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Preface 

Sections 

Modules 

Tasks and Reviews 

Galleries and 
Exercises 

Some computer books teach their readers about computers by 
explaining that information can be represented by a series of O's and 
1 's. Other computer books teach about computers by teaching their 
readers how to speak strange languages like BASIC and PL!I. Still 
other books teach their readers about computers by introducing them to 
long, complicated names like complementary metal-oxide
semiconductor. 

Approaching Macintosh is not like those books. Approaching 
Macintosh teaches its readers about computers by teaching them how to 
use one. If learning by doing is the way you like to learn, we're sure 
you'll enjoy using this book. Approaching Macintosh focuses on 
software for the Apple® MacintoshTM, a computer that is fast becoming 
a fixture on many college campuses. 

This book is the result of two years of class testing on such 
unsuspecting subjects as Stanford University undergraduates, 
graduates, faculty, and staff. Using their input, Approaching 
Macintosh was designed to be an effective teaching tool in both 
self-paced and classroom teaching situations. 

The book is divided into sections, each of which treats a general type 
of microcomputer application, such as word processing, database 
management, and graphics. Each section begins with an overview of 
the basic terms and concepts you'll be covering in that section. These 
sections will help you understand what this type of software can do and 
how it's typically used. 

Every section contains one or more modules-the individual exercises 
that teach you how to use a specific software package. Each module 
should take about 1 to 1-1/2 hours to complete, and both introductory 
and advanced modules are provided for many software packages. 

Approaching Macintosh was designed so that you can choose to 
complete the modules that interest you in whatever order you wish. 
However, it is recommended that you complete the Introduction to 
Macintosh module first, and that you complete the introductory modules 
before you start the advanced ones. 

Before you begin a module, be sure to read the paragraphs labeled The 
Task carefully. These paragraphs explain what you're about to do and 
why. At the end of each module, read the Review paragraph to make 
sure you haven't missed the high points. 

At the end of each section are Gallery documents that provide 
examples of how a software package is used. These gallery ideas 
should serve as a springboard for your own experimentation. 
Exercises are also provided to test your recall of the most impor ant 
procedures and concepts of that section. 
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The important thing to remember when using Approaching Macintosh is 
that the authors sincerely want you have fun while you're learning. 
We've worked long, hard hours (and some legal holidays) to choose 
examples that will make you smile. Try not to disappoint us. 
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Approaching 
Macintosh 

The Parts of a 
Macintosh 

Welcome to the first step. Before you can begin to become a pro at 
personal computing, you'll need a quick introduction to the Macintosh 
and how to work with it. If you've never used a Macintosh before-if 
you've never used a computer before-you'll want to become familiar 
with the parts of the Macintosh and learn some basic terms and 
techniques that you'll use throughout this book. 

In order to complete this module, you'll need: 

• A Macintosh computer 
• A Mac Write disk 
• A blank disk (to serve as your personal data disk) 
• A copy of Plato's Republic (just kidding) 

The diagram below shows the major parts of the Macintosh system and 
their appropriate names. These parts of the Macintosh that you can see 
and touch are called hardware. 

-----------------Mouse 

0 

m ~-----Paper 
~ Printer 

Use the diagram to locate the parts of the Macintosh system 
you're using. (Yours may look slightly different.) 

If you're ever unsure of what a part of your Macintosh is called, or 
where it's located, you can use this diagram for reference. 

Screen The Macintosh screen is much like the screen on your television set. 
It's different from screens on many other computers because it can 
display high-resolution (highly detailed) pictures. The Macintosh can 
display only black-and-white images, but it's unique in that it displays 
black characters on a white background, much like you would see on a 
typewritten page. 
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Mouse 

Disk 

Disk Drive 

Keyboard 

[...___R•turn~J 

[ Backspace 

The mouse is a small box about the size of a deck of playing cards 
that's attached to the Macintosh with a thin cord. You'll use the mouse 
to select and move objects on the Macintosh screen and to choose 
commands that tell the Macintosh what to do. Y ou'lllearn how to use 
the mouse later. 

