style ] Commas ) ) Dollars
options Red negative numbers O Percentoge

Parenthesize neg. #'s (O Seientific notation
Type number of decimal places to Alianment
disptay Eeft Display decimnl place(s)
Click to choose alignment option 8 E?nhfrer [“

ight =5

2. Click the appropriate options, and enter the number of decimal places
to display.

3. Click OK, or press Return.

AppleWorks GS changes the default display format for alf new cells. No
existing cells in the spreadsheet are modified.
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To Change a Column Width

1. Position the pointer on the column boundary marker in the area
containing the column headings.

The pointer changes to a double-headed arrow.

2. Drag the column boundary marker to change the width of the column.

Drag to change column width
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To Restore Default Column Widths

1. Select the column or columns you wish fo restore to the default
column width by clicking the column heading(s} or by selecting cells
in the columns,

To restore all the columns in a document to the default column width,
click any row heading to select an entire row of cells,

2. Choose Restore Width to Default from the Gptions menu.

AppleWorks GS changes the widths of the selected columns to the
default column width.
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Drag the box to indicate the column
width you want to use

186

To Change the Default Column Width

1. Choose Change Default Width from the Options menu,
A dialog box appears:

Click in bar to set Default Loluan Width

{Cancel ) ([ 0X )

2. Drag the hox representing the default column width to increase or
decrease the column.

3. Click OK, or press Return.

AppleWorks GS changes the column widths for all columns that have
not been previously modified.

To Turn Cell Lines Off
B Choose Hide Gell Lines from the Options menu.

To turn the cell lines back on, choose Show Cell Lines from the Options
menu.
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To Set Titles
1. Choose Set Titles from the Options menu.

A dialog box appears:

Type numbers for title rows

Set title area:

[] Toptitles  Rows: E through |:]

Click here to set rows as titles
Click here to set columns as titles

Type letters for title columns

2. Enter information for the spreadsheet titles:

O To set up a title row or rows, click Top Titles and type the row
letter(s).

0l To set up a title column or columns, click Left Titles and type the
column number(s).

You can also indicate the rows and columns you wish to use as titles by
selecting them before choosing the Set Titles command.

3. Click OK, or press Return.

AppleWorks GS fixes any title rows or columns you've indicated on the
screen. No matter where you scroll in the spreadsheet, the title rows will
always appear at the top in the document window and title columns will
always appear to the left in the document window.
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Using Spreadsheet
Shortcuts
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AppleWorks GS provides a number of shortcuts you'll find useful when
working on a spreadsheet:

B Move to different cells after entering data.

B Copy the contents (values or formats or both} of a cell or a range of
cells.

& Fill rows or columns with information in existing cells,

To Move to Different Cells When Entering Data

@ Store the entry and move to a different cell using one of the following
options:

0 To move to the cell immediately below, press Return or the Down
Arrow key.

O To move to the cell immediately above, press the (3 and the Return
keys, or the Up Arrow key.

0 To move to the cell to the right, press Tab.
[0 To move to the cell to the left, press the (3 and the Tab keys,

To store the entry and remain in the same cell, press Enter.

To Copy the Contents of a Cell

1. Select the cell to copy by clicking it.

Choose Copy from the Edit menu, or press (3-C.

Select the cell to hold the copied contents by clicking.

Complete the operation in one of the following ways;

O & w wn

Choose Paste from the Edit menu, or press (3-V, to paste the contents
(including any formulas or formatting information) into the new cells.

O Choose Paste Values Only from the Edit menu to paste only values or
labels (without any formulas) into the new cells.

If you only place one cell on the Clipboard, you can also complete the
operation by choosing Paste Format Only from the Edit menu to paste
only formatting information into the new cells.

Any existing information in the new cell is replaced by the contents of
the copied cell. Protected cells, however, cannot be overwritten.
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Aranga of copied cells will be
pasted here

To Copy the Contents of a Range of Cells
1. Select the cells to copy by dragging.
2. Choose Copy from the Edit menu, or press G-C.

3. Selectthe upper left cell of the new range to hold the copied contents,

file Edit Format Options Data Window

T I G i P 02 BB e e b

Revenue. 1087 (3) s

C 1

4. Complete the operation in one of the following ways:

M Choose Paste from the Edit menu, or press -V, to paste the contents
(including any formulas or formatting information) into the new cells.

0 Choose Paste Values Only from the Edit menu to paste only values or
labels (without any formulas) into the new cells.

Any existing information in the new range of cells is overwritten by the
contents of the pasted cells. Protected cells, however, cannot be over-
written.

Changes to relative references: If you use the Clipboard to capy a cell

containing a formula with a relative reference, the formula now refers
to a different cell.
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Information in this row...

To Fill Columns of Cells from the Top
1. Select the range of cells you wish to fili.

AppleWorks GS will use the contents in the top cell, or row of cells, to
fil} the range.

e file fdit Formot Options Oate MWindow
e I A (N e——————————a]

| Ronge ] B C 0 £ i 01
1 . John Jeff Chuek Ken Eharles Bob

s|on|or] =

... will fill these rows
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2, Choose Fill from the Edit menu, or press G-F.

If you select a single column to fill, AppleWorks GS fills the column
with the contents of the topmost cell.

If you select more than column to fill, a dialog box appears asking if you
wish to fill down or to the right.

3. Click Down.
4, Click OK.

AppleWorks GS fills the columns with the contents of the uppermost
row of cells. Protected cells, however, cannot be overwritten.
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To Fill Rows of Cells from the Left

1. Select the range of cells you wish to copy from and the range of cells
you wish to fill.

AppleWorks GS will use the contents in the leftmost cell, or column of
cells, to filt the range.

Information in this ¢column,,, ...will fill these columns

@ File Edit fornat Options Data Window

= Revenue. 1987 (85)

Range f 1

epionl £
eplon 2 {
ggiond,
epiont
Bgion ...
egion..
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egion 8

i esoni

£410n
a

on|en] =]

2. Choose Filt from the Edit menu, or press G-F.

If you select a single row to fill, AppleWorks GS fiils the row with the
contents of the leftmost cell.

If you select more than one row to fill, a dialog box appeats asking if you
wish to fill down or to the right.

3. Click Right.
4, Click OK.

AppleWorks GS fills the rows with the contents of the leftmost column
of cells. Protected cells, however, cannot be overwritten.
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With AppleWorks GS you can create pie charts, bar charts, or graphs
with the information stored in a spreadsheet:

Creating a Chart

0000

80000

Format Options Data Window

uagisa R )

Quatu.ls 35)

| Ronge | 41 B [

Once calculated, a chart is displayed in an AppleWorks GS graphics
window where you can edit and print it as you would any other graphics

document.

You also have the option of recalculating the chart at any time based on
new information entered in the spreadsheet,
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Click to select type of chart or graph —~———

To Create a Spreadsheet Chart
1. Select the row or column of values you wish to chart.

H you select a row or a column, AppleWorks GS uses those values for the
chart. If you select any other range of cells, AppleWorks GS uses the
values in the cells in the uppermost row of the range to create the chart.

2. Choose New Chart from the Data menu.

A dialog box appears:

Click to separate data with
spaces in bar charts

ol

e

|

- Range:

Define a range of cells to chart

First Bell|:| Last Celi l:l B Spaced bars

Specify minimum value for vertical
scale {does not apply to pie charts)

- Value:
Nii‘liﬂilf!ﬂl::] Nuximum::] (Tansel )
Chart Home: [ Compony |Chart 1 (T

Type the name of the chart here

Specify maximum value for vertical
scale{does not apply to pie charts)

3. Click the icon for the type of chart you wish to create and, if neces-
sary, enter any additional information.

4. When the information for the chart is complete, click OK or press
Return,

AppleWarks GS caleulates the chart, opens a graphics window, and
displays the chart as a graphics document with the name you provided.
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0000000_

5. At this point you have the following options:

O Edit the chart using the graphics tools and commands. {See chapter 5,
“Graphics” in this manual.)

¢ Return to the spreadsheet window by choosing it from the Window
mentl.

How charts are saved: AppleWorks GS saves the names and specifica-
tions of each chart in the spreadsheet document that is open when
you create the chart. The charr itself is saved as a graphic document
that you can open, modify, or save independently of the spreadsheet
document.
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To Modify a Chart
. Open the spreadsheet document for the chart you wish te modify.
2. Choose Modity Chart from the Data menu,

Click to recalculate the chart

List of available charts for this

A dialog box appears:
Expense-§8.Bar £r [-]
Expense.§8.Pie 1 ettt ot ot
Graph.1

Material Pie

spreadsheet

Click to delete the chart

Revenue Line —
Sales.3d.Bar

Tensile.Bor ]
Truce.Scatter Z]/'

Click to change the definition of &
chart

3. Click the name of the chart and the appropriate option
4, Click OK, or press Return,

If you click Change, AppleWorks GS allows you to change the definition
of the chart and create a new version, overwriting the graphics document
containing the previous version of the chart {provided that the graphics
document is still open}. To avoid replacing the old chart, you can either
save the previous version under a different name or give the new version
@ New name.

If you click Recalculate, AppleWorks GS creates a new version of the
chart based on the current information in the spreadsheet. To save the
previous version, you must save it under a different name before recaleu-
lating the chart.
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Printing a Spreadsheet

Printing a spreadsheet document can sometimes pose a problem because
of the large size of many spreadsheets. AppleWorks GS, however, allows
you to print any spreadsheet, no matter what the size, by printing the
document on multiple pages.
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You ¢an also fit more spreadsheet information on a single page by
changing the page setup using the Page Setup command. For wide
spreadsheets, for example, it’s possible to change the page orientation so
that you can print sideways on a page. For deep spreadsheets, on the
other hand, you may want to use condensed printing, which reduces the
height of characters relative to their wideh.

It's also possible to print the entire spreadsheet at a reduced scale—50%

recuction for lmageWriter and Epson printers, variable reduction for the
LaserWriter.

Chapter 4




To Print a Spreadsheet
1. Open the spreadsheet document.

2. To specify any special setup information, use the Page Setup cam-
mand,

For example, you may wish to change the page orientation in order to
print the spreadsheet sideways on the page.

3. Select the portion of the spreadsheet you wish to print.

Printing the entire spreadsheet: If only one cell is selected, Apple-
Works GS assumes that you want to print the entire spreadsheet and
proceeds as if you had used the Select All command.

4. Ifyou don't want to print the lines between ceils, choose Hide Cell
Lines from the Options menu,

5. Choose Print from the File menu, or press (3-P, to print the spread-
sheet,

For information on how to use the Print command, see “Printing” in
chapter 1 of this manual.
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About This Chapter

Graphics

AppleWorks GS lets you take full advantage of the exciting color
graphics of the Apple IIGS. Create a wide range of graphics using sophis-
ticated but easy-to-use painting, drawing, and editing tools. Then import
the results into page layout or database documents,

In this chapter you'll learn how to use the tools and commands available
in the AppleWorks GS graphics application:

B Using the different graphics rools
B Working with graphic and text objects
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Graphics Querview

D=
s
WS
=17
LyreN
AT For freechand work, use the AppleWorks
é g (GS paint tools—paintbrush, pencil,
R paint bucket, and a spray can.
c e
lil; See “Using the Paimt Tools” in this
chapter.

© File [dit Arronge Bobions Window

E\ i.3

ElE

HED)

E17 The drawing tools let you create
Sy precise shapes and [ines. Or add text
f‘ 5 to a graphic using the text tool.

olo

See “Using the Draw Tools” in this
chapter,
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{dit frrenge Options Window ]
N ——————u|

y

?
(L
Elrd
HIRN
Editing toals allow you to modify your +
graphics to ger them just the way you want. g g
R
See "Using the Edit Tools™ in this chapter. L
=

K

Once your graphic is complete, print it. If you're
using an ImageWriter Il to print the document,
you can reproduce the colors you see on your
color monitor.

See “Printing” in chapter 1.

i

il

Graphics 203



Using Graphics Tools

Sigﬁi;gg Graphigs You can statt the graphics application by either starting a new graphics
document or by opening an existing document

To Open a New Document
1. Choose New from the File menu, or press (3-N.

A dialog box appears:

Select type of new file...

Graphics icon

2. Double-click the graphics icon to open the application.

AppleWorks GS opens an untitled praphics document.
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Editing tools

Paint tools

To Open an Existing Graphics Document
1. Ghoose Open from the File menu, or press G-0.

A dialog box appears with a list of available documents:

Openwhich file... f11 fppleblorks GS files

4= &

Ilouses
%4 Probe

D Probe.Text e
Psatellited { ¢Clase )
Bt pfile. A o

4 Probe.Pege (Hew )
EBLoanem. B ( Cancel )

To display only the available graphics documents, click the graphics icon
at the top of the box,

2. Choose the docuyment to open by double-clicking it.

AppleWorks GS opens that document:

e File Edit Arronge Gptions Windw
Satellite.) (6F) e

Drawing tools

Line width palette

Patterns palette

1B EREE
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Using the Paint Tools

Paint tools

Brush shape palette

The paint tools let you create freehand designs with the traditional tools
of a graphic artist: paintbrush, pencil, paint bucket, and spray can.

Patterns palette

206

B e N

The paintbrush lets you paint with broad strokes, like a paintbrush on
canvas.

The pencil lets you draw fine freehand tnes or add small details to
graphics,

The paint bucket lets you fill enclosed areas with a selected color or
pattern.

The spray can lets you “spray” a color or pattern.

With any of these tools, you can choose to work in the different colors
and patterns available from the pattern palette. You can also select
different brush shapes for the paintbrush from the brush shapes palette.

The graphic you create using one or more of the paint tools is referred to
as a paint object. Ordinarily, as long as you are using one of the paint
tools, all the images you create are considered to be part of the same
paint object.

You can, however, begin a new object at any time by choosing a drawing
or editing tool or by choosing the Begin New Paint Object command.
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To Use the Painthrush
1. Select the paintbrush on the tools palette.

2. Move the pointer to the loeation in the window where you want to
begin painting.

The pointer changes to a dot when you move it into the window.
3. Dray to begin painting.

4. Release the mouse hutton to complete the stroke.

Q‘Filg Edit Arronge Options MWindow
| Paintbrush.{ (GR)
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To Change the Brush Shape
1. Select the paintbrush on the tools palette.

2. Select the brush shape by clicking the appropriate shape on the brush
shape palette.

I the brush shape you want isn’t visible, click the right or left arrow at
the bottom of the palette.

F_i_le Edit Flrrq.nge {Iptions _iflin‘flqyi _
= Painthrush.1 (GR)

Click to see more brush shapes

When you move the cursor into the document window, the paintbrush
cursor reflects the brush shape that you selected.
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Click to see more patterns or colors

To Choose a Different Pattern or Color
1. Select the paintbrush on the tools palette,
2. Choose the pattern or color from the pattern palette by clicking.

If the pattern you want to use isn’t visible, click the left or right arrows
on the patterns palette.

b File Edit Arronge Options Window
Paintbrush.1 (GR)

oo
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210

To Use the Pencil
1. Select the pencil en the tools palette,

If you wish, you can choose another color or pattern for the pencil from
the pattern palette. You cannot, however, choose another line width.

2. Move the pointer to the location in the window where you want to
begin the line.

The pointer changes into a pencil when you move it into the window.
3. Drag to begin the line,

4. Release the mouse hutton to complete the stroke.

file tdit Rrrange Options Mindow
Untitledi (68}

=i
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no

R
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To Use the Paint Bucket

1. Select the paint bucket on the tools palette.

If you wish, you can choose a different pattern or color from the pattern
palette.

2, Position the tip of the paint dripping from the paint bucket inside the
area you want fo fill.

The pointer changes to a paint bucket when you move it into the
window.

3. Click the mouse button,

After you click the mouse button, AppleWarks GS fills the area with the
selected color pattern.

File Edit Orronge Options Window
Fill.i (6R)

Tip of the paint bucket

Paint spills: If the area you're filling with the paine bucket is not
completely enclosed, the pattern spills into any surrounding areas as
wetl, If this happens, use the Undo command to reverse the action of
the paint bucker, and use the pencil or the paintbrush to fill in any
breaks in the lines surrounding the area.
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To Use the Spray Can

1. Select the spray can on the tools palette.

If you wish, choose a different color or pattern from the pattern palette.

2. Move the pointer to the location in the window where you want to
begin spraying.

The pointer changes into a cluster of dots when you move it into the
window.

3. Drag to begin spraying.

A random stream of dots appears in the general area covered by the
pointer, The slower you drag, the darker the spray pattern becomes.

B«T‘" gl

+
(]
)
[

4. Release the mouse button to complete the eperation.
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To Begin a New Paint Object

1. Create an ohject using one or more of the paint tools.

file Edit RArronge Options Window
T P A e e PV R

' Jetflight 1(R)

oo

As [ong as you continue to use the .
paint tools, AppleWorks GS
considers this a single object

v® e e T O+

2. To complete that paint object and begin a new paint ohject, use one of
the following methods:

O Choose Begin New Paint Object from Edit Menu, or press G-B.
n Select a drawing or editing tool on the tools palette.

The next time you select a paint tool, AppleWorks GS begins a new
paint object.
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Using the Urawing Tools

The drawing tools allow you 1o quickly define lines and shapes with
mathematical precision. When printed or displayed, objects created by
the drawing tools can take advantage of the highest resolution your
printer or screen is capable of producing.

&

S O A —
Satelitte.d (6R)

=ikl

|

}~[0[0

B ]

Drawing tools

6 SRR

Z|0|0

Line width palette

S

Patterns palatte
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The text tool lets you include text in a graphics document.

The horizontalfvertical line tool lets you draw horizontal or vertical lines.
The line tool lets you draw straight lines in any direction,

The rectangte tool lets you draw rectangles and squares.

The rounded rectangle tool lets you draw round-cornered rectangles.

The oval tool lets you draw ovals and circles.

The arc tool lets you draw 90-degree arcs.

The polygon tool lets you draw polypons of any shape and with any

number of angles.

With any of these tools (except the text tool), you can specify different
line widths as well as different line patterns. With the shape tools
{rectangle, rounded rectangle, oval, arc, and polygon), you can also
choose different fill colors and patterns {including “None").
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To Add Text to a Graphic

1. Select the text tool on the tools palette.

2. Position the pointer where you want to hegin entering text and click.
The pointer changes into an I-beam when you move it into the window.

3. Type the text you want to add to the document,

ﬂ- File Edit Arrange Options Windew
e It

Various transportotion methods are used

4. When you're finished entering text, click the mouse button outside the
text area, select another tool, or press Return to complete the text
object.

Text vs, text ohjects: When you're entering text in a graphics docu-
ment, you are actually creating a special type of object—a text object.
You can edit the text in an object—that is, you can select, replace,
cu, copy, or paste text, and so on-—until you complete the object.
Once you're finished entering a piece of text and have either pressed
Return, clicked the mouse button, or selected another tool, you can
no longer return and edit that text.
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Click name of font to use

To Change the Text Font, Size, or Style

1. Choose the Choose Font command from the Options menu.

A dialog box appears:

Fang:
Los Angeles

Choose one or more text styles
by clicking

216

Scroll list to display
more fonts

Yenice

Style:

E<l Plain
[ 1Bold
[talic

Click point size, or type

custom point size in
entry box

[ Junderline
[_J0utline
3 shadow

(_ox)

2. Click the appropriate settings.

The fonts and sizes displayed in the dialog box depend on the fonts stored
in the System folder of your startup disk.

If you wish to use a point size other than those displayed, type the size
{(up to a maximum of 48 points} in the Other Size entry box.

3. Click OK, or press Return.

All the text you enter will be in the new font, size, or style. If you are
entering text when you choose the Choose Font command, AppleWarks
GS changes the text in that text abject to the new font, size, or style.
(You may need to select the text object and resize it to see the rext
correctly displayed.)

More about modifying text objects: Once you have entered text and
completed the rext object, AppleWorks GS still atlows you to modify
the object in important ways. For example, when creating a text
object, you can only enter a single line of text before starting a new
object. You can, however, have multiple lines of text within a single
object by reshaping the text object. See “Modifying Text Objects” in
this chapter.
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To Draw Horizontal or Vertical Lines

1. Select the horizontal/vertical line tool on the tools palette.

If you wish, you can change the line width by choosing from the line
width palette.

2, Move the pointer to the Jocation in the window where you want to
start the line.

The pointer changes to a crosshar when you move it into the window.

3. Drag to the location where you want the line to end.

4. Release the mouse button to complete the object.
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To Draw Lines
1. Selectthe line tool on the tools palette.

If you wish, you can change the line width by choosing from the line
width palette.

2. Move the pointer to the location in the window where you want to
start the line.

The pointer changes to a crossbar when you move it into the window.,
3. Dragto the place where you want the line to end.

As you drag, the line extends in the direction of the drag.

4!3 Flle‘_ [dlt Flrrunue Options h‘lnduw ‘
== ' Untit ted! (GR)

4, Release the mouse button to complete the object,
Constraining the line tool: To constrain the line tool to draw horizon-

tal, vertical, or 45-degree diagonal lines only, press the Shift key when
using the tool.
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To Draw Rectangles and Squares
1. Select the rectangle toal on the tools palette.

Te deaw a rectangle with no border, choose the dotted line from the line
width palette. To draw a hollow rectangle, choose None for the fill
pattern.

Z. Move the pointer to the location in the window where you want to
start a corner of the rectangle,

The pointer changes to crossbar when you move it into the window.

3. Drag to the location where you want the opposite corner of the
rectangle.

As you drag, an outline of the rectangle appears,

“. File Edit Rrra

R HRE R R BN

nge Options MWindow
= Untitledl (GR)

=1
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4, Release the mouse button to complete the ohject.

Constraining the rectangle tool: To constrain the rectangle tool to
draw squares only, press the Shift key when using the tool.
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To Draw Rounded Rectangles
1. Select the rounded rectangle tool on the tools palette.

To draw a rounded rectangle with no border, choose the dotted tine from
the line width palette. To draw a hollow rounded rectangle, choose None
for the fill pattern.

2. Move the pointer to the location in the window where you want to
start a corner of the rounded rectangle.

e pointer changes to a crosshar when you move it into the window.
The pointer changes t bar when y t into t} d

3. DOrag to the location where you want the oppasite corner of the
rouncled rectangle,

As you drag, an outline of the rounded rectangle appears.

File Edit Rrrange l]ptlons Window o
' Unticled (68) =

]
BT
Ful
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=
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4, Release the mouse hutton to complete the ohject.
Constraining the rounded rectangle tool: To constrain the rounded

rectangle tool to draw squares only, press the Shift key when using the
tool.
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To Draw Ovals and Circles

1. Sefect the oval tool on the tools palette,

To draw an oval with no border, choose the dotted line from the line
width palette. To draw a hollow oval, choose None for the fill pattern.

2. Imagine that the oval is going to be enclosed by a rectangle, and move
the pointer to the location in the window where you want to starta
corner of that imaginary rectangle.

The pointer changes to a crossbar when you move it into the window.

3. Drag to the location where you want the opposite side of the oval.

As you drag, an outline of the oval appears.

Q™ Plics
g+

-

4. Release the mouse hutton to cemplete the object.

Constraining the oval tool: To constrain the oval tool to draw circles
only, press the Shift key when using the tool.

Graphics 2



Using Graphics Tools

222

To Draw Arcs
1. Select the arc tool on the tools palette.

If you wish, you can change the line width by choosing from the [ine
width palette or change the fill color or pattern by choosing from the
pattern palette,

2. Move the pointer to the location in the window where you want to
start the arc.

The pointer changes to a crossbar when you move it into the window.
3. Drag to the location where you want the endpoint of the arc.

As you drag, the line defining the curvature of the arc extends in the
document window.

File Edit Arronge Options Hindow _

L _
i Untitledi (GR) =

4, Release the mouse button to complete the object.

Constraining the arc tool: To constrain the arc tool to draw quarter
circles anly, press the Shift key when using the tool.
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To Draw Polygons

1. Select the polygon tool on the tools paiette.

2. Move the pointer to the location in the window where you want the
polygon to start, and then click.

The pointer changes to a crossbar when you move it into the window.

3. Move to the location where you want the next corner of the polygon to
appear, and then click.

Do not hold the mouse button down when moving the pointer to the
next corner.

4. Continue moving and ¢licking to define all the corners of the polygon.

& File Edit Arronge fptio

I e B TR T i T B R AL

» nti etiiziYEGR)

5. To complete the object, elick the original starting point of the polygon,
double-click anywhere else, or click outside the document area of the
window.

Constraining the polygon tool: To constrain the polygon tool to draw

45-degree or 90-degree angles only, press the Shift key when using the
tool.

Graphics 223



Using Graphics Tools

The editing teols let you manipulate or edit objects created with either
the paint or the drawing tools.

.Hrrunge Options WHindew
Untitied (GR)

I

Using the Editing Tools
Editing tools

]
224

The selection arrow lets you select objects in the document for further
action.

Use the marquee to select rectangular portions of one or more objects in
a document.

Use the magnifying glass to examine and edit portions of your document
at higher magnification.

Use the lasso to select a portion of the document that is irregularly
shaped.

The grabber provides a convenicnt way to make small adjustments to the
document window so you can view other parts of the document.

Use the eraser to erase portions of objects.
More about selecting: For more information about the differences

between the selection arrow, the marquee, and the lasse, see chapter
5, "Graphics,” in the AppleWorks GS Reference.
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Handles

To Select Using the Selection Arrow
1. Selectthe selection arrow on the tools palette.

If you're using another tool {other than the text tool}, you can select the
selection arrow by pressing the Space bar. To return to the previous tool,
press the Space bar again.

2. Move the pointer to the object you want to select and click.

Handles appear around the object, indicating that it is selected.

e File Edlt Rrrunse Dptluns wmm

To Select More than One Object
1. Select the arrow from the tools palette.

If you are using another tool {other than the text tool), you can select
the selection arrow by pressing the Space bar. To return to the previous
tool, press the Space bar again.

2. Move the pointer to the first ohject you want to select and click.
3. Prass the Shift key and click the ather objects you want to select.

Handles appear around all the objects that are selected.
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Using Graphics Tools

All the objects within the rectangle
will be seleeted

226

To Select the Objects in an Area
1. Select the selection arrow from the tools palette.

2. Move the pointer to one corner of the area where you want to select
objects.

3. Drag te the opposite corner of the area to be selected.

As you drag, an outline of a selection rectangle appears.

& File Bdit fArrange Options Mindow
Untitledl (6R)

4. Release the mouse button to complete the selection,

All the objects completely enclosed within the selection rectangle are
sefected.

To select objects partially enclosed in the rectangle, hold down the
Option key when making the selection.

To Deselect One of Multiple Selected Objects
1. Select the sefection arrow on the tools palette.
2. Hold down the Shift key and click the object you want to deselect,

The object is deselected, and the handles around the object disappear.
All other selected objects remain selected.
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To Select Using the Marquee
1. Select the marquee on the tools palette.

2. Mave the pointer to one corner of a rectangular area of the document
that you want to sefect.

The pointer changes to a dashed crossbar when you move it into the
document window.

3. Drag to the opposite corner of the rectangular area to be selected.
As you drag, an outline of the marquee rectangle appears.

4, Release the mouse button to select the area.

@ File Edit fArrange

When you release the mouse button, rhe portion of the document within
the rectangle {which may include complete objects, parts of objects, or
portions of the background) is selected, and the marquee recrangle
remains active. {See chapter 5, “Graphics Commands,” AppleWorks GS
Reference.)

You can move the selection, or you can perform other operations such as
cut and paste.

5. To turn off the marquee, click outside the selected area, or sefect
another tool.
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Using Graphics Tools

To Magnify a Graphic

1. Select the magnifying glass from the tools paletts.

If you're using another wol, you can select the magnifying glass by

pressing Esc. To return to the previous tool, press Esc again,

2. Move the pointer to the area in the document you want to enlarge.

The pointer changes to a magnifying glass when you move it into the

window.

3. Click the mouse huiton.

AppleWorks GS magnifies the area of the document by 400%, allowing

dots {pixels) that make up the image:
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You may use any of the editing, paint, or drawing tools to edit the image

when it's enlarged.

4, To return to the normal view of your document, select the magnifying

glass again and click in the document window.
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To Select Using the Lasso
1. Select the lasso on the tools palette.
2. Move the pointer into the document window.

The pointer changes to a lasso when you move it into the document
window.

3. Drag to draw a ioop around the portion of the graphic you want to
select.

e file £dit_Arrange Options l'ilndow

4. When the area is enclosed, release the mouse button.

If you fail to close the loop, AppleWorks GS completes the operation by
drawing a straight line between the starting and ending points of the
loop.

When you release the mouse button, the loop closes around the portion
of the graphic within the loop and selects that part of the graphic, The
loop remains active. (See chapter 5, “Graphics Commands,” in Apple-
Works (3S Reference.) You can move the selection by dragging it, or you
can perform other operations such as cut and paste.

5. To turn off the lasso, click anywhere in the document outside the loop,
or select another tool,
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Using Graphics Tools

To Scroll Using the Grabber
1. Select the grabher on the tools palette,

If you are using another tool, you can select the grabber by pressing Tah.
(To return to the tool you were previously using, press Tab again.)

2. Move the pointer to the area of the document you want to scroll in the
window.

When you move the pointer into the window, it changes to a hand.

3. Drag in the direction you wish to scroli.

As you drag, the document scrolls in the same direction.
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4. Release the mouse button to stop scrolfing.
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To Erase a Graphic
1. Selectthe eraser on the tools palette.
2. Move the pointer to the portion of the image you want to erase.

When you move the pointer into the window, it changes into a small
white black.

3. Drag the eraser over the area.

As you drag, AppleWorks GS erases portions of any graphics that the
craser passes over.
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4. Release the mouse button when you're done erasing.
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Working with Objects

Modilying Objects

232

Once you've used the paint or drawing tools to create a graphic object,
you can continue to modify the object in a number of ways:

B Move, re-position, or delete the object

B Change the size, the color, or the line widdh of the object
B Add drop shadows to the object

@ Flip or rotate the object

# Group separate objects together

B Make duplicates of the object

You can also use the paint tools or the eraser to modify an object you
created with the drawing tools.

To Move an Object
1. Use the selection arrow to select the object you want to move.
When the object is selected, handles appear around the object.

2. Drag the object to the new location.

@ file Edit_Arrange Uptwns E'hndow

3. Release the mouse button.
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To Nudge an Object
1. Use the selection arrow to select the object you want to move.

2. Choose Nudge Up, Nudge Down, Nudge Left, or Nudge Right from the
Arrange menu, or press G and the appropriate arrow key.

The selected object is moved one pixel up, down, left, or right in the
document window.

To Delete an Object

1. Use the selection arrow to select the object you want to delete.

2. Press Delete.
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Working with Objects

To Reshape an Object
1. Use the selection arrow to select the object you want to reshape.

2. Drag one of the handles to reshape the ohject,

Untitledl {6R}

To Change the Color or Pattern of an Object

1. Use the selection arrow te select the object you want to change.

2. Choose the new color or pattern from the pattern palette.
Changing line colors: You can change the color or pattern of lines

created with the drawing tools by holding down the Option key when
choosing a color or pattern from the pattern paletre.
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Drop-shadow

To Change the Line Width of an Object
1. Use the selection arrow to select the object you want to change.
You cannot change the line width of an object created with a paint tool.

2. Choose the new line width for the ohject.

To Add a Drop-Shadow to an Object

1. Use the selection arrow to select the object to which you want to add
a shadow.

2. Choose Shadow from the Edit menu,

AppleWorks GS creates a shadow for the object and then selects the
shadow.

4 File Ediv frronge Options Window
‘ = Shadow (6R)

The shadow created with the Shadow command is a separate object that
you can select, move, reshape, or modify in the same way as any other
object.
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Working with Objects

Handles indicate these now
form a single object

236

To Group Objects

1. Use the selection arrow to select the first object you want to include
in the group.

2. Hold down the Shift key and select the other ohjects you want to
group.

3. Choose Group from the Arrange menu, or press (3-G.

The selected objects are now treated as a single object.

File Edit firrange Optians Window
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To Ungroup Objects

1. Use the selection arrow to select the grouped object you want to turn
back into separate ohjects.

2. Choose Ungroup from the Arrange menu, or press (3-U.

The Group/Ungroup commands vs. the Collapse command: The
Groupf/Ungroup commands allow you to combine or split apart differ-
ent paint and draw objects at any time. However, if you want to
permanently combine different objects into a single object in order to
free memory and improve program speed, use the Collapse command
on the Edit menu. Unlike the Group command, the only way you can
reverse the effects of the Collapse command is by using the Undo
command immediately afterward, For more information on Collapse,
see chapter 3, “Graphics Commands,” in AppleWorks GS Reference.
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To Duplicate an Object
1. Use the selection arrow to select the object you want to duplicate.
2. Choose Duplicate from the Edit menu, or press (3-D,

AppleWorks GS creates a duplicate of the selected object and pastes it
next to the original.
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To Modify an Object with the Paint Tools

1. Use the selection arrow to select the object you want to modify.

2. Select one of the paint tools from the tools palette.

For example, you may want to use the pencil (and the magnifying glass)
to add fine details to the objecr.

3. Modify the object.

Al the paint strokes are treated as a single object grouped with the
original object.

The selection handles of the objects disappear temporarily while you are
using the paint tools.
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Working with Objects
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To Flip an Object

1. Use the selection arrow to select the object you want to tlip.

@ File Edit Arrange Options Mindow
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2, Choose Flip Horizontal from the Arrange menu (or press G3-H) or
choose Fiip Vertical from the Arrange menu {or press G3-1).,

L
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To Rotate an Object

1. Use the selection arrow to select the ohject you want to rotate.

_‘ File tdit Arrange Qptions dew

2. Choose Rotate Left from the Arrange menu (or press (3-L) or choose
Rotate Right from the Arrange menu {or press C(3-R).

€ file fdit Arronge Options Window
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Working with Objects

Arranging Graphics

240

Every time you create an object in a graphics document, AppleWorks GS
assigns the object a unique object level. An object level defines the
position of each graphic in relation to the other graphics in the docu-
ment from the “front” (that is, toward the viewer) to the “back” of the
window. This allows AppleWorks GS to determine whether a given
object should be displayed in front of or behind other objects in the same
document.

To visualize different object levels, imagine some playing cards fanned
out across a desktop.

Object.Layers (GR)

In this example, the top card is at the top object level and is displayed in
front of all other cards. The middle card is behind the top card but in
front of the bottom card. The bottom card is behind all other cards.

The object levels of objects are initially determined by the order in
which they were created (with the object created most recently
occupying the top level) and are stored along with the other information
about the document by AppleWorks GS. You can, however, reassign
object levels by either moving objects to the front or back of the
document or by shuffling up or down one object level relative to the
other objects.
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To Move an Object to the Front

1. Use the sefection arrow to select the object you want to move to the
front.
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2. Choose Bring To Front from the Arrange menu, or press (3-+.

The selected object is moved in front of all other objects in the docu-
ment.

& File fdit frrange Options nduw

The bottom object has now
been moved to the front

To Send an Object to the Back

1. Use the selection arrow to select the object you want te move to the
hack.

2. Choose Send To Back from the Arrange menu, or press G- -(a
hyphen).

The selected object is moved behind all other objects in the document.
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Working with Objects
To Shuffle an Object Up

1. Use the selection arrow to select the object you want to shuffle up
one ohject level.

ei file Edit Rrronge ﬂptlonsﬂlndow ]
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The selected object is shuffled up one object level in relation to all other
objects in the document.
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To Shuffle an Object Down

1. Use the selection arrow to select the object you want to shuffle down
one ohject level,

file Edit Arronge l]ptlunsk Window _
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2. Choose Shuffle Down from the Arrange menu, or press G-<,

e File Edit Rrronge Options Hindow ,
: Objeat.Layers (GR)

The selected object is shuffled down one object level in relation to all
other objects in the document.
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Working with Objects

Modifying Text Objects AppleWorks GS treats objects created with the text tool slighely differ-
ently from objects created with the paint, editing, or other deawing tools,

In general, you can perform all the actions on a text object that you can
with other types of objects—move, nudge, flip or rotate, shuffle, and so
on. With text objects, however, you can change the font, size, or style of
the text in existing objects. In addition, reshaping a text object causes
text to rewrap within the boundaries of the object, rather than changing
the shape of the text itself.

To Change the Font, Size, or Style of Text
1. Use the selection arrow to select the text object you want to change.

2. Choose the Choose Font command from the Options menu and enter
the new fant, size, or style for the text,

You may need to resize the text object to correctly display the texr.

To Change the Color or Pattern of a Text Object
1. Use the selection arrow to select the text object you want to change.
2. Use the following methots to change the color or pattern of text:

[0 To change the color or pattern of the background of the text object,
choose the new color or pattern from the pattern palette.

O To change the color or pattern of the text characters, hold down the
Option key and choose the new color or pattern from the pattern
palette,
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To Reshape a Text Object

1. Use the sefection arrow fo select the text ahject you want to reshape.

ﬁ File Edlt ﬂrrunge E]ptmns Wmd

Drag a handle to rashape
the text object

2. Drag one of the handles to reshape the text ohject.

File Edit Arrange Options Window

Y D S B BN SR 5 G R R

= Dromo.Progrom EGR)%E- i
Shepherd. High School
Droima Department Presents

SouTH PACIAIE

If necessary, AppleWorks (GS rewraps the text within the text abject.
The actual shape of the text itself remains unchanged.
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About This Chapter

Page Layout

The AppleWorks GS page layout application lets you take rhe next step
beyond word processing. With page layout you can combine and arrange
text and graphics in order to produce professional-looking documents.

In this chapter youw'll learn about the basic operations of page layout:

8 Adding text and graphics to a page layout document
B Using special page layout features
B Working with text and graphics
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Page Layout Overview
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Besides allowing you to impert text from ather
applicarions, page layout lets you enter and
edit text directly using familiar word process-
ing commands. But page layout also provides
many capabilities unavailable in word process-
ing—multiple text columns, for example.

See “Entering and Formatting Text” and “Work-
ing with Text” in this chapter.

250 Chapter 6

Use page layout as an electronic paste-up board to
combine text and graphics imported from other
AppleWorks GS applications on the pages of your
document.

See “Adding Text and Graphics” in this chapter.
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Import text from other applications or enter the text in page layout. Text
appears within text objects, which can be selected, resized, and moved.
Text objects can be linked to other text objects, allowing text to flow
from one text object to another,

See “Creating Text Objects” in this chapter,
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Graphics are imported into separate objects that can
be resized, trimimed, or moved anywhere on the page.

See “Importing Graphics” in this chapter.
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Page Layout Overview
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Once you've placed your text and graphic
objects on a page, you may want to add
other graphics to the page. Page layout
provides a set of basic graphics tools so that
you can add rules, borders, and other design
elements to your document.

See “Creating Graphics” in this chapter,
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To align text and graphics precisely on a page, use
temporary margin and colwnn markers, or guides.
You can place guides manually on a page, or use
the Set Guides command to define their exact

position.

See “Using Guides” in this chapter.
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Use master pages to define common elements for
each page in a document—nheaders and footers, for
example.

See “Working with Pages” in this chapter.

When your layout is complete,
you're ready to print.

See “Printing” in chapter I,
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AddingText and Graphics

Starting Page Layout

You can start the page layout application by either creating a new page
layout document or by opening an existing document.

To Open a New Document
1. Choose New from the File menu, or press (3-N.

A dialog box appears:

Select type of new file...

Page layout icon

254

2, Double-click the page layout icon to open the application.

AppleWorks GS opens an untitled page layout document.

Getting Started with Page Layout: Each time you open a new page
layout document, use the Choose Printer and the Page Setup com-
mands to make sure the printer and page setup information for the
document is correct before you begin work. (For information on using
these commands, see “Printing” in chapter 1.) These settings help
determine how AppleWorks GS displays information in the document
such as rulers, page margins, text size, and so on. Changing these
settings after you have started working may have unexpected effects
on the layout you have already created.
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Guides

To Open an Existing Page Layout Document
1. Choose Open from the File menu, or press (3-0.

A dialog box appears with a list of available documents:

Openwhich file ... it AppleYorks 65 Files
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To display only the available page layout documents, click the page

layout icon at the top of the box.
2. Choose the document to open by double-clicking it.

AppleWorks GS opens that document:

Graphic tools
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Document page icon
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AddingText and Graphics

Creating Text Objects

Changing the shape of the text
object changes the way the text is
displayed.

256

In AppleWorks GS, you enter and lay out text in a page layout document

using text objects. Think of a text object as a kind of a frame for the text
you want to display on a page. Depending on the design of your dacu-
ment, the number of pages, or the amount of text you are working with,
you may want to use one, several, or many text objects in a single
document.

To change the display of the text, you simply resize the text object the
same way that you reshape an object in the graphics application. {See

“Modifying Text Objects” in chapter 5.)
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Text objects are similar to the paint or draw objects you create in the
graphics application with one important difference—text objects can be
linked together. This means that different rext objects can be used to
display a single continuous text stream.
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How do linked text objects work? Think about your text as a stream of
characters. All the texr in the stream that can’t fit into one text object
automatically flows into the next linked object. If you make changes in
the text, the stream automatically readjusts within each of the linked text
objects where it is displayed.

By the same token, you can move or resize any of the linked text objects
that contain a text stream without altering the contents of the text
stream itself.

To add text in a page layout document, you begin by creating a text
object to contain the text whete you want it to appear on the page. You
can then either import text you created in another application such as
word processing or use the text tool in the page layout application to
enter the text. (See “Entering and Formatting Text” in this chapter.)
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To Create a Text Object

1. Selectthe text toel from the tool palette.
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2. Move the pointer to the location in the window where you want to
start the text object.