The Macintosh uses 3-1/2 inch disks, which hold the software-the 
application programs that make the Macintosh work. These disks can 
also store the documents that you create. More about disks later. 

Each Macintosh has an internal disk drive built into the main unit 
just under the screen. The disk drive reads information from the disk 
and writes new information to be stored there. In addition to the 
internal drive, you can add an external disk drive to the Macintosh 
to store larger programs and documents. 

The Macintosh keyboard is laid out like a typewriter keyboard with a 
few notable exceptions: 

Backspace 

Option Return 

The Return key 
The Return key works much like the carriage return on a typewriter. 
When you're typing, you'll use the Return key to skip lines and to start 
new paragraphs. 

The Backspace key 
The Backspace key backspaces over and erases the previously typed 
character or the current selection. So if you make a mistake when 
typing, simply use the Backspace key to erase it. 
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Getting Started 

Turning on the 
Macintosh 

Startup Disks 

The Command key 
The Command key is located just to the left of the spacebar. Many of 
the short cuts and special features you'll learn use the Command key. 

The Option key 
The Option key is located to the left of the Command key. Holding 
down the Option key while typing another key modifies that key. 

Now that you know where everything is on your Macintosh, you're 
ready to learn how to make it work. The first task is easy-turning it 
on. 

Ask anyone. They'll tell you that a Macintosh works best when it's 
turned on. The on/off switch is located on the left side on the back of 
your computer. 

Turn on the Macintosh by flipping the on/off switch to the "on" 
position. 

The Macintosh will beep softly, and a small picture of a disk with a 
flashing question mark will appear at the center of the screen. 

If your screen remains dark, adjust the screen brightness control at the 
lower left edge of the front of your Macintosh. 

The question mark appears because the Macintosh is waiting for you to 
insert a disk into the disk drive. It can't be just any disk, though. 
Everytime you turn on your Macintosh, the first disk you insert must be 
a startup disk. 

Startup disks contain system files-information that the Macintosh 
needs to begin operating. System disks and most application 
disks (disks that contain application programs like Mac Write and 
MacPaint) can usually be used as startup disks. 
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The Macintosh 
Desktop 

=o System Folder 
6 items 225K in folder 64K availablt 

~ ~ ~ ~ 
System F:inder lmagewrittr Clipboard Filt Nott Pad Filt Scrapbook Filt O 

K;ll 

The Fi~der and 
System files must 
be present on any 

Startup Disk. 

The Clipboard file 
temporarily stores items 

that you Cut or Copy. 

The lmagewriter file 
(or a similar printer 

file) must be present 
to print. 

The Note Pad and 
Scrapbook files hold the 
items stored in the Note 

Pad and Scrapbook desk 
accessories. 

IOQJ 

If you first try to insert a disk without the necessary system files (such 
as a blank disk or a disk containing only documents), the Macintosh 
will eject that disk and display a picture of a disk with a flashing "X". 

Insert a MacWrite disk-label side up and metal end first-into 
the built-in disk drive. 

Remember, a System disk, Mac Write disk, or MacPaint disk can be 
used as a startup disk. But in this case, you'll use a Mac Write disk. 

First, an icon of a smiling Macintosh will appear, then a banner 
welcoming you to Macintosh. In a short while, the Macintosh 
desktop will appear. 

One way to make computers easier to use is to make them more 
familiar. The Macintosh uses a desktop metaphor to make the tools you 
use and the things you do easier to unckrstand. Small pictures, called 
icons, represent objects you already know, such as documents, 
folders, and even a trash can. Using the mouse, you move these 
desktop objects and choose commands from the menu bar at the top of 
the screen to tell the Macintosh what to do. Y ou'llleam more about 
how to do this below. 

The disk icon in the upper right hand comer of your desktop represents 
the disk that you just inserted. 
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Using the Mouse 
and the Pointer 

MacW'ritr 

CJ 
System Folder 

Note that your desktop may not look exactly like this one. If the disk 
window isn't visible, you'll flrst need to open the disk icon. Read on. 

There are icons to represent everything available for you to use on the 
Macintosh desktop. The way in which you tell the Macintosh you want 
to use something is by selecting its icon. You select icons and 
commands by using the mouse. Notice the black arrow on the screen; 
this is the pointer. 