The pointer changes to an [-beam when you move it into the window.

3. Drag to the tocation where you want the opposite corner of the text
object.

As you drag, an outline of the text object appears:
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4. Release the mouse huften to complete the object.
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objectis selected

Link tag

To Create Linked Text Objects

1. Select the text tool and create a text object.

2, Select the selection arrow on the tools palette,

3. Select the text object you just created by clicking inside it.

Handles appear around the text object to indicate that it’s selected. Link
tags also appear at the top and the bottom of the object:
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4. To create an ohject linked to the bottom of the selected object, click
the link tag at the hottom of the object.

The pointer changes to an icon representing a text object.

5. Drag to create the linked text object.

The link tags at the bottom on the previous object and the top of the
new object change to plus signs (+) to indicate that they are linked.

You can create as many linked text objects as necessary, including new
objects that are linked berween existing objects.

By clicking the link tag at the rop of an abject, you can create an object
linked to the beginning of the criginal object.
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Bouble-click folder to

To Import Text into a Text Object
1. Select the texttool from the tool palette and create a text object.

AppleWorks GS selects the insertion point in the upper-left comner of
the object.

2. Choose Import File from the File menu.

A dialog box appears:

Import which file ...
Mews.Files/

see additional files

List of available files on

.7 Repoiter.Fil

[ Hewsletter.d
[[1 Lead.Story.0et
[ Hews.Text

current disk or felder

Click to display files on a
different disk

260

g Graphics.Det ( Tiose )

Funds.Lha

el

Graphics.Sept
( Cancel

[ Testing

3. Choose a file to import by double-clicking its name.

AppleWorks GS pastes the text into the text object starting at the
insertion point.

4. If there's more text than fits in the text object, you can do one of the
following:

(1 Reshape the text object to make the object larger.

0 Add a second text object linked to the first by clicking the link tag
and creating another object.

If you've already created a series of linked text objects, AppleWorks GS
automatically places as much of the text stream as possible in the linked
objects.
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Pointer shape indicates that
text is being imported

To Import Text Directly onto a Page

1. Choose Import File from the File menu,

The Import File dialog box appears.

2. Choose a file to import by double-clicking its name.
AppleWorks GS changes the pointer to represent a text object.

3. Move the pointer to the Jocation in the document where you want the
text to appear and click.

When you release the button, an empty rext object is created based on
the position of the guides on the page, and the text is pasted into the
object.
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To define the size and shape of the text object before importing the text,
drag the pointer before releasing the mouse button.

If there's more text than fits in the text object, you can add a second text
object linked to the first by clicking the link tag and creating another
object. (See “To Create Linked Text Objects” in this chapter.)

Any excess text from the text stream is nor displayed until you define
another text abject.
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Importing Graphics

Double-click folder to

You can import a graphic into a page layout document by importing a
graphic file created in another application or by pasting in a graphic
using the Clipboard.

To Import a Graphic File
1. Choose lmport File from the File menu.

A dialog box appears:

Import which file ...
/Hews Files/

see additional files

HeporLer. ;
™M Hawsletterl
[ Lead Story.et
3 Hews.Text 4

List of available files on
current disk or folder

Click to display files on a
different disk
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£ flose }

[ Graphies.Dot
1 Graphics.Sept
[ Funds.Chart -

o Testing G ( Cancel )

2. Double-click the name of the graphic file you want fo import.

AppleWorks GS can import AppleWorks GS graphics, as well as files
stored in PICT format, Apple Preferred Format (APF), or PNT format.
(PNT format is used by graphics programs like Paintworks Gold.)

After you choose the graphic to impart, the cursor changes to a small
graphic document,

3. Position the pointer where you want the graphic to appear in the
document area of the window and click.

AppleWorks GS pastes the graphic in the document at the location you
indicare.
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To Import a Graphic Using the Clipboard

1. Create a graphic in the AppleWorks GS graphics application.

2. Select the graphic and choose the Cut or Copy command.

3. Open the page layout document and choose the Paste command.

The graphic is pasted in the center of the window.
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4. Reposition the graphic to the desired location in the document.

For information on moving a graphic abject, see “Working with Objects”

in this chapter.
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Waorking with Pages

Master page icons

Once you begin adding text and graphic objects to a page layout docu-
ment, you'll want to start thinking about pages——how they look and how
you can combine them to produce your final publication.

Although each new page layout document starts out as a single page, you
can create multipage publications simply by adding more pages to the
document. As you add pages to a document, you can link text objects
that appear on separate pages, allowing text to flow from one page to
another as you make changes in a document’s fayout.
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To avoid having to lay out design elements that appear on every page,
AppleWorks GS lets you create a set of master pages for each document.
A master page is a spectal page that contains elements (such as rules or
headers and footers) you want to appear on all of the pages of your
document. For exceptional pages (title pages, for example}, you can have
AppleWorks GS ignore the master pages.

You can create either a single master page or left and right master pages.
If you create a single master page, any element placed on the master page
appears on each page of the document. If you create left and right master
pages, elements placed on the left master page appear on each left page in
the document, and elements placed on the right master page appear on
each right page of the document.
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To Fit the Entire Page in the Window
& Choose Fit in Window from the Options menu, or press 3-W.,

AppleWorks GS reduces the image of the page so that it fits within the
window and adjusts the markings on the ruler to reflect the new scale.
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To teturn to the normal view of the page, choose Actual View from the
Options menu.

Working in the reduced view: After choosing the Fit in Window
command, you can continue to use any of the page layour graphics
tools on the page. You can also create, resize, and reshape text objects.
You cannot, however, edit any text displayed in the text objects.
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Click 1o insert blank pages at
beginning of document

Click to insert blank pages

To Insert Blank Pages in a Document

1. Choose Insert Pages from the Edit menu.

A dialog box appears:

Insert page(s)

() at the beginning.

after the current page

Click to insert blank pages at
the end of the document

266

after the current page.
() at the end.

Type number of pages to insert

2. Type the number of pages to insert, and click the apprepriate setting.

3. Click OK, or press Refurn.

AppleWorks GS inserts the blank pages in the document, renumbers the
original pages (if necessary), and changes the page icons at the bottom of

the screen.

The first inserted page is displayed in the window.

Maximum document size: A page layout document can contain up to

99 pages.
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To Delete Pages
1. Choose Delete Pages from the Edit menu.

A dialog box appears:

Delete poges

thruugh m

Type first and last page to delete

2, Type the page numbers for the range of pages to delete.
Careful! You can'’t undo a page deletion with the Undo command,

3. Click OK, or press Return,

AppleWorks GS deletes the pages and their contents from the document,
renumbers the remaining pages (if necessary), and changes the page icons
at the bottom of the screen to reflect the new page numbers.

Deleting pages with text: When you delete a page, all the text objects
on that page are deleted, and the text displayed in the deleted text
objects is removed from the text stream. Any text objects on pages
before or after the deleted pages are automatically relinked.
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268

To Go to a Specific Page

# Click on the page icon for the page at the bottom of the screen.
or

1. Choose Go To Page from the Options menu, or press (3-G,

A dialog box appears:

Go to page I[I E Enter page number of page
togoto

( Cencel ) 0K

2. Fype the page number of the page you want te go to.
3. Click OK, or press Return,
AppleWorks GS displays the page you specify.

To Set Up a Master Page
1. Click the page icon labeled M at the bottom of the screen.

AppleWorks GS highlights the master page icon at the bottom of the
screen and displays the master page for the document.

2. Place text objects, graphic objects, ar guides on the page.

Every item you place on this page appears on every page of your docu-
ment. These items, however, can only be changed by editing the master
page on which they occur.

You can specify pages in your document that do not use the master page
items by using the Ignore Master Page command. See “To Ignore Master
Page ltems” in this chapter.
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To Set Up Left and Right Master Pages
1. Choose Left/Right Master Pages from the Options menu,

AppleWorks GS replaces the single master page icon with two icons
labeled L and R.
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Left and right master page icons ——— 1

2. To enter text or graphics for all the right-hand pages in a8 document,
click the icon labeled B; for left-hand pages, click the icon labeled L.

3. Place the items on the appropriate master page.
Left and right pages: All odd-numbered pages in a page layout docu-

ment are consicered to be right-hand pages. Even-numbered pages are
considered to be left-hand pages.

To lgnore Master Page Items
1. Display the page on which you do not wish to use master page items,
2. Choose Ignare Master Page from the Options menu,

All text and graphics objects from the relevant master page are removed
from this page.

To restore the master page objects for the page, choose Use Master Page
from the Options menu.

Page Layous 269



Using Page Layout

To Set Up Headers and Footers
1. Click the master page tcon to display the master page.

2. Create the header, the footer, or hoth using any of the text or graphics
tools.

To insert the current page number or the current date in a header or
footer, use the page number toal or the date tool on the tools palette.(See
“To Insert the Current Date” and *To Insert the Page Number” in this

chapter.}
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3. Glick on any numbered page icon to ses that the header and footer
information you enter on the master page is displayed an the docu-
ment page automaticafly.
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To Insert the Current Date
1. Select the date tool on the tools paiette.

2. Position the pointer on the location on the page where you want the
date to appear.

The pointer changes to a calendar icon when you move it into the
window.

3. Click where you want the date to appear.

The date appears in the currently selected font, size, and style and is
updated each time you open the document.

Date marker - :Januarg 2, 1939:

Placing the date on every page: To display the current date on every
page of a document, use the date tool to insert a date on a master
page.
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Using Page Layout

Page number marker.

To Insert the Current Page Number
1. Select the page number tocl an the tools palette,

2. Position the pointer on the location on the page where you want the
page number to appear.

The pointer changes to a pound sign (#) when you move it into the
window.

3. Click where you want the number to appear.

The page number appears in the currently selected font, size, and style.
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Placing page numbers on every page: To display page numbers on
every page of a document, use the page number tool to insert a page
number on the master page(s).
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To Set the First Page Number

1. Choose Set First Page from the Options menu.

A diatog box appears:

first poge number; |i] !

Enter starting page
number here

2. Enter the page number for the first page in the document.

3. Click OK, or press Return.
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Using Guides Guides provide you with a very flexible way to lay down nonprinting
column, margin, and alignment markers.
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If you use guides on a master page, the guides appear on every page in the
document. If you use guides on a page that is not a master page, the
guides apply to the current page only.

AppleWorks GS provides a number of options for you when working

with guides:

B Magnetic guides—guides that attract nearby text and graphic objects,
making it easier to align objects precisely,

B Lacked guides—guides that are locked into place on a page so that
they can’t be accidentally moved.

B Hidden guides—guides that are not displayed so that you can see how
the document will appear when it is printed.

B The Set Guides command—a command that allows you to set up
accurate margin and column guides for one page or for an entire
document.
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Drag horizontal quides from hers

Use the rulers to position
guides exaetly

To Set Guides Manually

1. Move the pointer into the ruler area either above or to the left of the
document area, and press the mouse bution.

The pointer changes to a double-headed arrow, and a guide appears in
the ruter area.

2. Drag the guide into the document window and position it on the page.

Drag vertical guides froin here
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3. Release the mouse button to set the guide on the page.

To Move a Guide
1. Select the selection arrow on the tools palette.

2. Position the pointer on the guide you want to move and press the
mouse button,

The pointer changes to a double-headed arrow.
3. Drag the guide to its new position.

To remove a guide, drag it all the way off the page.
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Locked guides cannot be moved

276

To Make Guides Magnetic
B Choose Magnetic Guides from the Options menu,

All the guides in the document can now attract nearby objects. If you
move a text or graphic object near a magnetic guide, the object “snaps”
to the guide. An existing object is not influenced by magnetic guides
unless you move or resize the object.

To return to nonmagnetic guicdes, choose Magnetic Guides from the
Options menu again.

To Lock Guides
B Choose Lock Guides from the Options menu.

All the guides in the document are now locked into place and cannot be
moved.

To unlock guides, choose Unlock Guides from the Options menu.
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To Hide Guides
# Choose Hide Guides from the Options menu.

The guides are no longer visible in the document window. If you were
using magnetic guides, they no longer have any effect on nearby objects.

To display guides agaln, choose Show Guides from the Options menu.
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To Set Margin and Column Guides
1. Display the page for which you wish to set column or margin guides.

If you choose a master page, the column and margin guides you set are
used for all the pages in the document.

2. Chaose Set Guides from the Options menu,

A dialog hox appears:

Left / Right Hargins Celumns

Click to choose left and
right margins, or cfick
and type a value

Click te choose top and

bottom margins, or click
and type a value

() 8.25 inch @1

(C)0.5 inch (D12 Click to choose the

ommm O | mee
Top/ Bottom Morgins  Column Spacing number

(0 0.25 inch 0.25 inch

{2 0.5 inch 0.5 inch Click to choose the

columns, or click and

inch Q inch spacing between
R === o0 8 velus

3. Choose the appropriate settings for columns and margins.
4. Click OK, or press Return.

The page is displayed with the column and margin guides you specify.
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Working with Text and Graphics

Entering and Formatting
Text

2718

In addition to importing text from other applications, you can enter and
format text in page layout using many of the same techniques and
commands you use in AppleWorks GS word processing. Most text
formatting in page layout is paragraph-based. For example, you can define
text alignment and line spacing for any paragraph, or you can set up tabs
using a ruler.

AppleWorks GS provides three options for automatically calculating the
spacing between lines of text based on the size of the text characters:

B Single spacing

A [-1/2 spacing

B Double spacing

You can set the line spacing yourself with the Set Spacing command. In
AppleWorks GS, line spacing is defined as the space between the bottom
of one line of characters to the bottom of the next line. You can set this
spacing for any amount from four poitits (1/18 of an inch} to 64 points
{(8/9 of an inch} in one-point increments.

To Enter Text Using the Text Tool
1. Select the text tool on the tools palette.

2. Greate a text object or click in an existing text object to select the
insertion point,

3. Type the text you wish to enter.

To Change the Ruler Seftings
1. Select the text tool an the tools palette.

2. Selectthe insertion point in the paragraph for which you wish to
changa the ruler settings.

If you select text in more than one paragraph, changing the ruler settings
affects all the selected paragraphs. (See “To Select Text” in this chapter.)

3. Change the ruler settings hy clicking the appropriate tab well and
dragging the tah to the ruler or by dragging the indentation marker.
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Tab well
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Left align tab

Becimal align tab - Right align tab

Calculating tabs and indentations for text obhjects: Tabs and indenta-
tions are calculated relative to the left margin of the text object. If you
move or reshape the text obiject, all ruler settings are recalculated.

To Change Text Alignment
1. Select the text tool on the tools palette,

2. Select the insertion pointin the paragraph for which you wish to
change the text alignment.

If you select text in more than one paragraph, changing the texr align-
ment affects all the selected paragraphs.

3. Choose Left, Genter, Right, or Full from the Text menu.

To Change Line Spacing

"~ 1, Select the text toof on the tools palette,

2. Select the insertion point in the paragraph for which you wish to
change the line spacing.

If you select more than one paragraph, changing the line spacing affects
all selected paragraphs.

3. Choose Single Spacs, 1-1/2 Space, Double Spacing, or Set Spacing
from the Text menu.

If you choose the Set Spacing command, a dialog box appears.

8ot line height. l } Enter number (in points)

for special line spacing

4. Enter the number of points for line spacing and press Return,
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Warking with Text

280

In AppleWorks GS page layout, you can use many of the special tech-
niques you learned in the word processing application when working
with text within text objects.

B You can move the insertion point within the text object using the
mouse of the arrow keys.

B You can select the text to receive the next action.

B You can replace selected text with new text.

B You can delete anything that can be selected.

To Move the Insertion Point

B To move one line up, press the Up Arrow key.

B To move one line down, press the Down Arrow key.

m To move one character to the left, press the Left Arrow key.

B To move one character to the right, press the Right Arrow key.

To Select Text

1. Select the insertion point at either the beginning or the end of the text
to be selected.

2. Drag in the direction of the text you want to select.
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Double-click the first word

To Select a Word
1. Select the insertion point in the waord.
2. Double-click the word.

To Select One Word ata Time

B Double-click a word and drag in the direction you wish to select.

and drag to extend the
selection one word at a time
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To Select an Entire Line of Text
1. Select the insertion point in the line,

2. Triple-click the line.

To Extend the Selection

1. Select the insertion point at the beginning or the end of the text to be
selected.

2. Move the pointer to the end of the selection, press Shift, and click.
You can shift-click to select text in more than one text object.

To Cancel a Selection

B Click anywhere in the text object outside the selected text.
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Begin dragging here to select the
carriage return that ends this
paragraph

282

To Select a Garriage Return

@ Select the insertion point anywhere after the last word in the para-
graph and drag to the first character of the next paragraph.
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If you want to select a blank line, select the insertion point anywhere in
the line and drag to the first character of the next line.

To Select a Tab

& Drag within the space created by the tab.

To Select All the Text in a Text Stream
1. Select the insertion point in the text object.
2. Choose Select All from the Edit menu, or press (3-A.

All the text in the text stream is selected, regardless of whether all the
text is on one page or continued over several pages,
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This text will be replaced
with the text you type

To Replace Selected Text with New Text

1. Sefectthe text you wish to replace.
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2. Type the new text.

AppleWorks GS replaces the selected text with the new text,

To Replace Selected Text with the Contents of the Clipboard
1. Copy the replacement text to the Clipboard.

2. Select the text you wish to replace.

3. Choose Paste from the Edit menu, or press G-V.

A copy of the contents of the Cliphoard replaces the selection in the
document.
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Use the Clear command or the

To Delete Text with the Cut Command
1. Select the text to be deleted.

2. Choose Cut from the Edit menu, or press (-X.

To Delete Text with the Clear Command or the Delete Key
1. Select the text to be deleted.

2. Choose Clear from the Edit menu, or press Delete.

Delete key to delete text you do
not want to place on the Clipboard
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To Delete a Carriage Return

1. Select the insertion point at the left margin of the line betow the
carriage return you wish to delete.

2. Press Delete,

To Delete All the Text in a Text Stream
1. Select the insertion point in the text object.

2. Select all the text in the chject by choosing Select All from the Edit
menu or by pressing (3-A.

All the text in the text stream is selected, regardless of whether all the
text Is on one page or continued over several pages.

3. Press Delete.

To Undo a Deletion

B Choose Undo from the Edit menu, or press (3-Z, immediately after the

deletion.
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Changing the Appearance
of Text

286

AppleWorks GS offers a variety of options for changing the font, size,
style, and color of text in a page layout document. These changes can
affect any characters in a document, including spaces, carriage returns,
and tabs. Changes in font, size, style, and color are made by AppleWorks
GS as follows:

B If you have text selected, only that text is changed.
B If no text is currently selected, all text typed at the insertion point
appears in the font, size, style, and color you specify.

To Change Text Fonts

1. Select the text you want to change, or select the insertion point where
you want to enter text in the new font.

2. Choose a font from the Font menu.

A check mark (V) appears on the Font menu next to the font you've
chosen. Selected text changes and remains selected.

To Change Text Sizes

1. Select the text you want to changs, or select the insertion point where
you want to enter text in the new size,

2. Choose a size from the Size menu.

A check mark appears on the Size menu next to the size you've chosen.
Selected rext changes and remains selected.

To Change Text Styles

1. Select the text you want to change, or select the insertion point where
you want to enter text in the new style,

2. Choose a style from the Style menu, or use the keyboard equivalent.
A check mark appears on the Style menu next to the style youw’ve chosen.

Selected text changes and remains selected.

Some exceptions: Uppercase, Lowercase, and Title can’t be chosen
unless you've selecred text. To enter new text at the insertion point
using the uppercase style, use the Shift or Caps Lock key.
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To Gombine Text Styles

1. Select the text you want to change, or select the insertion point where
you want to enter text in the new style(s),

2. Choose one or more styles from the Style menu, or press the keyhoard
equivalents for the styles.

Check marks appear on the Style menu next to the styles yow've chosen,

Selected text changes and remains selected.

Mutually exclusive styles: Two sets of text styles can't be combined
since they are mutually exclusive: you can’t have text that is both
uppercase, lowercase, or capitalized; and you can’t have text that is
both subscripted and superscripted.

To Deselect a Style

1. Select the text you want to change, or select the insertion point where
you want to enter text without the style,

2. Choose the style from the Style menu to deselect, or press the key-
board equivalent for the style.

The check mark is removed from the style on the Style menu, and the
style is removed from the selected text.

To Deselect All Styles

1. Select the text you want te change, or select the insertion point where
you want to enter text in the plain text style.

2. Chaose Plain from the Style menu, or press (3-T,

To Change Text Colors

1. Select the text you want to change, or select the insertion point where
you want to enter text in a new color.

2. Choose a color from the Color menu.
Printing in color: You can print AppleWorks GS documents in color if

you're using an ImageWriter II printer with a color ribbon. If you print
colored text on a printer without color capabilities, all text is printed

in black.
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Working with Text and Graphics

Creating Graphics With the graphics tools available in page layout, you can draw lines or
create filled or hollowed shapes from within the page layout application
icself, When printed or displayed, objects created by these tools can take
advantage of the highest resolution your printer or screen is capable of
producing.

e Tfile [dit Options Arrange Text Font §ize Stule Color Window
mTools(PL)W H

Graphics tools

Hollow icon

Fitled shape icon

The horizontalfvertical line tool draws horizental or vertical lines.
The line tool draws straight lines in any direction.

@ The rectangle rool draws rectangles or squares.

[:cz,] The rounded rectangle tool draws rectangles with rounded corners.

@ The oval tool draws ovals and circles.
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To Draw Horizontal or Vertical Lines
1. Select the horizontal/vertical line too!l on the tools palette.

I you wish, you can change the line width by choosing from the line
width palette.

2, Move the pointer fo the location in the window where you want to
start the line.

The pointer changes to a crossbar when you move it into the window.
3. Drag to the lecation where you want the line to end.

As you drag, the line extends in a horizontal or vertical direction.

e File £dit Options MRrrange Text Font Size Style Color Window
it ) e
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4.  Release the mouse button to complete the object.
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To Draw Lines
1. Selact the line tool on the tools palette,

If you wish, you can change the line width by choosing from the line
width palette.

2. Move the pointer to the focation in the window where you want to
start the line.

The pointer changes to a crossbar when you move it into the window.
3. Drag to the place where you want the line to end.

As you drag, the fine extends in the direction of the drag.

@ File Edit Options fArrange Text Ffont Size Style Color Window

0 Intitled? (Fl)
h Dnll!.1,|1-|.|.|.fz‘1.1.|.|3.|.k.|.'E|I'|.s.![1.|5|||1;1.lﬁlj
A7

e]

| |

sl

] P

=]

@1

3

: ....... :

[ | T

n1Eng <]

4. Release the mouse button to complete the object.
Constraining the line tool: To constrain the line tool to draw horizon-

tal, vertical, or 45-degree diagonal lines only, press the Shift key when
using the tool.
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To Draw Rectangles and Squares
1. Select the rectangle tool on the tools palette.

If you wish, you can change the line width by choosing from the line
width palette. To draw a solid rectangle, click the filled shape icon below
the tools palette.

2. Move the pointer to the location in the window where you want to
start a corner of the rectangle,

The pointer changes to crossbar when you move it into the window.

3. Drag to the location where you want the apposite corner of the
rectangle.

As you drag, an outline of the rectangle appears.

e File fdit Options FArronge Text Font Size Stule Color Window
Hae————————— A {I[Tk3tIN] (=15
k D.l.l.l.fi.a.if|‘|2.|.|.|.l3.:.l‘|.luulullhls-u-k.a,lﬁunﬁ'_
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4. Release the mouse button to complete the ohject.

Constraining the rectangle tool: To constrain the rectangle tool to
draw squares only, press the Shift key when using the tool.
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To Draw Rounded Rectangles
1. Select the rounded rectangle tool on the tools palette.

If you wish, you can change the line width by choosing from the line
wideh palette. To draw a solid rounded rectangle, click the filled shape
icon below the tools palette.

2. Move the pointer to the location in the window where you want to
start a corner of the rounded rectangle.

The pointer changes to a crossbar when you move it into the window.

3. Drag to the location where you want the opposite corner of the
rounded rectangle.

As you drag, an outline of the rounded rectangle appears.

e File Edit Options [Mrrange Text Font Size Style Color Window |
=01 htitled? () s
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4. Release the mouse button to complete the object.
Constraining the rounded rectangle tool: To constrain the rounded

rectangle tool to draw squares only, press the Shifr key when using the
tool.
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To Draw Ovals and Circles
1. Sefect the oval tool on the tools palstte.

If you wish, you can change the line width by choosing from the line
width palette. To draw a solid oval, click the filled shape icon below the
rools palette.

2. Imagine that the oval is going to be enclosed by a rectangie, and move
the pointer to the focation in the window where you want to start a
corner of that imaginary rectangle,

The pointer changes to a crossbar when you move it into the window.
3. Drag to the location where you want the opposite side of the oval.

As you drag, an outline of the oval appears,

[@ file Edit Options frrange Text font Size Style Color Window

B Intitled (P B
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4. Release the mouse button to complete the object.

Constraining the oval tool: To constrain the oval tool to draw circles
only, press the Shift key when using the tool.
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Working with Text and Graphics

Waorking with Objects Once a text or graphic object is created, you can move it, reshape it,
delete it, rotate it, or reorient it horizontally or vertically.

You can also rearrange an object in relation to the other objects in the
document by moving it to the front or sending it to the back of other
objects in the window.

For information about selecting and deselecting objects, see “Selecting”
in chapter 1.

To Move an Object

1. Use the selection arrow to select the object you want to move.
When the object is sefected, handles appear around the object.

2. Drag the object to the new location.

e file Idit Options MArrange Text Ffont Size Style Color Window
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3. Release the mouse button,
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To Resize an Object

1. Use the selection arrow to select the ohject you want to resize.

2. Drag one of the handles to resize the objeet.

e File Edit Options Arronge Text Fomt Size Stule Color Uindow
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To crop a graphic object, press the Option key while dragging one of the
handles.

To Change a Graphic Object

1. Use the selection arrow to select the graphic object you want to
change.

2. Change the object using one of the following methods:

O To change the line width of the object, choose the new line width
from the line width palette.

O To change a solid object to a hollow object, click the hollow icon.

1 To change a hollow object 1o a solid object, click the filled shape
icon.

71 To change the color of the object, choose the new color from the
Color menu.
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To Duplicate an Object
1. Use the selection arrow to select the object you want to duplicate.
2. Choose Duplicate from the Edit menu, or press C3-D.

AppleWorks GS creates a duplicate of the selected object and pastes it
next to the original.

e File Fdit Options Arronge Text Font Size Style Color Window
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To Delete an Object

1. Choose the selection arrow on the tools palette.

2. Select the object that you want to delete.

3. Press Delete.
Deleting text objects: If you select a text object and delete it, both the
object and the text it contains are deleted. To delete a linked text
object without deleting any text, resize the object so that no text is

displayed before deleting it. The remaining objects displaying the text
stream are re-linked.
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To Flip an Ohject

1. Use the selection arrow to select the object you want to {lip.

e File [dit Options frrange Text Font Size Stule Color Window
e Intitled] () T
UH:I.r-}lslal||-12.l|i|113341-l-l-‘q.l-l.x.iﬁ.l.lmalﬁug
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2. Choose Flip Horizontal or Flip Vertical from the Arrange menu.

ted file Edit Options Arrange Text Font Size Style Color Hindow
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To Rotate an Object

1. Use the selection arrow to select the object you want to rotate.

ge Text fom Size Style Tolor Window

Untitled? (PL) ===

2. Choose Rotate Left or Rotate Right from the Arrange menu.
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The object has now been
moved to the front

To Move an Object to the Front

1. Use the sefection arrow to select the object to move to the front.

€ File Edit Options frrange Text Font Size Style Color Window ]

e I E————————— 1
Dlisl-lullul.I.|‘lznl|i.[.[3.r.l.nliiu¢;.i.t\|5-|-l.islbn{}

A ¥

# | 3

@ =

el IE = |4

il 5 ||¢ ¢ @

] *oll €

Ol

@] I & & ¢ ¢

IElE] 3 ® h

= =T .

Bl 15 . : =

2. Choose Bring To Front frem the Arrange menu, or press G-+,

The selected object is moved in front of other objects in the document.

e File Edit Options frrange Text Font Size Stule Color Window |
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To send an object to the back Choose Send To Back from the Arrange
menu, or press & --(a hyphen).
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About This Chapter

Communications

AppleWorks GS communications allows you to connect your Apple llcs
to another computer around the corner or around the world. With this
application you can share files with other usess, log on to local bulletin
boards, or call up information services that provide national and interna-
tional news, up-to-the-minute financial information, or the updates on
new computer hardware and software.

In this chapter you will learn how to use the AppleWorks GS communi-
cation application to link your computer to other computers:

B Setting up communications by entering information about communi-
cations hardware, software protocols, and phone numbers
B Conducting a communications session

Communications 303



Communications Ouerview

With AppleWorks GS communications you can transfer
information from your Apple 11GS to many different types of

computers.

Each communications document
contains an electronic phone
book containing the names,
telephone numbers, and fast-dial
cades of other computers and
information services.
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Once you've made the connection, you can send and receive files containing
text, graphics, or even Apple I1GS programs.
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Clipboard and then paste the text into another Apple-
Works GS document.
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Setting Up Communications

Starting
Communications

Communications icon

You can start the communications application by either starting a new
communications document or by opening an existing document.

To Open a New Document
1. Choose New from the File menu, or press (3-N,

A dialog box appears:

Select type of new file...

2. Double-click the communications ican to open the application.

AppleWorks GS opens an untitled communications document.
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The status bar tells you if e
you're on-line or off-line

Indicates if the text from
the session is being saved
to a file

To Open an Existing Communications Document
1. Choose Open from the File menu, or press C3-0.

A dialog box appears with a list of available documents:

A1 Appietlorks 65 Files
/Morks Files/

] o)
: (CFer )
B8 Chess Files.Con G| ( Toncel )

To display only the available communications documents, click the

communications icon at the top of the box.
2. Choose the document te cpen by double-clicking it.

AppleWorks GS opens that document:
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Setting Up Communications

Entering Hardware
Information

Click the type of modem

Click the serial port or card you are
using

Choose a slot if you are using &

Before you can begin using your communications application, you must

enter information about the type of communications hardware you will

be using. This information includes:

8 The type of modem you're using or if you intend to connect your
Apple 11GS directly to another computer

B The serial port or card for your modem

B Any initialization commands your modem requires in order to begin

communications

To Enter Hardware Information
1. Choose Hardware from the Settings menu, or press G-H.

A dialog box appears:

Hardware Parometers:

serial card or an internal modem

Choose a modem configuration or
no modem if you are eonnected
directly to another computer

Hodem Serial device Slot
1 B Jiajs (7] [G5 printer port o1
fipplemodem 300 | port.
fiop oot 1200 Super serigl card @2
6
5 5| O
External modem Initializatien
(O Internal modem | ATEQVI) l

Vo noden /

If your modem requires a special
initialization sequence, type the
sequence here
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2. Click the appropriate settings for your hardware.
Hf you are using an acoustic coupler, choose No Modem.
3. Click OK, or press Return.

AppleWorks GS stores the information about your hardware setup and
attempts to initialize the modem.

Once you have entered hardware information for a communications
document, AppleWorks GS attempts to initialize the modem each time
you open the document.

More about initialization sequences: The default initialization
sequence displayed in the Initialization entry box should work without
a hitch in most cases. For more information about the sequence
required by your particular modem, check the documentation that
came with the modem.
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Setting Up Communications

Entering
Communication
Seftings

3t

Before two computers can communicate with each other, they must es-
tablish a set of rules, or protocols, that govern how the information will be
exchanged.

In AppleWorks GS, you can enter the following information related to

communication settings:

B Baud rate—how fast information is transferred between computers

@ Parity-—how a computer determines if the information is being
transferred correctly

B Data bits—the length of each character being transmiteed

B Stop bits—the number of data bits between each character

B Line feeds—whether a line feed at the end of each line of text sent
should be generated

8 XON/XOFF handshake—a special protocol some computers use to
prevent the loss of data during transmission

B Echo—Some types of older computers may require that a second copy
(or echo) of the message be sent to the screen in order to be displayed

B Dial type—whether your phone uses tone or pulse dialing

With the Communication command, you can set up a default communi-
cation setting to use for all your calls with this document.

You can also define special settings for individual numbers stored in a
document’s phone list. {See “Setting Up a Phone List” in this chapter.)

More about communication settings: For more information about

communication settings, see chapter 7, “Communications Com-

mands” in AppleWorks GS Reference.
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To Enter Communication Settings

1. Choose Communication from the Settings menu, or press G3-T,

A dialog box appears:

Click to use
optional settings

Communication Parometers

-Boud - -Parity + ~[]Genernte line feeds

Click to set baud rate O 110 | | @ Hone ~[1X0M/XOFF handshake
O 300 | [Oo0dd | F[Echo

1200 | | O Even | —{== Tone Dial
O 2400 Dial time
O 4800 | - Data bits— - Stop bits
Click to set number of data bits CY ORI O 7 | @1

10200 (@38 O?2

Cliek to set parity

Click to set number of stop bits

Enter the number of
seconds to diat a busy or
unanswered number

2. Enter the information about the communication settings you want to
use as the default settings for your calls.

3. Click OK, or press Return.

AppleWorks GS stores the information and uses it as the default settings
for both dialing and answering calls,

More about the Diai Time setting: The Dial Time setting allows you o
enter the number of seconds you want AppleWorks GS to wait before
giving up an unsuccessful dial attempt due to a busy or unanswered
number. However, if you are autodialing with a modem that is capable
of distinguishing between busy and unanswered numbers, the dial time
setting is ignored whenever a busy signal is detected. (See “To
Autodial a Number” in this chaper.)
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Setting Up Communications

Setting Up a Phone
List

Current entries in phone list

Each communications document created by AppleWorks GS includes its
own phone list—a set of up to 64 phone numbers that you call fre-
quently.

To store an entry in a phone list, you must enter a phone number and a
name. (Entries in the phone list are organized alphabetically according to
the name you attached to the phone numbers.) You can also enter infor-
mation about the communication settings that apply to that entry and
assign a fast-dial character. A fast-dial character is a character that you
can press in conjunction with the Option key to dial a number instantly,
without having to use the Dial command.

Think of the phone list as an electronic phone book, database, and auto-
matic dialer rolled all into one. With it you can can recall frequently
called numbers, change your communication settings, and dial the
number—all with two keystrokes.

To Add a Number to the Phone List
1. Choose Dial from the Phone menu, or press (3-D.

A dialog box appears:

information about communi-
cation seftings for entries

Phone List:
( Remove }

Option-A  fipple Users
Option-B Bulletin Board
Jption-C Lompu-Quote

Type name under which

Optien-6 Gomes Online
Jption-I Interfoce
Option-M Shop by Hodem
Dption-8  Sport Kews
Option: 1] Stree

to store entry
Type phone number for entry

312

Name |Wall Street-Hise

Number | 212/991-0808

Enter character for fast-dial feature
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2, Type the name for the entry.

3. To assign a character for the fast-dial feature, press Tab to move the
insertion point to the Fast dial entry box, and type the eharacter.

4, Press Tab to move the inseriion point to the Number entry box, and
type the number for the entry.

You can use any commeon format for entering phone numbers; for
example:

B (713)555-12i2

B 713-555-1212

B 7135551212

You can also include any necessary access codes with the number (for
example, if you must dial [ before calling a number in a different area

code).
5. When the information for the entry is compiete, click Add.
AppleWorks GS adds the entry to the phone list.

You can make another entry by pressing the Tab key to move the
insertion point to the Number entry box and typing the new number.

6. When you are finished adding entries, click OK.

Including commands in phone numbers: Some modems recognize
certain characters in a phone number as commands. For example, you
may be able to specify a timed delay when dialing a number by
including one or more commas in the number when you enter it in
the phone list. For information about what commands your modem
recognizes, refer to the documentation that came with your modemn.
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Setting Up Communications

Click to set baud rate

To Change Communrication Settings in the Phone List

1. Choose Dial from the Phone menu, or press (-D.

The Dial dialog box appears.

2. Choose the entry you wish to change by clicking it in the list box.
3. Click Settings.

A dialog box appears:

Click to use
optional settings

Communication Parameters: Wall Street-lise

rBaud o -Parity ~[]Generate line feeds

Click to set parity

O 110 | | @Mtone  ||-[] 40W/K0FF handshake
O 300 || Oo0dd || CTkcho

Click to set numbar of data bits

Click te set number of stop bits

314

1200 | | Otven |- Tone Disl
) 400 Dicl time |RIY
() 4800 | ~Databits - Stop bits

O %00 | | O7 @1

O10200{- @8 Y]

Enter the number of
secaonds te dial a busy or
unanswered number

4, Enter the information about the communication settings for that entry.

For more information, see “Entering Communication Settings” in this
chapter.

5. Click OK or press Return.
AppleWorks GS returns you to the Dial dialog box.

6. To store the information and leave the Dial dialog hox, click OK.
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To Replace an Entry in the Phone List
1. Choose Dial from the Phone menu, or press (3-D.

A dialog box appears:

Phane List:

Current entries in phone list Option-f Rpple Users 2400-8-N-1 M ( Remove )
) o Option-8 Bulletin Boord  2400-8-N-1 [

Click to replace highlighted entry option=C Compu=Quote —1200=8=H= ( Replace )

Option-6 Gomes Online

. Option-1 Interface
Scrolt to see more entries Option-H Shop by Hodem
Option-5 Spart Hews
Click to choose entry to replace Opti - HallStree

Hame |Wall Street-Wise
Humber | 212/991-0808

. Ghoosa the entry you wish to replace by clicking it in the list box.
. Enter the new information for the entry.

. Click Replace.

[ I T U

. To store the information and leave the Dial dialog box, click 0K to
complete the operation,

To Remove an Entry in the Phone List

1. Choose Dial from the Phone menu, or press (3-D.

The Dial dialog box appears.

2. Choose the entry you wish to remove hy clicking it in the list box,
3. Click Remove.

4, Click OX to store your changes and leave the Dial dialog box,
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Wiaking a Call

Click to diat number

As soon as you enter the information about your hardware setup and
initialize your modem, you are ready to make a call,

To Dial a Number
1. Make sure you are on-line.
2. Choose Dial from the Phone menu, or press (3-D.

A dialog box appears:

Phone List:

([ Benove
( Resiuse )

Sebbings

Digl
Bancel

Enter number to dial

36

i &

0
fost dial l____l
|

Humber l

3. Move the insertion point to the Number entry hox using one of the
following methods:

1 Move the pointer and click.
O Press the Tab key twice.

4, Type the numher you wish to dial.

You can use any common format for entering phone numbers. You can
also include any necessary access codes with the number {for example, if
you must diat 1 before calling a number in a different area code.)

5. Click Dial, or press Return.

AppleWorks GS dials the number without storing the information about
the number in the phone list.
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To Dial a Number in the Phone List
1. Make sure you are on-line,

2. Choose Dial from the Phone menu, or press (3-D.

A dialog box appears:
Phone List: .ﬂ-
Option-A Mpple Users 400-8-8-1 || (Remove )
Option-8 BulletinBoaord  2u00-8-R-1 :
Option-C Compu-Quote  1200-8-H-1 (Replace )
Option-6 Gomes Online 2u00-8-N-1
_ Option-1 Interfoce 1200-8-H-1
gg(r]?}ttl?sfee more entries in Tntian=H " Shop by Hoden {
Spart Hews

Click to choose number to diaf
Click to dial nhumber

tWall Street-lise | Fost dial
Number | 212/091-0808

3. Click the entry in the phone list you wish to dial.
The entry is highlighted in the list box.

4. Click Dial, or press Return.

AppleWorks GS dials the number.

You can also dial the number by double-clicking the entry.
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Using Communications

Fast-dial characters for each

To Fast Dial a Number
1. Make sure that you are on-line.

2. Press the Option key and the fast-dial character for the number.
AppleWorks GS dials the number.

Phone List:

Option-R Apple Users 2400-8-K- ( Remove )

Option-B Bulletin Board  2U00- S—
Option-C Compu-Quote 1200~

entry in the phane list

318

Option=-1 Interfoce 1200-
Option-M Shop by Hodem
Option-§ Sport News
Opt. Streetsl

Kame ]NTIH Street-Wise
Hunmber | 212/991-0808 |

B

B

8
Option-6 Games Online 2u00-8-H-1

8

8

To Autodial a Number
1. Choose Autodial from the Phone menu.

A check mark appears next to the command to indicate that the autodi-
aling feature is now in effect.

2. Make sure that you are on-line.
3. Dial the number.

If AppleWorks GS cannot make a connection, it waits for the amount of
time you specified in the dial time setting in the Communication dialog
box before trying again.

To turn off autodialing, choose Autodial again from the Phone menu to
remove the check mark next to the command.

Overriding the Dial Time setting: If you are autodialing with a modem
that is capable of distinguishing between busy and unaswered num-
bers, the dial time setting is ignored whenever a busy signal is de-
tected, and the number is immediately redialed.
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To Answer a Call

1. Verify that the appropriate communications settings for answering the
call are in effect by choosing Communication from the Settings menu,
or pressing C3-T.

If you made a call during this session, the Communication dialog box
displays the settings for the phone number you dialed most recently.

2. Choose Answer Phone from the Phone menu.
A check mark appears next to the Answer Phone command.
Your computer is now ready to answer all incoming catls.

To stop answering calls, choose Answer Phone again to remove the
check mark.

To Hang Up
& Choose Hang Up from the Phone menu.