Move the mouse back and forth. 

Notice that the pointer's movement on the screen follows your 
movement of the mouse. 

Lift up the mouse and look underneath. 

Notice the ball on the bottom of the mouse. When you move the 
mouse,. the ball rolls and tells the pointer how to move. If the mouse 
ball is not touching a flat surface, the pointer doesn't move. Therefore, 
if you ever run out of room while moving the mouse, all you have to do 
is pick the mouse up and reposition it on a clear, flat area. Try this. 

Move the mouse and watch the pointer move on the screen. 
Then, pick up the mouse and place it somewhere else on your 
desk. Note that the pointer doesn't move while the mouse is 
lifted. 

Now try another experiment with the mouse. You may at some point 
begin to worry that, if you're not careful with the mouse, you could run 
the pointer off the edge of the screen, never to be seen again. Not so. 
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If you first try to insert a disk without the necessary system files (such 
as a blank disk or a disk containing only documents), the Macintosh 
will eject that disk and display a picture of a disk with a flashing "X". 

Insert a MacWrite disk- label side up and metal end first-into 
the built-in disk drive. 

Remember, a System disk, Mac Write disk, or MacPaint disk can be 
used as a startup disk. But in this case, you'll use a Mac Write disk. 

First, an icon of a smiling Macintosh will appear, then a banner 
welcoming you to Macintosh. In a short while, the Macintosh 
desktop will appear. 

One way to make computers easier to use is to make them more 
familiar. The Macintosh uses a desktop metaphor to make the tools you 
use and the things you do easier to un~erstand. Small pictures, called 
icons, represent objects you already know, such as documents, 
folders, and even a trash can. Using the mouse, you move these 
desktop objects and, choose commands from the menu bar at the top of 
the screen to tell the Macintosh what to do. You'll learn more about 
how to do this below. 

The disk icon in the upper right hand corner of your desktop represents 
the disk that you just inserted. 
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Using the Mouse 
and the Pointer 

Mac'w'r i to 

LJ 
S~stem Folder 

Note that your desktop may not look exactly like this one. If the disk 
window isn't visible, you'll first need to open the disk icon. Read on. 

There are icons to represent everything available for you to use on the 
Macintosh desktop. The way in which you tell the Macintosh you want 
to use something is by selecting its icon. You select icons and 
commands by using the mouse. Notice the black arrow on the screen; 
this is the pointer. 

Move the mouse back and forth. 

Notice that the pointer's movement on the screen follows your 
movement of the mouse. 

Lift up the mouse and look underneath. 

Notice the ball on the bottom of the mouse. When you move the 
mouse,. the ball rolls and tells the pointer how to move. If the mouse 
ball is not touching a flat surface, the pointer doesn't move. Therefore, 
if you ever run out of room while moving the mouse, all you have to do 
is pick the mouse up and reposition it on a clear, flat area. Try this. 

Move the mouse and watch the pointer move on the screen. 
Then, pick up the mouse and place it somewhere else on your 
desk. Note that the pointer doesn't move while the mouse is 
lifted. 

Now try another experiment with the mouse. You may at some point 
begin to worry that, if you're not careful with the mouse, you could run 
the pointer off the edge of the screen, never to be seen again. Not so. 
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Try to move the pointer off the screen. 

You can't. Honest. So don't worry about moving the mouse quickly 
across the desktop. If you should overshoot your target, simply move 
it back into position. 

Now that you've learned how to move the mouse, here are a few basic 
mouse techniques that you'll need to know before you continue. Don't 
worry if they seem a bit confusing at first; they'll become clearer once 
you use them. 

~ 

~ {{T Press Drag .• $ 

Click ~ ~ 
Double~- ]~ (Shift 

Click~ 
Shift-Click ~ l 

·- ···--

Press 
As you might expect, pressing involves depressing the mouse button. 

Click 
To click an object, use the mouse to position the pointer over the object. 
Then press and release the mouse button. 

Double-Click 
You double-click an object by positioning the pointer over the object 
and clicking the mouse button twice in quick succession. 
Double-clicking is usually a shortcut to performing a specific command. 

Drag 
To drag, position the pointer at the desired location and press down the 
mouse button. With the mouse button depressed, move the mouse to 
drag the pointer accordingly. 
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How You Work 
with Macintosh 

Selecting 

Shift-Click 
To Shift-click, hold down the Shift key while clicking the mouse 
button. Shift-clicking usually extends or adds to a selection. 

One of the things that makes Macintosh easy to learn is that no matter 
what you do with Macintosh you do it in the same way: 

• First, select an object. 
• Then, choose a command to act on that object. 

For example, if you want to duplicate a document or folder on the 
desktop, first you select it and then you choose the command to 
duplicate it. 

To select something on the desktop, simply use the mouse to position 
the pointer above the object that you want to select, then click the mouse 
button. ("Clicking" means to quickly press and release the button on 
top of the mouse.) Practice selecting by choosing the trash can. 

Select the Trash by positioning the pointer over the trash can 
icon at the lower right corner of the Macintosh desktop and 
clicking the mouse button. 

Notice, that as you select an object, it becomes dark or highlighted. 
This highlighting helps you to quickly identify the current selection. If 
the Trash icon was already selected, it will already be highlighted. 
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Making Another 
Selection 

Choosing 
Commands 

Dimmed 
Commands 

If you change your mind about your selection, perhaps you decide 
you'd like to select something else, you need only to move the mouse 
pointer over it and click the mouse button. Your previous selection 
becomes "unselected" when the new selection is highlighted. 

Move the pointer over the disk icon at the upper right of the 
screen and click the mouse button. 

(Remember that you click by quickly pressing and releasing the mouse 
button.) 

Notice that the disk icon is now highlighted and the Trash icon is 
unselected. 

Once you've selected the object you'd like to work with, you'll need to 
choose a command to act on that selection. In general, you'll choose 
commands from the menu bar that runs across the top of the desktop. 

To choose a command from a menu: 

• First, use the mouse to position the pointer over the appropriate 
menu. 

• Press and hold the mouse button to "pull down" the menu. 
• While still holding down the mouse button, drag down until the 

appropriate command is highlighted. 
• Finally, release the mouse button. 

You'll "open" the trash can using this technique. 

First, click to select the trash can icon again • 

The Trash icon becomes highlighted, indicating that it's selected. 

Position the pointer over the File menu (on top of the word 
File in the menu bar). Press and hold the mouse button. 

A "pull down" menu of available commands appears from the menu 
bar. 

You'll notice that some of the commands are dimmed (shown in grey) 
and can't be selected. These are commands that aren't appropriate at 
this time. (You can't "eject" the trash can, for instance.) By making it 
impossible to choose inappropriate commands, the Macintosh actually 
prevents you from making those little embarrassing mistakes. 
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Command Key 
Shortcuts 

You '11 notice that, to the right of some of the commands listed in the 
menu, there is a letter preceded by a special symbol. That symbol 
corresponds to the symbol on the Command key located just to the left 
of the space bar. 

By holding down the Command key and typing the letter listed, you can 
invoke the command without using the mouse to pull down the menu. 
You may want to use these keyboard shortcuts after you've become 
more familiar with the Macintosh. 

While holding down the mouse button, drag the mouse 
downward until the pointer is over the Open command. 

The Open command should be highlighted. 

Release the mouse button. 

An empty Trash window opens on the desktop. More about windows 
in a bit. Notice also that the Trash icon is now hollow, indicating that 
the Trash is now open. 

If a window didn't appear, make sure that the Trash icon is selected 
before you choose Open from the File menu. 

Use the technique you just learned to choose Close from the 
File menu. 

Remember: Move the mouse pointer over the word File; press and hold 
the mouse button; drag down to the word "Close" and release the 
mouse button when Close is highlighted. 
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Working with 
Windows 

Practice opening and closing the Trash until you've mastered 
selecting commands from menus. 

Get Info 
Ouplicd1H 

l>llf.ll~ S<l1 UJI 
Prin l [ llllllol.l 

If the MacWrite disk window isn't visible on your desktop, open 
the disk by selecting the MacWrite disk icon and choosing 
Open from the File menu. 