AppleWorks GS disconnects your computer from the remote computer
and ends the communications session.
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Using Communications

Warking On Line Once you have connected to another computer, you use the document
window to send and receive text.

Hl 31} .04,
Edit line hoee of (olian cuisine. Fre-theoter dirners include three courses
Status bar Onlire Coplure; 0Ff
Londen's freal Thealer Rastarmis /
indicates whether the text E;:;!é;;{;:;f:]:ﬁ;g::ﬂﬂﬂﬂﬂHHHHHHHHHHHH
from the session is being The Sy Hotel (Stoand; 001-1262)-Th Gei ] R e ooy
capturedin a file as itis doy frea 12:30 Lo 2:15 for luch ard fron 6 to 11:15 fer direer., |
received 15 pre-ealer offerings consisl of teo cowrsss ailh coffee. In th

& Thazes Holel (34 Helkington fue.; DIB-313D), yu om howe aftern
o0 tea daily froa 3:30 lo 6 for orownd $8 per parson. Lighl dishe

Use the scroll bar to see the T et tobte Trow 10710 Bictght foroTter=theater GIming, R

information transmitted he eraiings len, you ¢ bove the finest pub food ond ole, inelud

earlier in the session 1q beers frea Britains Red King Carsy brewery, Irepersive & fwn.
St. hartin's Lone;

To communicate interactively with the other computer, you can type the
text directly into the window. Or use the edit line to enter, review, and
edit an entire line of text before sending it.

You can also specify other options during an communications session:

B Turn off the status bar.
@ Display control characters.

For handling larger amounts of text during a session, AppleWorks GS
atlows you to send simple text {ASCII) files as though you typed it in the
window yourself, as well as capture all the text from 2 session and save it

to a disk file.

To Use the Edit Line
B Choose Edit Line from the Seftings menu

An edit line appeats above the document window, and a check mark
appears next to the command.

You can now enter and edit text in the edit line before transmitting it.
When you're teady to send the text, press Return.

To tumn off the edit line, choose Edit Line again from the Settings menu.
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Returns

Tabs

To Display Control Characters in Text

B Choose Show Control from the Settings menu,

AppleWorks GS displays all control characters (such as tabs and returns)

in the text that appears in the window:

€ file Edit Transfer GSettings Phone Window

== [ompu.Shopper (CH)

lnfire {oplure: Off

Felecae to the HIOEN HALL, the online shopping neleork Ut gives you occess to
*Hiihe goods ard services of over sixly quatity serchonts, ‘I THE HODD! WL &

TR, WOV S WG, I i e . (Tt o
CTRF TG, TR 10 . & Jar chiice hera: 1'HGood afi
ernoon and eelcoss to the Departaent Stoee, shere you con find (alsost) aything
nikr the s, Today's green Fighl special is the Breodioker, o all-ireohe wni
t thal bekes fresh foves of breod-—and of | you hove to do Is odd e ingredient
s 1R swre do request our FREE calafog, and register in o secepstokes! T
HE HCOEN HFLL CERRRTHENT Siﬂﬁ‘n‘ﬂylFlw {re--Hoaen's Wear. {¥oung Hiss, [Perfy

w8 Couriter Ty, Floor Tog " Then's Wetr™1Boy"s Clothing " (Hordears Store™ 137 The Toy

Store* tThe Candy Shopoa* IThe Gift Shop'td. Flooe Four* [Housshold Goods #Furnily
ra*1i lvergore” iLinen't, Floor Five'IThe Fine Foods Exporiva'tPress the maber o
{ lhe floor of yowr choice: 3°H

To turn off the display of control characters, choose Show Control again

from the Settings menu.

To Turn Off the Status Bar

@ Choose Status Bar from the Settings menu.

The status bar disappears, allowing for the display of more text from the

session,

To turn the status bar back on, choose Status Bar again from the Settings

menu.
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Using Communications

To Send a Text File
t. Choose Send Text from the Transfer menu.

A dialog box appears:

Send text:
/Com.Files.2/

Y Gomes List

1 Heodlines

1 Ketwork.Info
9 Kew Procedures
Y quolity.Design
3 Resume.Jim.C:
(1 Sales.Quarter

Double-click text file to send

( Concel )

2. Double-click the name of the text file to send.

AppleWorks GS sends the file, displaying the contents of the file in the
document window as it is being sent.
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To Capture Text
1. Choose Capture Text from the Transfer menu,

AppleWorks GS begins saving all the text from the session. If the status
bar is turned on, the word “Capture” appears, followed by the number of
characters being saved.

2. To stop capturing text, choose End Text Capture fram the Transfer
menu,

AppleWorks GS stops capturing text from the session and displays a
dialog box:

/Com.Files.3/
Free: 368k out of 800%. (——m——)

{7 fice Lokepine Wew Folder
£ ot Thesis T
{ Dpen ]
{5 Budget. Revised
™ Budget.Sept
Save captured text gs: L Swve )
| ( Concel )

{7 Budges Huy
{ Clese )
£ Bus.Bddrosses

3. Enter the name for the capture file.
4. Click OK, or press Return.
AppleWorks GS saves the captured text under the name you specified.

More about capturing text: For more information about the Capture
Text command, see chapter 7, “Communications Commands,” in

AppleWorks GS Reference.
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Using Communications

Transferring Files

Although you can send simple text {ASCII) files using the Send Text
command, AppleWorks GS offers a number of more sophisticated
methods for sending and receiving files—methods that employ different
error-checking protocols that reduce the chance of data being lost during
transmission:

B Xmodem

B Xmodem CRC
# Ymodem

Using these protocels (the protocol you choose must martch the protocol
used by the other computer}, you can send and receive files one at a time,
or as a batch.

You can also send and receive files using the Binary Il file format,
provided that the computer you are communicating with also uses Binary
IL. This format preserves additional information used by the application
that created the file—the file type or file length, for example, The ability
to send and receive files in this format comes in handy when you want to
transfer files from applications like a database or a graphics package.
That’s because the Binary II format preserves afl the information neces-
sary to re-load the file into the application once it has been transmitted.

To Send a File
1. Choose Send File from the Transfer menu.

A dialog box appeats:

Choose protocol by clicking

Send file:
/Com.Files. 2/
[3 Finder.Dota

[ Games.List

(C_Disk ) @ &nodem
O Ymodem

Double-click name of file to send

324

3 Hetwork:Info. .
9 Hew.Procedures
1 Quality.Design
[ Quotes

C1 Resume, Jim.C.

{ Cancel )
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Type the name for the file to store
the receivad information

2. Click the appropriate settings for the transfer.
3. Double-click the name of the file you want to send.

AppleWorks GS sends the file using the protocol you specified.

To Receive a File
t. Choose Receive File from the Transfer menu.

A dialog box appears:

Choose protocof by clicking

/Com.Files.2/

69Y free of 800 K.
¥ Findee Bovo G Disk ) modem
% Gomes List (O ¥madem CRC

£ Bewdlines
{2 Retwork. Info

( Bpea ) (O Vmodem
2% Rew Procedures (__flese )
£ Qualivy.Besipn

Receive File: E Save !]

Stock.Update

2, Type the name of the file you want to use to store the information.
3. Click the appropriate settings for the transfer.
4. Click Save, or press Return,

AppleWorks GS is now ready to save the file using the name and the
protocol you specified as it is received from the remote computer.
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To Send a File Batch
1. Choose Send Batch from the Transfer menu.
A dialog box appears:
Choose protocol by clicking
Batch files to send:
/Com.Files.2/Headlines & Smodem
/Com.Files.2/Hetwork.Info O Ymodem

/Com.Files.2/Quality.Besign
/Com.Files.2/Hew.Procedures
/Com.Files.2/Quotes

/Com.Files.2/Quality.Design
/Com.Files 2/Gome:

Click to add file to the batch [Rdd fi}e] [Remoue ) ( Cancel )

Click to remove file from batch

2. Click the appropriate settings for the transfer, and click Add File.
A dialog box appears displaying the files available on the current disk.

3. Choose the files you want to send by clicking the name of the files and
then clicking Open.

AppleWorks GS places the file(s) in the list of files to send.

4. Continue adding files to the hatch, or send the files listed by clicking
OK or pressing Return.

The files are sent in the order in which the files appear in the list box.

To remove files from the bateh: To remove a file from the batch, click
the name of the file and click Remove before sending the files.
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To Receive a File Batch
1. Choose Receive Batch from the Transfer menu,

A dialog box appears:

Choose protocol by clicking

/Com.Files,2/

661 free of 800 K.
£ Findee Bote (p| (_Disk ) imodem
¥ Giomes List 1 ) ¥modem CRC
£ Readlines

( Been 3 (O 'Ymodem
{ #Glese )

L3 Retwrk. Info
L3 Rewr Procedures
£ Guality Besion

Receive Batch:

2. Click the appropriate settings for the transfer.
3. Click Save, or press Return.

AppleWorks GS is now ready to save the files using the protocol you
specified as they are received from the remote computer. The names used
to save the files are provided by the sender; the files are saved on the disk
or folder you specified.

More about Send Batch and Receive Bateh: Both the Send Batch and
the Receive Batch commands transmit files with information about
the name of the files, but without any information about file types,
sizes, lengths, and so on. For this reason, most users prefer to use the
Send Binary Il and the Receive Binary Il commands to handle batch
file transfers.
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Using Communications

To Send Binary Il Files

1. Choose Send Binary Hl from the Transfer menu,

A dialog box appears:

Choose protocol by clicking

Binary II files to send:

/Com.Files.d/5ales.Quarter _ Emodem
/Com.Files.2/Quolity.Desian ) Ymodem
/Com.Files.2/Gomes.List

/Gom.Files.2/New.P
ZCom.Files 2/ (liotes
/Com.Files.2/Resume.Jim.C.
/Lom.Files.2/Headlines

Click to add file to the batch (addfile } ( Remove ) ( Cancel ) Lﬂkﬁ

d

Click to remove file fram batch

2, Click the appropriate settings for the transfer, and click Add File.
A dialog box appears displaying the files available on the current disk.

3. Choose the files you want to send by clicking the name of the files and
then clicking Open.

AppleWorks GS places the file(s) in the list of files to send.

4. Continue adding files to the batch, or send the files listed by clicking
OK or pressing Return,

The files are sent in the order in which they appear in the list box.

To remove files from the batch: To remove a file from the batch, click
the name of the file and click Remove before sending the files.
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To Receive Binary ll Files

1. Choose Receive Binary H from the Transfer menu.

A dialog box appears:

Choose pratacol by clicking

free of 800 K,

5 Fiadee, Eem
% Guges fist
LY Beadlines
§ Retwrork, tnfo

( Bpen Y O Ymodem
0 How Procedures b (L Clese )
£ Quolity Besipn

Receive Binary 1 ]

=1 /Cam.Files./
629
i

{ Disk ) & ¥moden
) ¥modem CRC

2. Click the appropriate settings for the transfer.

3. Click Save, or press Return.

AppleWorks GS is now ready to receive the files using the protocol you
specified as they are received from the remote computer. The names for
the individual files are provided by the sender; the files are saved to the

disk or folder you specify.

Communications

329






o
e

e

o
o

i




S

5 ﬁw‘wm..mmww e
.

e




About This Chapter

Integration in AppleWorks GS

So far you've seen how all the AppleWorks GS applications work
separately. But that’s only the start. AppleWorks GS was designed to
make information easy to move between the different applications and
between AppleWorks GS and other programs. For example, you can
paste or import information into existing AppleWorks GS documents, or
you can create new AppleWorks GS documents by using the Open
command to open files that were created with other programs.

In this chapter you'll learn about:

B Copying information between different AppleWorks GS applications

B Using the Import File command to insert information in existing
AppleWorks GS documents

B Opening files created with other programs and preparing AppleWorks
(GS documents for export to other programs
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Copying Information Between Applications

Copying Information
from Word Processing

Tabs separate the information
for each field

Carriage returns separate the

You can transfer word pracessing inforination into a database document,
a spreadsheet document, a graphics document, or a page layout docu-
ment. You can also copy text into a communications window during a
communications session.

To Copy to a Database Document

1. Type your database information into a word processing document,
pressing the Tab key after each field entry and the Return key at the
end of each record entry.

@ File Edit Search Document FontSue e _Style Color HWindow

Godkin 1760 South Sl. Berwer
Ribbins 3799 Hiddle Lene  Las Vegas
Harvey 44 Times Mill HE. Vernon

information for each record
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Herman 842 Harris Drive  Kansas Eity
Sloan 391 Hocaco Springfield
Cash 8855 Challie Wauk
Sherman 4427 Paloce Park  Bosten
Stewarl 2876 40th SL. Derry
Thomas 371 New Orleans 16

2. Select the information and choose Copy from the Edit menu.
3. Open the desired database document and display the list screen.

4. Selectarange of cells where you want the copied information to
appear and paste the information into the document.

You can also indicate a range to contain the information by selecting a
single cell representing the upper-left corner of the range.

In addition to the Copy and Paste commands, you can use the control-
drag technique to copy lrom a word processing window to a database
window, {See “Working with Multiple Windows” in chapter 1.)
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How the information is displayed in the database depends on the format
of the ficlds where it's pasted. If you atrempt to paste information into a
field with an incompatible format (for example, if you paste text charac-
ters into a numeric field), AppleWaorks GS simply clears the contents of
the cell and moves to the next field or record.

If you select a static text cell in which to paste, all the copied text, in-
cluding font, size, style, and color, replaces the current contents of that
cell. You can also use this technique to paste static text into a static text

label field. {You must display the definition screen to select a static text
label field.)

To Copy to a Spreadsheet Document

1. Type your spreadsheet information into a word processing document,
pressing the Tah key after each cell and the Return key at the end of
sach row.

2. Select the information and choose Copy from the Edit menu.
3. Open the desired spreadshest document.
4, Select a range of cells and choose the Paste command.

If you select a single cell, AppleWorks GS pastes the information below
and to the right of the selected cell.

If the range you select is not hig enough to hold the pasted information,
it's possible to inadvertently paste information into cells that already
contain data. In that case, however, AppleWorks GS asks you if you
want ta overwrite the cells before it performs the paste.

How the information is displayed in the spreadsheer depends on the
format of the cells where it’s pasted.

You can also use the control-drag technique to copy information from a
word processing window to a spreadsheet window.,
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Copying Information Between Applications

You can insert text in a text ohject

To Copy to a Page Layout Document

1. Select the information in the word processing document and choose
Copy from the Edit menu.

2. Open the desired page layout document,
3. To paste text into an existing text object, follow these steps:

13 Select the text tool on the tools palette.
0 Select the insertion point in an existing text object,
1 Choaose Paste from the Edit menu.

& File Edit Options frrange Text Font Size Style Color Window

E—————————————— N3]

1

8 :F'

by pasting from the Clipboard at the
insertion point
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4. To paste text directly onto a page, follow these steps:

00 Make sure the desired page is displayed.
00 Choose Paste from the Edit menu.

An empty text object is created (its size is determined by the guides on
that page), and the text is pasted into the object.,

When you pasre the text into a page layout document, the text font, size,
style, and color are retained. Any tabs in the copied text are added to the
ruler settings for that paragraph.

You can also use the control-drag technique to copy information from a
word precessing window to a page layout window.
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To Copy to a Graphics Document

1. Select the information in the word processing document and choose
Copy from the Edit menu.

2. Open the desired graphics document.

3, Choose Paste from the Edit menu.

When you paste text into a graphics document, AppleWorks GS places
the resulting text object{s) in the middle of the document area. Each line
of text is a separate text object. Text formats such as font, size, style, and
color are retained.

You can also use the control-drag technique to copy information from a
word processing window to a graphics window.
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To Copy to a Communications Window

1. Select the information in the word processing document and choose
Copy from the Edit menu.

2. Open the desired communications document and start the session.
3. Choose Paste from the Edit menu,
The text is automatically sent to the remote computer.

If you paste text in a communications window while you are off-line, the
pasted text is inserted at the end of the review buffer.

You can also use the control-drag technique to copy information from a
word processing window to a communications window.
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Copying Information
from Database

You can transfer database information into a word processing document,
a spreadsheet document, a graphics document, or a page layout docu-
ment. You can also copy database information into a communications
window during a communications session.

To Copy to a Word Processing Document

1. Select the information you wish te copy in the database document and
choose Copy from the Edit menu.

2. Open the word processing document and select the insertion point
where you want the information to appear.

3. Choose Paste from the Edit menu.

When you paste the information, AppleWorks GS inserts a tab character
after each ficld entry {adding tabs if necessary to the paragraph ruler) and
a carriage return after each record.

You can also use the control-drag technique to copy information from a
database window to a word processing window.

You cannot copy the contents of a picture field into a word processing
document.
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To Copy to a Spreadsheet Document

1. Select the information you wish to copy in the database document and
choose Copy from the Edit menu.

2. Open the desired spreadsheet document.
3. Select a range of cells and choose Paste from the Edit menc.

If you select a single cell, AppleWorks GS pastes the information below
and to the right of the selected cell.

You can also use the control-drag technigue to copy information from a
database window to a spreadsheet window

When you paste the information, AppleWorks GS interprets each field
entry as the contents of one spreadsheet cell and each record as a new
spreadsheet row,

How the information is displayed in the spreadsheet depends on the
format of the cells where it’s pasted.

If the range you selected is not big enough to hold the pasted informa-
tion, it's possible to inadvertently paste information into cells that
already contain data. In that case, however, AppleWorks GS asks you if
you want to overwrite the cells before it performs the paste.
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To Copy to a Page Layout Document

1. Select the information you wish to copy in the database document and
choose Copy from the Editmenu,

bad

Open the desired page layouf document,

(1]

. To paste data from the Clipboard into an existing text objeet, foilow
these steps:

Select the text tool on the tools palette.
Select the insertion point in an existing text object.
Choose Paste from the Edit ment.

To paste data directly onto a page, follow these steps:

o & 0d0C0a

Make sure the desired page is displayed.
O Choose Paste from the Edit menu.

An empty text object is created (its size is determined by the margins for
that page), and the text is pasted into the object.

When you paste the database information, AppleWorks GS inserts a tab
character after each field entry {adding tabs if necessary o the paragraph
ruler), and a carriage return after each record.

You can also use the control-drag technique to copy the information
from a database window to a page layout window.

To Copy to a Graphics Document

1. Select the information you wish to copy in the database document and
choose Copy from the Edit menu,

2. Open the desired graphics document.
3. Choose Paste from the Edit menu,

When you paste database information into a graphics document, Apple-
Works GS places the resulting text object(s) in the middle of the docu-
ment area. Each line of text is a separate text abject. The contents of
each picture field becomes a separate graphic object.

You can also use the control-drag technique to copy information from a
database window to a graphics window.
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To Copy to a Communications Window

1. Select the information in the database document and choose Copy
from tie Edit menu.

2. Open the desired communications document and start the session.
3. Choose Paste from the Edit menu,
The information is automatically sent to the remote computer.

When you paste the data, AppleWorks GS inserts a tab character after
each field entry and a carriage return after each record. You cannot paste
the contents of a picture field in a communications window.

If you paste information in a communications window while you are oft-
line, the pasted information is inserted at the end of the review buffer.

You can also use the control-drag technique to copy information from a
database window to a communications window,
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Copying information
from Spreadsheet

You can transfer spreadsheet information into a word processing
document, a database document, a graphics document, or a page layout
document. You can also copy spreadsheet information into a communi-
cations window during a communications session.

To Copy to a Word Processing Document

1. Select the information you wish fo transfer in the spreadsheet
document and choose Copy from the Edit menu.

2. Open the word processing document and select the insertion peint
where you want the information to appear.

3. Choose Paste from the Edit menu.

When you paste the information, AppleWorks GS inserts a tab character
after each cell (adding tabs if necessary to the paragraph ruler), and a
carriage return after each row.

You can also use the control-drag technique to copy information from a
spreadsheet window to a word processing window.

To Copy to a Database Document

1. Select the information you want to copy in the spreadsheet and
choose Copy from the Edit menu.

2. Open the desired database document and display the tist screen,

3. Select a range of celis where you want the copied informatien to
appear.

4. Choose Paste from the Edit menu.

How the information is displayed in the database depends on the format
of the fields where it's pasted. If you attempt to paste information into a
field with an incompatible format {for example, if you paste text charac-
ters into a numeric field), AppleWorks GS simply clears the contents of
the cell and moves to the next field or record.

You can also use the control-drag technique to copy information from a
spreadsheet window to a database window,
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To Copy to a Page Layout Document

1.

Cd

o &= 00

O

Select the information you wish to copy in the spreadsheet document
and choose Copy from the Edit menu.

., Open the desired page layout document.

To paste information from the Cliphoard inta an existing text object,
follow these steps:

Select the text tool on the tools palette.
Select the insertion point in an existing text object.
Choose Paste from the Edit menu.

To paste information directly onto a page, follow these steps:

Make sure the desired page is displayed.
Choose Paste from the Edit menu.

An empty text object is created (its size is determined by the margins for
that page), and the text is pasted into the object.