A window is an area of the Macintosh screen that displays information. 
The disk window, for instance, displays the contents of the disk. The 
Trash window that you opened earlier displayed the contents of the 
Trash. The parts of a window are shown here. 

Anatomy of a Window 

I 
§I-+ MacPaint Disk 

4 items 364K in disk 35K available 

lQ 
~ ~ 0 b 

I MacPaint tofu System Folder 

,......... fO 
~I 1¢ 121 
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Scroll Arrow 

Scroll Box 

Scroll Bar 
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Changing the Size 
of a Window 

Scrolling 

There are times when you want to work with a large window, in 
order to easily see what's inside. Other times you'll prefer a smaller 
window, in order to let you see more than one window on the desktop 
at a time. 

To change the size of a window, you use the mouse to drag the size 
box in the bottom right comer of the window. 

Mao'w'rite 

LJ 
Sys tem folder 

Position the mouse pointer on the size box and drag up and to 
the left. 

As you drag, a dotted outline of the window follows. As you drag up, 
the window becomes shorter. As you drag to the left, the window 
becomes narrower. When you release the mouse button, the window 
changes size. 

Experiment with resizing the window until you feel comfortable 
using the size box. 

It's important to remember that changing the size of a window doesn't 
change the window's contents. Even though you may not be able to 
see everything in the window, its contents are still there. 

But, if you can't see everything that's in the window, how can you get 
at it? A good question. 

Whenever a window is too small to show its entire contents, the scroll 
bars along the right edge and bottom of the window will appear grey. 
By clicking the scroll a rrows at either end of the scroll bar, you'll be 
able to scroll through the contents of the window that you can't see. 
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Using Multiple 
Windows 

Using the size box, make the disk window small enough so that 
some of the icons are hidden from view. 

Notice that the grey scroll bars indicate that some of the contents of the 
window is hidden. 

Click on the scroll arrow that points to the right. 

The icons that were hidden should zip by to the right. You can use the 
other scroll arrows to scroll up, down, or to the left as well. 

As we mentioned earlier, you can have more than one open window on 
the desktop at a time. With multiple windows open, windows can 
overlap like pieces of paper lying on top of one another. The frontmost 
window-the window you're working in- is called the active 
window. 

Open the Trash by selecting it and choosing Open from the 
File menu. 

The Trash window is now the active window. 
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Activating a Window 

Moving a Window 

Notice that the active window is the frontmost window and its title bar 
is highlighted with horizontal lines. This makes the active window easy 
to identify. 

To activate a window, simply click anywhere inside it. 

Click in the MacWrite disk window to activate it. 

Note that the disk window now moves to the front and its title bar is 
highlighted. The Trash window is now behind the disk window. 

In order to work with multiple windows, it may be necessary to move a 
window around on the desktop. To move a window, simply drag it by 
its title bar. 

Move the disk window by dragging it by its title bar. 

Remember that to drag, press and hold the mouse button while moving 
the mouse. A dotted outline of the window follows. When you release 
the mouse button, the window snaps to its new location in a flash. 
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- Using a 

Desk Accessory 
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Mac'w'r ite 

System Foldor 

Note that if you move the window, it becomes the active window, 
whether it was active before or not 

Earlier, you learned that you could close the active window by choosing 
Close from the File menu. Another way to close the active window is 
to click in the small white close box at the top left corner of the 
window. 

Close the Trash window by clicking in its close box. 

The Trash window closes and the disk window becomes active. 

Under the Apple or "tl" menu at the top left of the menu bar are a 
number of desk accessories designed to make working with the 
Macintosh a little easier. Desk accessories can be opened at any 
time-either at the desktop or when you're using an application. 

Choose Note Pad from the "ti" menu. 

The Note Pad desk accessory will appear on the desktop. You can use 
this desk accessory to take messages when the phone rings or to list 
other tidbits of information that might otherwise get lost when you're 
working with your Macintosh. 
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Using an 
Application 

Mac Write 

Double-Clicking 

MecWri te Disk I 
2 items 275K in disk 124K avai1ab1• I • " 
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;_~ Note Pod 

" Keep up t o eight peges of notes 
MacWril• here In the Note Ped. Click on 
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Close the Note Pad by clicking in its close box. 

You can experiment with the other desk accessories under the Apple 
menu. You'll learn more about these in later modules. 

Next you'll learn how to manage the documents that you'll create. 
You'll use Mac Write to create a sample document that you can save, 
place in a folder, and throw into the trash-all things you'll want to do 
with your real documents when that time comes. 

Applications or application programs are tools used to create and 
modify documents. For instance, Mac Write is an application that you 
can use to create documents like letters to loved ones, term papers on 
genetic mutations, or textbooks on Macintosh software. Applications 
are usually represented by diamond-shaped icons on the desktop. The 
diamond-shaped icon labeled Mac Write is-you guessed it-the 
Mac Write application. You'll open it to create your first Macintosh 
document. 

Earlier in this module, you learned to open an icon by selecting it and 
choosing Open from the File menu. As a shortcut, you can also open 
an icon by double-clicking on it. 

Open the MacWrite icon by double-clicking on it. 

In case you've forgotten, double-clicking means to click the mouse 
button twice in quick succession. The pointer will change to the 
wristwatch to indicate that the Macintosh is busy loading the application 
into its memory. 
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Creating a New 
Document 

Saving Your 
Document 

Don't worry if you don't know how to use Mac Write. You'll learn all 
about Mac Write in the Word Processing section of this book. All you 
need to do to create a new document for this example is type a little text 
and save it. 

Type your name-or somebody else's name . 

That's it! If you want to type more, you may. Use the Backspace key 
to correct any mistakes you make. 

When you work with a document in most Macintosh applications, 
you're actually working with a temporary copy stored in the 
Macintosh's memory. The memory of the Macintosh isn't permanent, 
however, and if you or your local electric company should accidentally 
turn off the power to your Macintosh, all your work that hasn't been 
saved will unceremoniously vanish forever. No fun. 

Saving a document places a copy of your work on your disk. Unlike 
information in the memory of your Macintosh, information stored on a 
disk doesn't disappear when you turn the power off. It's there for safe
keeping. You should save your work by choosing Save from the File 
menu about every 15 minutes or so. That way, if the unthinkable 
should happen, you'll only lose a few minutes of work. 
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Opening an application loads it 
f rom the disk into the memory of 
the Macintosh. 

Using the application, you create 
a document which is also 
temporarily stored in memory. 

Saving transfers a copy of your 
document from memory to the 
disk for safe-keeping. 

Imagine that the work you've just done is part of an important term 
paper on the history of asphalt. You'll want to save it using the Save 
command from the File menu. 

Choose Save from the File menu. 

A dialog box appears asking for the name of your document. The 
blinking vertical bar marks the insertion point-where the text you 
type will be inserted. 

Soue Current Document As 

I Pla typus 

M$10Jf Cancel 

MocWrite ••. 

Eject 

ll r i u •~ 

® Entire Document 0 TeHt Only 

Type an interesting name for your document. 
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Disk Space 
Versus Memory 

Disk Space 

120K • vailablf 

System Memory 

Click Save. 

The disk drive will whir as the document is stored on the disk. With 
your document safely stored on the disk, you can leave or quit the 
application and return to the desktop. 

Choose Quit from the File menu to quit MacWrite. 

In a few seconds, the desktop will appear with an icon of your new 
document in the disk window. The icon of the document looks much 
like the icon of the application that created it- in this case Mac Write
and it's labeled with the name you gave it. If you wanted to open the 
document to print it or make changes, you'd simply open its icon; the 
application that created it would be loaded automatically. 

If you look just below the title bar of the Mac Write disk window, 
you'll see a few mysterious looking numbers. The one on the left tells 
you how many items there are in the disk. The number in the center 
tells you how much space on the disk those items are using. And the 
number on the right tells you how much disk space remains available. 
These numbers will be different for different disks. 