When you paste the dara, AppleWorks (GS inserts a tab character after

each cell (adding tabs if necessary to the paragraph ruler) and a carriage
return after each row.

You can also use the control-drag technique to copy information from a
spreadsheet window to a page layout window.
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To Copy to a Graphics Document

1. Select the information you wish to copy in the spreadsheat document
and choose Copy from the Edit menu,

2. Open the desired graphics document.
3. Choose Paste from the Edit menu.

When you paste spreadsheet information into a graphics document,
AppleWorks GS places the resulting text object(s) in the middle of the
document area. Each line of text is a separate text object.

You can copy spreadsheet information into a graphics document, using
either the Clipboard or the control-drag technique.

To Copy to a Communications Window

1. Select the information in the spreadsheet document and choose Copy
from the Edit menu.

2. Open the desired communications document and start the session.
3. Choose Paste from the Edit menu.
The information is automatically sent to the remote computer.

When you paste the data, AppleWorks GS inserts a tab character after
each cell and a carriage retuen after each row.

If you paste information in a communications window while you are off-
line, the pasted information is inserted at the end of the review buffer.

You can also use the control-drag technique to copy information from a
spreadsheet window to a communications window,
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You can transfer graphics created in the graphics application to a data-
base or page layout document. You cannot copy a graphic into a word
processing, spreadsheet, or communications document.

To Copy to a Datahase Document

1. Select the graphic you wish to copy in the graphics document and
choose Copy from the Edit menu.

2, Open the desired database document and display the form screen.

3. Select the cell in the piciure field and choose Paste from the Edit
menu.

You can also use this technigue to paste a graphic into a picture label
field. (You must display the definition screen to select a picture label

field.)

In addition to the Copy and Paste commands, you can use the control-
drag technique to copy information from a graphics window to a database
window.

To Copy to a Page Layout Document

1. Select the graphic you wish to copy in the graphics document and
choose Copy from the Edit menu.

2, Open the desired page layout document and choose Paste from the
Edit menu,

When you paste a graphic, AppleWorks (GS always places the graphic in
the middle of the document window.

You can alse use the control-drag technique to copy information from a
graphics window to a page layout window.,

Chapter 8



t
!

Copying Information
from Page Layout

Copying Information
from Communications

You can copy both text and graphics from the page layout application.

Text from a page layour document can be copied to other types of
documents in the same manner as text from a word processing document.
{See “Copying Information from Word Processing” in this chapter.)

You can copy a graphic from page layout to a graphic docurent or a
picture field in a database document. A graphic from a page layour
document can be copied in the same manner as graphies from a graphics
document. {See “Copying Information from Graphics” in this chapter.)

Text from a communications session can be capied to documents for

other applications in the same manner as text from a word processing
document. {See “Copying Information from Word Processing” in this
chapter.)
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In AppleWorks GS word processing, you can use the Import File com-
mand to import the following types of documents and files into an
existing word processing document:

B AppleWorks GS word processing documents
m AppleWorks word processing files

a MultiScribe GS word processing files

B ASCII text files

AppleWorks GS Word Processing Documents

When you import an AppleWorks GS word processing decument, the
contents of the document are inserted at the current insertion point. All
formatting information such as margins, tabs, text font, text size, and so
on, are retained.

AppleWorks Word Processing Files

When you import an AppleWorks word processing file, the contents of
the file are inserted at the current insertion point in your AppleWorks
(S word processing document. Boldface, underlining, superscript,
subscript, spacing, and margin settings are automatically retained. The
text is displayed in the font in effect at the current insertion point.

If the AppleWorks file contains merge fields, these merge fields are
treated as ordinary text when they are imported into an AppleWorks GS
document, If you want to use the imported file for mail merge, you must
insert merge fields into the document using the AppleWorks GS Print
Merge command. (See “Creating Mail Merge Documents” in chapter 2.)
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MultiScribe GS Word Processing Files

When you import a MultiScribe GS word processing file, the contents of
the file are inserted at the current insertion point in your AppleWorks
GS word processing document. Text fonts, styles, sizes, and colors are
automatically retained. Any tabs are added to the appropriate paragraph
ruler.

Any graphics in the MultiScribe GS file are not imported into the
document.

ASCH Text Files

When you import an ASCII text file, the contents of the file are inserted
at the current insertion point in your AppleWorks GS word processing
document. Any tabs placed in the document are automacically converted
into five spaces per tab and added to the appropriate paragraph ruler.

The text is displayed in the font in effect at the current insertion point.
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In the AppleWorks GGS database application, you can use the lmport File
command to import ASCII text files or various types of graphics docu-
ments and files.

ASCIl Text Files

Before importing an ASCIH! text file, you can select the cells where you
want the information to be pasted. If no cells are selected, the informa-
tion is pasted in the cells below and to the right of the active cell {when
viewed on the list screen).

When you import the text file into the document, a dialog box appears:

Define field end record separators:
Tabs between fields, returns between records.

(O Spaces between fields, returns between records.
() Returns betwean fields, E] fields per record.

[ Cancel I |! 0K !l

Choose the optien that describes how fields and records are indicated for
the file and click OK or press Return to import the file.

If you select a cell for a static text field {or a static text label field) before
using the Import File Command, all the text in the imported file is pasted
into that cell {or label field). Text is disptayed in a 9-point Monaco font.

Graphics

AppleWorks GS allows you to import the following types of graphic
documents and files:

B AppleWarks GS graphics documents

A Apple Preferred Format (APF)

A Paint {(PNT)

B PICT

@ Screen (320 and 640}

Before importing a graphics file, you must first select either a cell for a
picture field, or if the definition screen is displayed, a picture label field.
You can only import a graphic for one cell or one label field at a time.
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lmporting into
Spreadsheet

I the AppleWarks GS spreadsheet application, you can use the Import
File command to import ASCII text files into an existing spreadsheet
document.

Before importing a file, you can select the cells where you want the
information to be pasted. If no cells are selected, the information is
pasted in the cells below and to the right of the selected cell.

When you import an ASCII text file into a spreadsheet document, a
dialog box appears:

Define row and ¢column separators:
Tabs between columns, returns between rows.

{2 Spaces between columns, returns between rows.
() Returns between columns, E:] columns per row.

[ Concel J (£ 0K ]]

Choose the option that describes how rows and columns are indicated for
the file and click OK, or press Return, to import the file.

Importing eells containing formulas: If you are importing cells con-
taining formulas, remember that AppleWorks GS may use a different
order of precedence when performing calculations. For information on
how AppleWorks GS spreadsheet evaluates formulas, see appendix B,
“Functions and Formulas,” in AppleWorks GS Reference,
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In the AppleWorks GS page layour application, you can use the Import
File command to import the following types of files and documents into
an existing page layout document:
A AppleWorks GS word processing documents

AppleWorks word processing files

ASCII text files
Graphics files stored in AppleWorks GS, Apple Preferred Format
{APF), Paint (PNT), PICT, and Screen (320 and 640) formats

]
A MultiScribe GS word processing files
H
]

Word Processing Files or Documents
Word processing documents or files can be pasted into an existing rext
object of a page layout document or directly onto a page.

To import text into an existing text object, open a page fayout document
and choose the text toot, Select the insertion point in an existing text
object and use the Import File command.

To import text directly onto a page, simply display the page and use the
Import File command to import the file. When the pointer changes to an
icon representing a text object, click anywhere on the page. An empty
text object is created (its size is determined by the guides on thar page),
and the text is pasted into the object.

When you import text into a page layout document, the text font, size,
style, and color of the imported text are retained. Any tabs in the copied
text are added ro the applicable ruler,

Graphics Files

When you import a graphics file into a page layout document, the
pointer changes to a small graphics document. Position the pointer where
you want the graphic to appear in the document and click.
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Im po rting into Graphics The AppleWorks GS graphics application can import graphics praduced
by many popular graphics application programs. Any graphic stored in an
AppleWorks GS graphic, PICT, Apple Preferred Format (APF), Paint
{PNT), or Screen {320 and 640) format cin be imported into an existing
graphics document.

When you import a file into a graphics document, the graphic is pasted
in the center of the document window.

importing into In the AppleWorks GS communications application, you can use the
s Import File command o import the following types of documents and

Gommunications files into a communications window:

B AppleWorks GS word processing documents

B AppleWorks word processing files

B MulktiScribe GS word processing files

B ASCII text files

When you import a document or file, the information is pasted at the
end of the review buffer.

If you are on-line and connected to a remote computer, the imported
information is sent automatically to the remote computer.
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Q;}gning Files from With AppleWorks GS, you can use the Gpen command to open the
Other Programs following types of files created with other programs:
# AppleWorks word processing fites

B MultiScribe GS word processing files
B ASCH text files

@ AppleWorks database files

@ AppleWorks spreadsheet files

B Graphics files using standard formarts

Unlike the Import File command, which inserts information into an
already existing AppleWorks GS document, opening a file allows you to
create a new AppleWorks GS document using the information from the
original file.

AppleWorks Word Processing Files

When you open an AppleWorks word processing file, the following
information is available:

B All text {displayed as [ 2-point Geneva)

Left, center, or full justification

Single, double, or triple spacing

Bold, underline, superscript, and subscript styles

Forced page breaks

Sticky spaces

Header and footer information

No information about printing options is copied to the new document.

MultiScribe GS

When you open a MultiScribe GS word processing file, the following

information is available:

B Al text {including all fonts, styles, sizes, and colors)

B All ruler settings

B Forced page breaks

B Header and footer information (except for page numbers, dates, and
times)

Any indormation concerning title pages and praphics is ignored.
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ASCli Text Files
When you open an ASCII text file, all text is displayed as 12-point
Geneva, and each carriage retum is interpreted as the end of a paragraph.

AppleWorks Datahase Files

AppleWorks GS allows you to open AppleWorks database files by
creating a special remplate similar to the AppleWorks single-record
layout screen. All contents of all cells in the AppleWorks database are
treated as text. No information concerning reporting or printing is
transferred to the new template.

AppleWorks Spreadsheet Files

AppleWorks spreadsheet files opened by AppleWorks GS conrain all the
labels, values, and cell formats of the original spreadsheet. Other infor-
mation transferred includes:

A Title areas

B Whether automatic calculation is turned off or on

B The default cell format

A Whether the cells display data or formulas

B The approximate column width

Formulas in the AppleWorks spreadsheet are modified by the addition of
parentheses so that they will be evaluated by AppleWorks GS the same
way they were in AppleWorks. In addition, all cell references are treated
as though they are relative, rather than absolute.

No information about cell protection or printing options is transferred o
the new document.

Standard Graphices Files

You can use the Open command to open graphics files using any of the
following standard formats:

B PICT

8 Apple Preferred Format {APF)

B Painr (PNT)

A Screen (320 and 640)
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When you save your work in AppleWorks GS, the documents are
ordinarily saved in a special format used by the original application.
However, many of the AppleWorks GS applications also let you save
documents in formats that can be used for export to other applications or
other programs:

B Word processing—lets you save documents as ASCII rext files.

B Database—lets you save documents as ASCII text files with a tab
character at the end of each field and a carriage return at the end of
each record.

8 Spreadsheet—Ilets you save documents as ASCII text files with a tab
character at the end of each cell and a carriage return at the end of
each row.

B Graphics—lets you save documents as an Apple Preferred Format
(APF) file.
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& ey: A modifier key that can be used in combination with other keys
for executing commands. Also known as the Open Apple key or the
Command key.

@ menu: This menu, located at the far left of the menu bar, displays the
About AppleWorks GS command and the names of any desk accessories
you've installed on your system disk.

Absolute reference: In spreadsheet, a reference in a cell formula to a
fixed location in the spreadsheet.

Active window: The window on the AppleWorks GS desktop displayed
on top of all other windows. The active window is where the next action
will oceur,

Arc: A segment of a curved line. In AppleWorks GS graphics, arcs are
treated as quarters of ovals. When filled with a color pattern, they appear
as segments of filled ovals. When filled with the None pattern, arcs
appear as curved lines.

Arc tool: A tool in the graphics applications used to draw arcs,

Arrow keys: The four keys with arrow symbols on the right side of the
bottom row of the Apple 1GS keyboard.

Arrow pointer: One of the types of pointers used by AppleWorks GS.
With the arrow pointer you choose commands from the menu bar,
specify option settings, activate windows, and scroll with the scroll bar.

ASCIi text: ASCII is an acronym for American Standard Code for Infor-
mation Interchange, a uniform code used by almost all microcomputers
to represent characters. To save a document as ASCH text means to save
the document in a standardized format that can be read by many other
types of programs.

Baud rate: The speed at which information is transferred from one
computer to anather.
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Bitmapped graphics: linages drawn by software that places pixels on the
screen according to an internal “mapping” of bits in video memory
location. Bitmapped graphics are the type of graphics created by “paint”
programs, as compared to the object-oriented graphics of “draw” pro-
grams. The AppleWorks GS graphics application can create images that
include hoth bitmapped and object-oriented elements.

Brush shape palette: In the graphics application, the brush shape palette
takes the place of the line palette when you click the paintbrush tool.
Lacated in the lower-left corner of the document window, this palerte
lets you choose the shape of your paintbrush from a predefined set of
shapes. Once a shape is selected, the pointer responds by taking on the
size and form of the brush shape chosen.

Calculated field: In AppleWorks GGS database, a field whose value is
determined by a formula. Calculated fields can be created or edited with
the Field Formula dialog box, which contains scrollable lists of fields,
operations, and functions.

Caps Lock key: A key on the bottom left corner of the Apple 11GS
keyboard which, when depressed, causes the letters generated by subse-
quent character keypresses to be capitalized. The Caps Lock key has no
effect on number or symbol keys.

Carriage return: In the word processing and page layout applications, an
invisible character generated by the Return key that tells AppleWorks
(S that a paragraph has ended and a new paragraph is beginning.

Cell: In AppleWorks GS spreadsheet, a single item of information. Each
spreadsheer cell has its own set of unique coordinates formed by the
letter of the column and the number of the row. In the AppleWorks GS
database, a cell is a single data item.

Character: Anything typed into a document by pressing a character
key—a letter, number, or symbol.

Character keys: Keys on the Apple 1IGS keyboard which, when pressed,
generate characters, Character keys include keys for letters, numbers,
special characters, and punctuation marks, as well as the Tab key, the
space bar, and the Return key.
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Choose: To pick a command from a AppleWorks GS menu by dragging
the mouse down the menu until the desired command is highlighted and
then releasing the mouse button.

Click: To position the pointer on something and then quickly press and
release the mouse burton. You click to choose option settings, select the
insertion point, or confirm an operation.

Clipbeard: A place in memory reserved by AppleWorks GS for holding
information that you cut ar copy. The Show Clipboard command on the
Windows menu displays the current contents of the Clipboard.

Close box: The small box on the far left corner of the title bar of an
active window. Clicking this box closes the window.,

Columnm: In the AppleWorks GS spreadsheet a column is a vertical series
of cells. The spreadsheet columns are labeled A to 77.

Command: A word or phrase on a menu that specifies a task for Apple-
Works GS to perform. You choose a command by dragging down a menu
until the command is highlighted and then releasing the mouse button.
Commands can also be executed by simultaneously pressing the (3 key
and a character key.

Constrain: To limit a form o a certain shape, direction, or angle when
drawing it.

Control-drag: A technique for dragging a copy of a selected object from
one location to another, including from one window to another. To
control-drag an object, select the object, hold down the control key, and
drag the object to the desired location.

Contral key: A key on the Apple 11GS keyboard which, when used in
combination with other keys, lets you execute special commands.

Crosshar pointer: One of the types of pointers used by AppleWorks GS
graphics and page layout applications. When you choose any of the
drawing tools in the graphics and page layout applications except the
text tool and move the cursor into the document window, the cussor
changes to the crossbar pointer.
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Delete key: A key on the Apple 1IGS keyhoard which, when pressed,
removes a selection or the character to the left of the insertion point.

Derived font size: [f AppleWorks GS can't find the specified point size as
a font file, the font size is derived, or approximated, based on the charac-
teristics of the font in the another point size.

Desk accessories: Minor applications—such as a clock or calendar-—-
that you run from the AppleWorks GS desktop without having to quit
the main program. If you have desk accessories installed, they'll appear
on the ® Menu, regardless of the application program you’re running.

Desktop: The working environment of AppleWorks GGS, consisting of
the menu bar and the empty screen area beneath ir.

Dialeg box: A box that appears on the desktop whenever you're perform-
ing an operation that requires additional information, a choice of several
options, or your approval before proceeding.

Dimmed: When a command, menu title, or dialog box option is dimmed,
it appears to be faded or grey, indicating that it cannot be chosen,
chosen from, or selected.

Dithering: A pracess whereby colors in odd and even columns on the
screen are mixed to create other colors.

Directory: A file containing a list of other filenames, including other
directories. A directory can be a catalog of all files on a volume (repre-
sented by a disk icon) or subdirectories (represented by folder icons}.

Document; A collection of text andfor graphics informarion created by
one of the AppleWorks GS applications and saved with a unique name.

Document window: A window through which you view and edit docu-
ments. AppleWorks GS allows you to have up to 14 document windows
open at once.

Double-click: To position the pointer on something and rapidly press

and release the mouse button twice. Double-clicking a disk, folder, or
document name or icon opens the directory or document.
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Drag: To simubtancously press the mouse button and move the mouse in
order to continuously select something {like text), move something—
such as a window or icon—or choose a command from a menu.

Draw object: Any object created by a drawing tool. Draw objects remain
mathematically defined, so they can he printed with the highest resolu-
tion the printer is capable of.

Enter key: A key on the numeric keypad of the Apple 11GS keyboard
which, when pressed, inserts a carriage return character in a document
and can therefore be used in place of the Return key in entering carriage
returns or confirming commands.

Esc key: A key on the Apple 1IGS keyboard used to cancel some com-
mands in AppleWorks GS.

Field: A category in an AppleWorks GS database record. When you set
up an AppleWorks GS database, you specify the fields that each record
will contain and the type of information that each field will contain. In
AppleWorks GS database, tields can store information as text, a number,
a date or time, a graphic, or static text,

Field formula: In AppleWorks GS database, a formula that calculates a
value of a field based on other fields in the record.

File: Any information—a word processing document, spreadsheet data, a

directory, an application program—stored in one place under one name
on a volume (disk, hard drive, RAM drive).

Fill pattern; One of the patterns that can fill the interior of an object in
the graphics application.

Finder: An apptication on the system disk that allows you to use,
organize, open, close, and rename documents.

Folder: A subdirectory on a volume, represented by a folder icon. Folders
provide a visual analogy for what subdirectories do—they help you
organize your documents on a volume the same way that file folders help
you organize paper documents in a file cabinet.
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Font: A character set of a specific type style, including letters, numbers,
punctuation matks, and other special characters. AppleWorks GS
provides you with a variety of fonts (accessed by the Font menu or by the
Choose Font command) to use in creating documents.

Font size: Also known as point size, a font size is the overall size of a
character set. Font size is actually a2 measurement of the overall height of
a font, as the widths of individual characters (an “i” and a “W,” for
example) vary greatly.

Footer: The area at the bottom of a page that includes the bottom margin
and can contain information such as page numbers.

Format: The way in which information is displayed in a document.

Grid: An invisible pattern of horizontal and vertical lines used to align
objects.

Group: In the graphics application, to attach a number of abjects to each
other so they can be treated as a single object.

Guides: Dotted lines that act as temporary margin and column markers
within the page layout application. Guides let you align text and
graphics precisely on the page. You can place guides manually on a page,
or you can use the Set Guides command to define their exact position.
Guides are only visible on-screen when the Show Guides command is

selected and are not printed when you print your document.

Handles: Four small boxes that frame a selected object. Handles, which
indicate that an object is selected, can be dragged to resize and reshape
the selection.

Header: The area at the top of a page that includes the top margin and
holds such information as page numbers or a document title.

Highlight: To make something appear distinct from the rest of the docu-
ment. For exanmple, in word processing, highlighted text is displayed as

white letters on a dark background.

HIS methad: The HIS method, which stands for hue, intensity, and satu-
ration, enables you to edit a color by varying its different characteristics.
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Horizontalfvertical line tool: A tool in the graphics and page layout appli-
cation for drawing horizontal or vertical lines thar are always parallel 1o
the edges of the document window.

Hue: A characteristic of color that refers to the color itself as distin-
guished from the characteristics of intensity and saturation.

I-beam pointer; One of the forms of the AppleWorks GS pointer. The 1-
beam is shaped somewhat like the insertion point and can be clicked
inside rext to select a new insertion point. The [-beam can also be
dragged over text to select text for editing, deleting, and replacing,

lcon: The graphic representation of an ohject, concept, or message.

Insertion point: The blinking vertical bar that marks the place in a docu-
ment where the next action will rake place.

Inserting; The process of adding a word or phrase to existing text by se-
lecting the insertion point in a new locarion and then typing new text.

Intensity: The measure of the brightness, or degree of light and dark, in a
coler.

Key cell: The cell in a selection used by AppleWorks GS as the basis for
the spreadsheet sorting operation. The key cell tells AppleWorks GS
which tow or column conrains the values on which you wish ta sort the
selection.

Keyboard equivalents: Some AppleWorks GS commands can be exe-
cuted without pulling down a menu by simultaneously pressing the &
key and a character key. A keyboard equivalent is displayed to the right
of the command on the menu.

Labels: Text that identifies a portion of a spreadsheet such as a row or
column. A label can also identify an entire spreadsheet. A label can be
the result of a calculation performed by a formula entered in the cell.

Landscape orientation: One of the ways that you can print on the page
with AppleWorks GS. Landscape orientation tells AppleWorks GS that
you want to print sideways on the page, with the top line across the right
margin of the paper. Also called horizontal print orientation.

Glossary 363



Glossary

364

Line palette: The rectangular area on the lower-left side of the graphics
and page layout windows from which you choose line widths for lines
and the borders of shapes.

Line tool: The tool in the graphics and page layout tool palette used to
draw straight lines at any angle.

Linked text object: A text object in the page layout application contain-
ing part of a text strean continued in other text objects, If two text
objects are linked, text that does not fit in the first text object flows into
the second object.

Local mode: In the communications application, the local mode is in
effect when you are not connected with a remote computer.

Locked paragraph: In AppleWorks GS word processing, text that always
appears together on the same page.

Mail merge: Mail merge allows you to print multiple copies of a word

g ¥ P p P
processing decument, with each copy incorporating different information
from a database document.

Margin markers: The triangular markers on the left and right sides of a
ruler in a word processing document that can be moved to change the
left and right margins. In a new document, the left margin marker is set
on the 1-inch mark and the right margin marker is set on the 742-inch
mark,

Master page: In a page layout document the master page contains infor-
mation that appears on each page of the document. To work with the
master page, click the Master Page icon at the bottom of the screen.

Menu: A list of commands from which you can chose an action to be
performed by AppleWorks GS. Menus appear when you point to and
press menu titles in the menu bar. Dragging through the menu and
releasing the mouse button while a command is highlighted chooses the
command,

Menu bar: The horizontal strip at the top of the screen from which you
pull down menus.

Glossary



Merge document: An AppleWorks GS word processing document set up
to print multiple copies of a word processing document, each copy incor-
porating a different record of information from a database.

Merge field: A marker in a word processing document thar indicates
where information from a database should be inserted.

Object level: The position of a graphic or text object in relation to other
objects from the *front” {toward the viewer) to the “back” of the
window. The object level determines whether an object is displayed in
front of or behind other objects in the document.

Object-oriented drawing: A method of creating graphics using mathe-
matically defined shapes that can be easily manipulated and combined to
create pictures.

Option: Something chosen or available as a choice; for instance, a setting
in a dialog box.

Option key: The key on the left side of the hottom row of the Apple [kGS
keyboard. The Option key can be used in combination with other keys
to perform special-purpose tasks.

Oval tool: The tool in the graphics and page layout applications used to
draw ovals and circles.

Page number box: In word processing, the box on the top of the scroll
bar where the current page number is displayed.

Paint bucket: A tool in the graphics application for filling objects with
the currently selected pattern.

Paint object; An object created with one or more of the paint tools in
the graphics application.

Parity: A communications protocal used to ensure that information is
eransferred successtully.

Pathname: The complete name of the path, or place on a disk, where a
file is located. The pathname is the name of a document or other file
preceded by the name of the volume (disk) on which the file is located,
as well as the names of any subdirectories (folders) the file may be in.
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Pattern palette: The palette that contains line and fill patrerns for
objects created in the AppleWorks GS graphics application.

Paneil : The graphics tool that lets you draw fine lines.

Pixel: Short for picture element. A single point on the Apple 1GS
graphics screen.

Paint: A unit of measurement used in typesetting. One point equals 'f2z of
an inch.

Pointer: A small shape on the screen that moves as you move the mouse.

Pelygon took The taol in the graphics application for creating polygons
with three or more sides.

Portrait orientation: One of the ways that you can print on the page in
AppleWorks GS. Portrait print orientation tells AppleWorks GS to
print vertically, with the top line across the top margin of the paper.
Also called vertical print orientation.

Press: To effect a continuous action by placing the pointer on some-
thing, such as a scroll arrow, and holding down the mouse button.

Printer driver: Software that allows communication between an applica-
tion program and a printer.

Printer port: The connection between the computer and another device
that provides a means for information to be transmitted or received,

Proportional spacing: The display and printing of text characters where
character width and spacing are determined by the shape of the individ-
ual character. By contrast, non-proportional spacing means that all
characters and spaces have identical widths.

Protocol: The set of rules observed by computers during a communica-
tions session.

Record: In AppleWorks GS darabase, all the information about a
particular person or item. Each record consists of a series of fields or
categories, and each field contains one specific piece of informarion
about the person or item.,
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Rectangle tool: The tool in the graphics and page layout applications
that lets you draw rectangles and squares.

Relative reference; In AppleWorks GGS spreadsheet, a reference in a cell
formula to a location in the spreadsheet defined in relation to the cell
containing the formula. If the cell containing the formula is moved to a
new location, the reference points to a different cell,

Replace: The process of replacing selected text with replacement text.

Return key: The large L-shaped key on the Apple 11GS keyboard that
inserts an invisible carriage return character into your text when pressed.

This key can also be used to confirm choices in dialog boxes instead of
clicking OK.

Review buffer: In AppleWorks GS communications, a temporary
holding area for text transmitted during a communications session.

AppleWorks GS allows you to store up to 256 lines of text in the review
buffer.

RGB: A color model that defines all colors as a mixture of varying
amounts of red, green, and blue. For example, the color white is created
by mixing equal amounts of red, green, and blue; the color black is the
absence of all three colors.

Rounded rectangle tool: The tool in the graphics and page layout appli-
cations for drawing rectangles and squares with rounded corners.

Row: In AppleWorks GS spreadsheet a row is a horizontal series of cells.
The spreadsheet rows are numbered from 1 to 9999,

Ruler: A graphic representation of a ruler in an AppleWorks GS word
processing or page layout document that lets you set the format for the
text that follows it.

Saturation: Vividness of hue; the measure of richness of a color,

Scientific notation: The representation of a number as a decimal value
multiplied by a power of ten.

Scroll: To move a document up and down in its window so that you can
see another part of the document.
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Scroll arrows: The arrows, located on the top and bottom of a scroll bar
that, when pressed, cause the document to scroll down or up in its
window. '

Scroll bar: The rectangular panel on the right side of a document
window that contains a box {the scroll box) that you drag up and down
to scroll the document.

Scroll box: The box inside the scroll bar that you drag up and down to
scroll a document, The position of the scroll box in the scroll bar
indicates the relative position in the document of the text in the
document window.

Select: To designate where the next action will take place. To select
using the mouse, you click an icon or object, or drag across insormation.

Selecting the insertion point: When you position the [-beam within a
body of text and click in order to insert text.

Selection arrow: A tool available in the AppleWorks GS graphics and
page layout applications. The selection arrow is identical in appearance
to the arrow pointer but is used for different purposes. The selection
arrow is used to select, resize, and drag objects in the document window.
The arrow pointer is used to perform document functions such as
choosing commands and scrolling.

Selection rectangle: A box drawn with the selection arrow that appears
when you select an object or a group of objects within the graphics or
page layout applications.

Shift key: There are two Shift keys on the Apple 11GS keyboard, one on

either side of the keyboard. Holding the Shift key down while you type

produces the uppercase letter on a letter key or the upper character on a
two-character key.

Size box: A hox on the lower-right corner of a window that lets you
change the size of the window.

Space bar: The long horizontal bar in the center of the bottom row of

the Apple IIGS keyboard. Pressing the space bar inserts a space character
in your text.

Glossary



Static text: Text that is stored in an AppleWorks GS database document
as a graphic. Static text cannot be edited in the database application.

Sticky space; In an AppleWorks GS word processing document, a
special type of space that can be used to keep two words on the same
line.

Style: One of the different stylistic effects you can give a character or a
selection of text with AppleWorks GS. Most styles can be combined for
additional variety.

Tab: An invisible character inserted in your text when you press the Tab
key. A tab creates a space between your current place in a document and
the location of the next tab marker.

Tab key: A key on the Apple 1G5 keyboard that inserts an invisible tab
character into your text when you press it.

Tab marker: A triangular symbol under the inch scale of a ruler that
marks a tab stop. You can drag tab markers to any position inside the left
and right margin markers on the ruler. You can place tabs on a ruler by
dragging them from the tab well, Each AppleWorks GS paragraph can
have up to 10 tab markers.

Tab well: In AppleWorks GS, the three boxes {containing tab symbols)
beneath the inch scale on the ruler from which you drag new tab markers
to add to the ruler.

Template: In the AppleWorks GS database, a template stores the current
environment, including the current form definition, and report format.
A template does not store any of the data in the current database.

Terminal mode: In AppleWorks GS communications, the terminal mode
is in effect when you are connected with a remote computer.

Text: Text consists of one or more characters typed into a document from

the keyboard.

Text alignment boxes: Located to the right under the inch scale of the
ruler in a word processing window, these boxes allow you to format text
with either left, center, right, or full justification.
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Text object: An object in the graphics or page layout application that
contains text. A text object can be selected, moved, and resized like any
other object.

Text stream: Text in the page layout application that flows from one text
object to a linked text object.

Text tool: The tool in the graphics and page layout application that lets
you place text into a document. The text tool also lets you edit the text
in text objects.

Title bar: The bar at the top of a window that displays the name of the
document. You can move a window by dragging it by its title bar,

Tool palette: The palette of drawing, paint, and editing tools in the
graphics application, and the palette of drawing tools in the page layout
application.

Triple-click: To position the pointer on something and rapidly press and
release the mouse button three times. Triple-clicking text in the word
processing and page layout applications selects a paragraph.

Value: A term used in the spreadsheet application to refer to a positive or
negative number,

Vertex: The point at which the sides of an angle intersect; the plural is
vertices. A polygon is defined in the graphics application by specifying
the vertices (or corners) of the polygon.

Volume: A general name referring to a storage device. Most commonly, 2
volume name refers to a disk.

Whole word: Any group of alphabetic characters separated from other
alphabetic text by spaces, numbers, punctuation marks, or other special
characters.

Window: The area that displays information on a desktop; you view a
document through a window, You can open or close a window, move it
around on the desktop, and change its size, scroll through it, and edit its
contents,

Glossary



Word wrap: An AppleWorks GS word processing feature that automati-
cally moves the insertion point and the word that you’re typing from the
end of the current line to the beginning of the next line as necessary.

Wristwatch pointer: One of the types of pointers used in AppleWorks
GS. The wristwatch appears when AppleWorks GS performs an action
that takes a few moments to complete. The wristwatch tells you to stand
by while a process occurs.

Zoom box: The box in the upper-right corner of a window. Clicking a
zoom box expands its window to its full size, until it almose fills the
entire screen; clicking it a second time contracts the window to its
former size.

Glossary N






A

absolute cell references 168
entering 170
active window 34, 35
Actual View command (Options
menu) 269
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Add Merge Field command (Edit
menu) 86
Align Center command {Format
menu) [82
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menu} 182
Align Right command {Format
menu) 182
Answer Phene command (Phone
menu) 319
Apple Preferred Format. See
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AppleWorks database files,
opening 359
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Clipboard  26-28
closing 20
editing with
files 18-19
integration in  333-356
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overview  4-7
printing [4-17
quitting 21
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starting  8-9
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windows 30-35
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353
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352
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AppleWorks spreadsheet files,
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AppleWorks word processing files
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353
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352
importing into word processing
348
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applications. See also specific
application
copying between 334347
working with other  354-356
arcs, drawing 222
arc tool 214, 222
Arrange menu
Bring To Front command
graphics 241
page layout 299
Flip Horizontal command
graphics 238
page layout 297
Flip Vertical command
graphics 238
page layour 297
Group command 236
Nudge Down command 233
Nudge Left command 233
Nudge Right command 233
Nudge Up command 233

Index

Rotate Left command
graphics 239
page layout 298
Rotate Right command
graphics 239
page layout 298
Send To Back command
graphics 241}
page layout 299
Shuffle Down command 243
Shuffle Up command 242
Ungroup command 236
ASCII text files
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353
importing into database 350
importing into page layout
352
importing into spreadsheet
351
importing into word processing
349
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{Options menu) 173
autodial 318
Autodial command (Phone
menu) 318
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batch files

receiving 327
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baud rate 310, 311, 314
Begin New Paint Object com-

mand (Edit menu) 213
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blank cells, inserting 178
blank pages, inserting 266
body atea, resizing 117
bottom margin 79
Bring Te Front command {Ar-
[ange menu)

graphics 241

page layout 299
brush patterns palette 205
brush shape paletre 206, 208

C

calculation, auromatic/manual
173
calls. See phone calls
Capture Text command {Transfer
menu)} 323
carriage returns
deleting
page layout 285
word processing 57
findingfreplacing 71
inserting 54
selecting
page layout 282
word processing 53
cell fines, turning off 186
cells (database)
deleting information in 121
editing datain 120
moving to 120
selecting 130
cells (spreadsheet) 156. See also
absolute cell references;
relative cell references
blank 178
columns of 190
contents of
changing 164
copying 188, 189
deleting 179
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finding 174
format of, copying 184
formarting  182-187
moving 176-177
movingto 188
protecting 172
ranges of 189
entering 171
rowsof 191
selecting 174-175
sorting 181
Center command (Text menu)
279
centered text icon 58, 62
Change Default Width command
{Options menu) 186
charts
creating  192-195
modifying 195
Check Spelling command (Search

menu) 72-73
Choose Font command (Options
menu) 216, 244
Choose Printer command (File
menu)
AppleWorks GS 14, 15

page layout 254
circles, drawing
graphics 221
page layour 293
circular references 170
Clear command {Edit menu)
page layout 284
word processing 56
Clipboard
AppleWorks GS  26-28
page layout 283
importing graphics from
263
spreadsheet, moving cells with
176-177
word processing, replacing with

55

Index

close box 20, 30, 33
Close command (File menu) 20
closing 20
Collapse command (Edit menu)
236
Color menu
page layout 287, 295
word processing 64, 67
colors
changing
graphics 244
page layout 287
word processing 67
choosing 209
column guides, setting 277
columns of cells
filling from top 190
selecting 174
transposing 180
column width, changingfrestoring
185, 186
commands. See specific command
Communication command
(Settings menu) 310, 311
communications 303-329
communication settings,
entering 310-311
copying from 347
copying to
from database 342
from spreadsheet 345
from word processing 338
files, transferring  324-329
hardware information, entering
308-309
importing into 353
overview 304--305
phone calls, making 316-319
phone list, settingup  312-315
setting up  306-315
starting  306-307
using 316-329
working on-line

320-323



communications icon 300
control characters 321

Copy command (Edit menu)
AppleWorks GS 26, 27
spreadsheer 184, 188, 189

copying
between applications 334347

from communications 347
from database 339-342
from graphics 346

from page fayout 347
from spreadsheer  343-345

from word processing  334-338

to communications

from database 342

from spreadsheet 345

from word processing 338
to database

from graphics 346

from spreadsheer 343

from word processing

334-335

to graphics

from database 341

from spreadsheet 345

from word processing 337
to page layout

from database 341

from graphics 346

from spreadsheer 344

from word processing 336
1o spreadsheet

from database 340

from word processing 335
to word processing

from database 339

from spreadsheet 343

Copy Ruler command (Edit menu}

63
Create Report command {Report
menu) 147

current date, inserting
page layour 271
word processing 81
current page number, inserting
272
current time, inserring 81
Cut command {Edit menu)
AppleWorks GS 26, 28
page layour 284
spreadsheet 176
word processing 50

D

data
entering
selecting
AppleWorks GS 23, 24
darabase  130-131
database 91--151
copying from 339-342
copying to
from graphics 346
from spreadsheet 343
from word processing

118-121

334-335
data

entering 118-121
selecting  130-131

documents, preparing for ex-
porting 336

field formats, defining
104-111

field formulas, setting up
112-113

fields
adding 98-103
marking 136137

form footers, setting up
116-117
form headers, setting up

116-117

Index

importing into 350

label fields, serting up
114115

list screen 122125

mailing labels, producing
148-151

overview 92-95

records
hiding 134-135
matching 132133
sorting  138-139

reports  142-151
settingup  142-146

settingup 96117

starting  96-97

templates  140-141

text, finding/replacing
126-129

using  118-141

word pracessing and 8485

database icon 96
data bits 310, 311, 314
Data menu

Go To command 174

Modify Chart command

Protect command 172
Sort command 181
date fields 98
formatting 108
date icon 255
dates

inserting

page layout 271

word pracessing 81
range for 119
date ool 271
decimal-align tabs

page layout 279
word processing 58, 61
decimal places, setting 183

195
New Chart command 193
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Delete command (Edit menu)
179
Delete File command {File menu)
18,19
Delete Pages command (Edit
menu) 267
deleting
page layout 285
word processing  56-57
deselecting. See selecting
Dial command {Phone menu)
312-317
dial type 310,311,314
Display Marked Fields command
{Organize menu) 136-137
Docwment menu
Insert Date command 81
Insert Page # command 80
Insert Page Break command
54
Insert Time command 81
Normal View command 79
Pages command 82, 83
View Footer command  79-81
View Header command  79-81
document page icon 255
documents. See also files
closing 20
deleting 57
editing  68-83
formatting 63
mail merge 8488
merged 88
opening
AppleWorks GS  10-11
communications  306-307
database 96-97
graphics  204-205
page layour  254-255
spreadsheet  160--161
word processing 4445
printing 14-17
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saving 12-13

sclecting 53

spell checking  72-73
Double Spacing command (Text

menu) 278

double spacing icon 58, 62
drawing tools 205, 214-223
Duplicate command {Edit menu)

graphics 237

page layour 296
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echo 310, 311, 314
Edit Dictionary command {Secarch
menu) 7677
editing
with AppleWorks G5 22-29
documents  68-83
text 4467
user dictionary 7677
editing teols 205, 224-231
edit line 320
Edit Line command (Settings
menu) 320
Edit menu
Add Merge Field command 86
Begin New Paint Object com-
mand 213
Clear command
page layour 284
word processing 56
Collapse command 236
Copy command
AppleWorks GS 26, 217
spreadsheer 184, 188, 189
Copy Ruler command 63
Cut command
AppleWorks GS 26, 28
page layout 284
spreadsheet 176
word processing 56

Index

Delete command 179
Delete Pages command 267
Duplicate command
graphics 237
page layout 296
Field Definition command
103
Field Format command
106-111
Field Formula command 113
Fill command 190, 191
Insert command 178
Insert Pages command 266
Insert Record command 125
Move command 177
Paste command
AppleWorks GS  26-28
page layout 283
spreadsheet 177, 188, 189
word processing 55
Paste Format Only command
177, 184, 188
Paste Ruler command 63
Paste Values Only command
177, 188, 189
Redo command 29
Select Al command
database 131
page layout 282, 285
spreadsheet 175, 197
word processing 53, 57, 59
Select Merge Database com-
mand 85
Select Paragraph command 52
Select Sentence command 52
Transpose command 180
Undo command
AppleWorks GS 29
page layout 267, 285
word processing 57
End Text Capture command

{Transfer menu) 323



entering
communication settings
310-311
data 118-121
formulas  166-173
hardware information
308-309
labels 162-165
text
page layour  278-279
word pracessing  40-47
values 162-165
eraser 224, 231
existing documents, opening
AppleWorks GS  10-11
communications 307
database 97
graphics 205
page layour 255
spreadsheer 161
word processing 45
exporking, preparing files for 356
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fast dial 318
Field Definition command {Edit
menu) 103
Field Format command {Edit
menu)  106-111
field formats, defining 104111
Field Formula command (Edit
memu) 113
field formulas
entering [13
settingup  112-113
fields 92,98
adding 98-103
deleting 102
tabel 114--115
marking 136-137
merge 86-87

moving

102

name of, changing 103
resizing 102

selecting

130

type of, changing 103
unmarking 137

File menu
Choose Printer command

AppleWorks GS 14,15
page layour 254

Close command 20

Delete File command 18, 19

Import File command

AppleWorks GS 18,
348-353, 354
page layour  260-262

New command

AppleWorks GS 11
communications 300
database 96
graphics 204

page layout 254
spreadsheet 160
word processing 44

Open command

AppleWorks GS 10, 354

communications 307
database 97
graphics 205

page layout 255
spreadsheer 161
word processing 45

Page Setup command

Pr

Pr

AppleWorks GS 14, 16
page layout 254
spreadsheet 197

int command

AppleWorks GS 14, 17
database 142

spreadsheer 197

int Merge command 14, 88

Quit command 21
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Save As command 12, 13
Save comimand 12
files 18-19. See also documents
deleting 19
importing 19
opening  354-355
preparing for exporting 356
receiving 325, 327, 329
sending  324-325, 326, 328
transferring  324-329
Fill command {Edit menu)
151
filled shape icon 255, 288
Find Again command (Search
menit) 69
Find command {Organize

190,

menu) 126, 127
finding
database 126-129

word processing  68-71
Find Next command {Organize
menu) 127
Find/Replace command {Search
menu) 08-T71
Fit in Window command {Options
meni) 265
Flip Horizontal command (Ar
range menu)
graphics 238
page layour 297
Flip Vertical command {Arrange

menu)
graphics 238
page layout 297
Font menu

page layour 286

word processing 64
fonts, changing

graphics 216, 244

page layour 286

word processing 04
foater area, resizing 117
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Footer command (Report
menu) 146
footers  78-83
displaying 82
form 116-117
eport 146
setting up
page layout 270
word processing 79
Format command {Report menu)
145
Format menu 182
Align Center command 182
Align Left command 182
Align Right command 182
General command 183
Set Decimal Places command
183
Set Default Format command
184
formats
field 104-111
paragraph 63

formatting
page layout 278-279
spreadsheer 182-187

form footers, settingup  116-117
form headers, setting up
116-117%

formulas

entering  166-173

field 112-113

viewing 173
Full command {Text menu) 279
fully-justified rext icon 38, 62

G
General command {Format menu)
183

Go To Beginning command
(Search menu) 48
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Go To command {(Data menu)
174
Go To End command (Search
menu} 48
Go To Insertion command
{Search menu) 49
Go To Page command {Options
menu) 208
Go To Page command {Search
menu) 48
grabber 224,230
graphic objects, changing  295.
See also ohjects
graphics {application) 201-245
copying from 346
copying to
from database 341
from spreadsheet 345
from word processing 337
documents, preparing for
exporting 356
drawing tools  214-223
editing tools  224-231
importing into 353
objects
modifying  232-239
working with  232-245
overview  202-203
paint tools  206-213
starting  204-205
text objects, modifying
244-245
tools, using  204-231
graphics
adding 254-263
arranging 240243
creating 288-293
erasing 231
magnifying 228
working with  278-299
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graphics files
importing
into database 350
into page layour 262263,
352
opening 355
graphics icon 204
graphic tools 255
graphs. See charts
Group command {Arrange menu)
236
guides 253
moving 275
setring 275
using 274277
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handles
AppleWorks GS 22
graphics 225
page layout 259
hanging indents 61
Hang Up command (Phone
menu} 319
Hardware command {Settings
menu) 308
hardware information, entering
308-309
header area, resizing 117
Header command (Report menu)
146
headers 78-83
displaying 82
form 116-117
report 146
setting up
page layout 270
word processing 79
hidden guides 274, 276
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Hide Cell Lines command {Op-
tions menu) 186, 197
Hide Guides command {Options

menu} 276
Hide Selected Records command
(Organize menu) 134-135
Hide Unselected Records com
mand (Organize menu)
134135
hiding records  134-135
hollow shape icon 255, 288
horizontal lines, drawing
graphics 217
page layout 289
horizontalfvertical line tool
graphics 214, 217
page layout 288, 289

LK

icons. See specific icon
Ignore Master Page command
{Options menu) 269

Import File command (File menu)

AppleWorks GS 18, 348-353,

354

page layout
importing

graphics 262-263

into communications 353

into database 350

into graphics 353

into page layout 352

into spreadsheet 351

into word processing  348-349
indentation marker

page layout 279

word processing 58, 61
initialization sequences 309
Insert command {Edit menu}

178

260-262

Insert Date command {(Document
menu) 81

inserting 54

insertion point 46

moving

page layour 280
word processing  48-49

Insert Page Break command
{Document menu) 54

Insert Page # command (Docu-
ment menu} 80

Insert Pages command (Edit
menu} 266

Insert Record command (Edit
menu) 125

Insert Time command {Document
menu) 81

integration in AppleWorks GS

333-356
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label fields
adding 115
settingup  114-115
labels 162

deleting 165

displaying 163

entering 162-165

mailing 148-151
lasso 224,229
left-align tabs

page layout 279

word processing 58, 61
Left command {Text menu) 279
left-justified text icon 58, 62
left margin marker 58, 59
left master page, setting up 269
left master page icon 269
Left/Right Master Pages command

{Options menu) 269

Index

line-and-a-half spacing 62
line feeds 310, 311, 314
lines, drawing

graphics 218

page layout 289, 290
line spacing

changing 279

setting 62
line tocol
graphics 214, 218

page layout 288, 290
line width palette
graphics 214
page layout 255, 288
linked text objects
creating 259
deleting 296
link tags 259
List Functions command {Options
menu) 172
list screen
data, entering in 123
displaying 123
fields, moving in 124
field widths, changingin 123
records
deleting in 125
inserting in 125
using 122125
tocked guides 274, 276
locked paragraph 58, 63
Lock Guides command {Options
menu) 276
Lowercase command {Style menu)
286

M

magnetic guides 274, 276
Magnetic Guides command
{Options menu) 276
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magnifying glass 224, 228
mailing labels, producing
148-151
mail merge documents  84-88
manual calculation 173
Manual Calculation command
{Options menuy 173
margin guides, setting 277
margin markers 43, 58, 59
margins 79
changing 59
Mark Fields command (Organize

menu) 136-137

marking fields [36-137

marquee 224, 227

master page icons 255, 264, 268,
269

wmaster pages 232, 264. See also
pages

ignoring items on 269
setting up  268-209
matching records  132-133
Match Records command {Organ-
ize menu) 132-133
menus/menu commands. See
specific menufmeni command
merged documents, printing 83
merge fields, adding  86-87
Modify Chart command {Data
menu) 195
modifying
objects  232-239
text objects 244245
Move command (Edit menu)
177
moving insertion point 4849
multiple objects, selecting 25
MultiScribe GS word processing
files
importing into communications

353

180

importing into page layout
352

importing into word processing
349

opening 354

N

New Chart command (Data menu
193
New command {File menu)
AppleWorks G5 11
communications 306
database 96
graphics 204
page layour 254
spreadsheet 160
word processing 44
new documents
formatting 63
opening
AppleWorks GS 11
communications 306
database 96
graphics 204
page layour 254
spreadsheer 160
word processing 44
new paint objects 213
Normal View command {Docu-
ment menu) 79
Nudge Down command (Arrange
menu) 233
Nudge Left command (Arrange
menu} 233
Nudge Right command (Arrange
menu) 233
Nudge Up command {Arrange
menu) 233
numbers. See phone numbers

Index

numeric fields 98
formatting 107
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object level 240
objects. See also graphic objects;

text objects

color of, changing 234
deleting

graphics 233

page layout 296
drop-shadow, adding to 235
duplicating

graphics 237

page layour 296
flipping

graphics 238

page layout 297
grouping 236

line width of, changing 235
modifying  232-239
moving

praphics 232

page layour 294, 299
moving to front 241
nudging 233

pattern of, changing 234
reshaping 234

resizing 295

rotating

graphics 239

page layour 298
selecting

AppleWorks GS 24-25

graphics  225-227, 229
sending to back 241
shuffling down 243
shufflingup 242
ungrouping 236



working with
graphics 232-245
page layout  294-299
1-1/2 Space command (Text
menu} 279
1-1/2 spacing 278
on line, working  320-323
Open command (File menu)
AppleWorks GS 10, 354
communications 307
database 97
graphics 205
page layout 255
spreadsheer 16}
word processing 45
opening
AppleWorks GS  10-11
files from other applications
354-355
Open Template command
(Template menu) 141
Options menu
Actual View command 265
Auto Calculation command
173
Change Default Width com-
mand 186
Choose Font command 216,
244
Fit in Window command 265
Go To Page command 268
Hide Cell Lines command
186, 197
Hide Guides command 276
Ignore Master Page command
269
Left/Right Master Pages com-
mand 269
List Functions command 172
Lock Guides command 276
Magnetic Guides command

276

Manual Calcularion command
173
Recalculate command 173
Restore Width o Default com-
mand 185
Right Master Pages com-
mand 269
Set First Page command 273
Set Guides command 274,
277
Set Titles command 187
Show Cell Lines commangd
186
Show Guides command 276
Unlock Guides command 276
Use Master Page command
269

View Formulas command 173

Organize menu

Display Marked Fields com-
mand 136-137

Find command 126, 127

Find Next command 127

Hide Selected Records com-
mand 134-135

Hide Unselected Records
command 134-135

Mark Fields command
136-137

Match Records command
132133

Replace command 126, 128

Show All Records command
134-135, 151

Sort command 139

Unmark Fields command

136-137

ovals, drawing

graphics 221
page layour 293

oval tool

graphics 214, 221

Index

page layour 288, 293

P

page break
deleting 57
inserting 54
selecting 52
page icons 255, 204, 268, 269
page layour 249299
copying from 347
copying to
from darabase 341
from graphics 346
from spreadsheet 344
from word processing 336
graphics  288-293
adding 254-263
importing  262-263
working with  278-299
guides  274-277
importing into 352
objects 294299
overview  250-253
pages 204-273
starting 254255
text  280-285
adding 254-264
changing 286-287
entering  278-279
formatting  278-279
working with  278-299
text objects  256-261
using  264-277
page layout icon 254
page nunber
inserting
page layout 272
word processing 80
setting
page layout 273
word processing 83
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page number tool 272
pages. See also master pages
delering 267
fitting in window 265
going to 268
importing rext into 261
inserting 266
working with  264-273
Pages command (Document
menu} 82, 83
page setup, defining 16
Page Setup command (File menu)
AppleWorks GS 14, 16
page fayout 254
spreadsheet 197
page # tool 255
Paint. See graphics files
paintbrush tool 206209
paint bucket tool 206, 211
paint objects 206
new 213
paint tools
paragraph
format of, copying 63
indents 61
locked 58
margins 59
selecting 52
paragraph-based rulers 41
paragraph locking icon 58, 63
paragraph ruler 255
parity 310, 311, 314
Paste command (Edit menu)
AppleWorks GS  26-28
page layout 283
spreadsheet 177, 188, 189
word processing 55
Paste Format Only command (Edit
menu) 177, 184, 188
Paste Ruler command (Edit menu)

63

205, 206-213

a8z

Paste Values Only command (Edit
menu) 177, 188, 189
patterns
changing 244
choosing 209

patterns palette 203, 206, 209,
214
pencil tool 206, 210

phone calls
answering 319
hangingup 319
making 316-319
phone list, setting up  312-315
Phone menu
Answer Phone command 319
Autodial command 318
Dial command 312-317
Hang Up command 319
phone numbers, dialing  316-318
PICT. See graphics files
picture fields 98
formatting 110
pie charts. See charts
pixels 228
Plain command (Style menu)
page layout 287
word processing 66
PNT. See graphics files
polygons, drawing 223
polygon teol 214, 223
preparing files for exporting 356
Print command (File menu}
AppleWorks GS 14, 17
database 142
spreadsheet 197
printer, choosing  [5
printing
AppleWorks GS 1417
spreadsheet  196-197
word processing 88
Print Merge command (File
menu) 14, 88

Index

programs. See applications

Protect command (Data menu)
172

protocols 310

Q

Quit command {File menu) 21
quitting 21

R

ranges of cells
copying contents of 189
entering 171
selecting 175
Recalculate command (Options
menu) 173
Receive Batch command (Trans-
fer menu) 327
Receive Binary Il command
{Transfer menu) 327, 328
Receive File command (Transfer
menu} 325
records 92, 99, 118
adding 120
deleting 121
hiding 134-135
matching  132-133
selecting 131
sorting  138-139
rectangles, drawing
graphics 219
page layour 291
rectangle tool
graphics 114, 219
page layour 288, 291
Redo command (Edit menu) 29
references. See absolute cell refer-
ences; relative cell references



A,

relative cell references 167
entering 170
moving cells containing 177
Replace command {Organize
menu) 126,128
Replace command {Search
menu) O8-7i
replacing
database 126-129
word processing 55, 68-71
report footer, settingup 146
report header, settingup 146
Report menu
Create Report command 147
Footer command  [46
Format command 145
Header command 146
Summary Only command 146
reports
database 142-151
spreadsheer 192197
Restore Width to Default com-
mand {Options menu) 185
Return Key Preferences command
{Template menu) 120
returns, See carriage returns
right-align tabs
page layout 279
word processing 58, 61
Right command (Text menu}
279
right-justified text icon 58, 62
right margin marker 58, 59
right master page, setting up 269
right master page icon 269
Right Master Pages command
(Options menu) 269
Rotate Left command (Arrange
menu)
graphics 239
page layour 298

Rotate Right command {Arrange
menu)
graphics 239
page fayout 298
rounded rectangles, drawing
graphics 220
page layour 292
rounded rectangle tool
graphics 214, 220
page layour 288, 292
rows of cells
filling from left 191
selecting 175
transposing 180
ruler area 45
ruslers
page layout 255
word processing 41, 538-63
ruler settings, changing  278-279

S

Save As command (File menu)
12,13
Save command {File menu) 12
Save Template command (Tem-
plate menu) 140
saving 12-13
scale 255
scientific notation 162
entering vatues in 165
Screen, See graphics files
scroll arrow 30
scroll bar
AppleWorks GS 30, 33
communications 307, 320
scroli box 30, 33
scrolling
AppleWorks GS 33
graphics 230

Index

Search menu
Check Spelling command
1213
Edit Dictionary command
76-17
Find Again command 69
Find/Replace command 68-71
Go To Beginning command
48
Go To End command 48
Go To Insertion command 49
Go To Page command 48
Replace command 68-71
Synonyms command  74-75
Select All command {(Edit menu)
database 131
page layout 282, 285
spreadsheet 175, 197
word processing 53, 57, 59
selecting
AppleWorks G5 22-25
database 84-85, 130-131
graphics  225-227, 229
spreadsheet  174-175
word processing  50-53
selection
canceling
page layour 281
ward processing 50
extending
page layout 281
word processing 51
selection arrow
AppleWorks GS 24
graphics 224, 225-126
Select Merge Database command
{Edit menu) 85
Select Paragraph command (Edit
menu) 52
Select Sentence command {Edir
menu) 52
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Send Batch command (Transfer
menu) 326, 327

Send Binary 1 command (Trans-
fer menu) 327,328

Send File command (Transfer
menu) 324

Send Text command (Transfer
menu) 322,324

Send To Back command {Arrange
menu)

graphics 241
page layout 299

sentence, selecting 52

Set Decimal Places command
{Format menu) 183

Set Defaulr Format command
(Format menu) 184

Set First Page command (Options
menu) 273

Set Guides command (Options

menu} 274,277
Set Spacing command (Text
menu} 278

Settings menu
Communication command
310, 311
Edit Line command 320
Hardware command 308
Show Control command 321
Status Bar command 321
setting up
communications
database 96-117
field formulas 112-113
form footers 116-117
form headers  116-117
label fields 114-115
phone list  312-315
reports  142-146
Set Titles command (Options
menu) 187

306-315

384

Shadow command (Style menu)
235
shortcuts (spreadsheet) 188-191
Show All Records command
{Organize menu) 134-135,
151
Show Cell Lines command
{Options menu) 186
Show Contrel command (Settings
menu) 321
Show Form command {Template
menu) 119
Show Guides command {Options
menu) 276
Show List command {Template
menu) 123
Shuffle Down command (Arrange
menu) 243
Shuffle Up command {Arrange
menu) 242
Single Space command (Text
menu) 278
single spacing icon 58, 62
size box 30, 31
Size menu
page layout 286
word processing 04, 65
sizes, changing
graphics 216, 244
page layout 286
word processing 65
Sort command (Data menu) 181
Sort command (Organize menu)
139
sorting records  138-139
spell checking 72-73
spray can tool 206, 212
spreadsheet  155-197
charts 192195
copying from  343-345

Index

copying to
from database 340
from word processing 335
documents, preparing for
exporting 356
formatting 182187
formulas, entering  166-173
importing inte 351
labels, entering 162165
overview 156-159
printing  196-197
reports  192-197
selecting  174-175
shortcuts  188-191
starting  160-161
using 160-191
values, entering  162-165
spreadsheet icon 160
squares, drawing
graphics 219
page layout 291
starting
AppleWorks GS 89
communications 306-307
database 96-97
graphics 204--205
page layout  254-255
spreadsheet  160-161
word processing  44-45
static text fields 98, 99
formatting 111
status bar 320, 321
Status Bar command (Settings
menu) 321
status line 307
sticky space 46
entering 47
stop bits 310, 311, 314



Style menu
Lowercase command 286
Plain command
page layour 287
word processing 66
Shadow command 235
Title command 286
Uppercase command 286
styles
changing
gtaphics 216, 244
page layout 286
word processing 65
combining
page layour 287
word processing 66
deselecting
page layout 287
word processing 66

Summary Only command (Report

menu) 146
summary report, setting up 146
synonyms 7475
Synonyms command {Search

menu) 74-75

tab marker 45
tabs
findingfreplacing 71
moving 60
removing 61
selecting
page layour 282
word processing 53
setting 60
tab well
page layout 279
word processing 58, 61

Template menu

Open Template command
141
Return Key Preferences com-
mand 120
Save Template command 140
Show Form command {19
Show List command 123

templates 94, 140

opening 141
saving 140-141
using 140-141

text 64-67

adding

graphics 215

page layour  254-264
capturing 323

changing 286-287
deleting

page layout 284, 285
word processing 96
editing 44-67

entering

page layout 278-279
word processing  46-47
finding

database 126-129

word processing 69, 70-71
formatting 278-279
importing 260, 261
replacing

database 126-129

page layout 283

word processing 55, 70-71
selecting

AppleWorks GS  22-23, 24
page layour 280-182
word processing 50, 51
sending 322

working with  278-299

Index

text alignment
changing 279
setting 62
text area 45
text colors, changing
graphics 244
page layout 287
word processing 67
text fields 98
formatting 106
text fonts, changing
graphics 216, 244
page layout 286
word processing 64
Text menu
Center command 279
Double Spacing command
278
Full command 279
Left command 279
1-1/2 Space command 278
Right command 279
Set Spacing command 278
Single Space command 278
text objects, See also objects
creating 256-261
deleting 294
graphics 215, 216
importing text into 260
linked 259, 294
modifying 244245
page layour 250, 255, 256
reshaping 245

text-only files. See ASCII text files

text pattern, changing 244
text sizes, changing
graphics 216, 244
page layour 286

word processing 65
text stream 257
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text styles
changing
graphics 216, 244
page layout 286
word processing 65
comtbining
page layour 287
word processing 66
deselecting
page layout 287
word processing 66
text tool
graphics 214, 215
page layout 255, 258, 278
time, inserting 81
time fields 98
formatting 109
title bar 30, 32, 34
Titte command (Style menu)
286
titles, setting 187
tools. See also specifie tool
drawing 214-223
editing 224-231
graphics 204-231
page layout 255
paint 206-213
top margin 79
Transfer menu
Caprure Text command 323
End Text Capture command
323
Receive Batch command 327
Receive Binary If command
327,328
Receive File command 325
Send Batch command 326,
327
Send Binary Il command 327,
328
Send File command 324
Send Text command 322, 324

386

transferring files 324-329
Transpose command (Hdit
menu) 180

U

Undo command {Edit menu)
AppleWorks GS 29
page layour 267, 285
word processing 57
undoing
AppleWorks GS 29
word processing 57
Ungroup command {Arrange
menu) 236
Unlock Guides command (Op-
tions menu} 276
Unmark Fields command {Organ-
ize menu) 136-137
Uppercase command {Style menu)
286
Use Master Page command
(Options menu) 269
user dictionary, editing  76-77

v

values 162
deleting 165
displaying 164
entering  162--165
vertical lines, drawing
graphics 217
page layout 289
vertical line tool
graphics 214, 217
page layout 288, 289
vertical scale 255
View Footer command {Docu-
ment menu)}  79-81

Index

View Formulas command (Op-
tions menu) 173

View Header command {Docu-
ment menu}  79-81

W

Window menu 30, 32
windows

AppleWorks GS  30-35
page layout 265
word, selecting

page layout 281

word processing 51
word processing  39-88
copying from  334-338
copying to

from database 339

from spreadsheer 343
database and 8485
deleting 5657
documents

editing 68-83

preparing for exporting 356
finding 68-71

footers 78-83

headers  78-83

importing into  348-349
inserting 54

insertion point, moving  48-49
mail merge documents 8488
merged documents, printing

88

merge fields, adding  86-87
averview 4043
replacing 55, 68-71
rulers 58-63

selecting  50-53

spell checking  72-73
starting 4445
synonyms 7475



text 6467

editing 44-67

entering 46-47

user dictionary, editing  76-77
word processing icon 44

X

Xmodem 324

Xmodem CRC 324

XON/XOFF handshake 310,
3iL, 314

Y

Ymodem 324

/

zoom box 30, 31

Index
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Tuck end flap inside back -
cover when using manual, '
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