Disk space (also called storage), is measured in kilobytes, or K for 
short. Just to give you an idea of how big a kilobyte is, the one-page 
document you just created takes up about 2K on your disk. 

A standard single-sided Macintosh disk (a disk that stores information 
on one side only) stores 400K of information. A Macintosh Plus 
double-sided disk (a disk that stores information on both the top and 
bottom surfaces of the disk) stores twice as much, or 800K. 

The startup disk you.'re using now holds system files, the Mac Write 
application, and the document you created. If you were to create a 
number of large documents, you could easily use up all of the available 
space on the disk. You'd then receive a "disk is full" error message 
from the Macintosh and you'd have to throw some documents away, or 
transfer them to another disk. You'll learn how to do this in a minute. 

System memory, the amount of memory inside the Macintosh, is 
also measured in kilobytes, or K. Macintoshes generally come in 
128K, 512K, and 1024K varieties. You can check which kind of 
Macintosh you have by choosing About the Finder from the Apple 
menu. 

Choose About the Finder from the Apple or "ti" menu at the far 
left of the menu bar. 

A small white box will appear. The number at the bottom left of the 
box tells you how much memory is installed in your Macintosh. 
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Using Folders 

• Report Folder 

Click anywhere inside the box to make it disappear. 

Earlier, you learned that when you start an application, the Macintosh 
often loads it into its system memory. Also, with most applications, the 
document you're working on is also loaded into memory. 

If your document uses all of the available system memory, you '11 
receive an "Out of Memory" error message. If this happens, you 
should first save your document by choosing Save from the File menu 
and then try to break the large document up into smaller pieces. 

After working with the Macintosh for awhile, you'll accumulate a 
number of documents on your disk. Folders help you organize related 
documents into groups so that they'll be easier to find on the desktop. 
To create a new folder, use the New Folder command in the File menu. 

Choose New Folder from the File menu. 

A folder named "Empty Folder" will appear on the desktop. Before 
you put your document in the folder, you'll type a name for it. 

Note: If you're using an older version of the Macintosh system 
software, the New Folder command may not be available. If this is the 
case, create an empty folder by selecting the Empty Folder icon and 
choosing Duplicate from the File menu . 

Type "Report Folder" as the name of your folder. 

To place your document in the folder, drag its icon over the 
icon of the folder. When the icon of the folder is highlighted, 
release the mouse button. 
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Using 
Another Disk 

Initializing Disks 

When you release the mouse button with the folder icon highlighted, the 
document disappears into the folder. 

Double-click on the fo lder to open it. 

A folder window opens on the desktop with your document inside. 
When you create other similar documents, you can group them in this 
folder to keep them organized. 

When you work with a Macintosh, it's often helpful to use two disks: 
an application disk, a startup disk with system files and the 
application you want to use; and a storage disk, a disk to store the 
documents you create. Using two disks, you can keep many of your 
old documents stored on your storage disk without running out of disk 
space on the applications disk. 

To use a storage disk, you'll need to learn how to copy files between 
disks. But first, you'll prepare a blank disk to serve as your storage 
disk. 

Note: This section contains different instructions for those 
with one or two disk drives. Make sure to read the set of 
instructions appropriate for your Macintosh system. 

Before you can use any blank disk, you must prepare the disk to hold 
the information you'll store on it. This process is called initializing. 
To initialize a blank disk on the Macintosh, simply insert the blank disk 
into a disk drive anytime after a startup disk has been inserted. 
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With One Disk Drive 

rFil 
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With Two Disk Drives 

Eject the startup disk from the disk drive by selecting the disk 
icon on the desktop and choosing Eject from the File menu. 

In a few seconds the Macintosh will eject the disk. Note that the icons 
from that disk are now dimmed (grey) indicating that the disk is no 
longer in the disk drive. 

Insert a blank disk into the disk drive. 

Insert a blank disk into either disk drive. 

If the external disk drive is empty, simply insert the blank disk into the 
drive. 

If both drives are in use, eject one of the disks by selecting its icon and 
choosing Eject from the File menu. 

MacWrit e Dis lc I 
3 items 278K in disk 122K available I 

~ 
~ 

Mac Writ~ 

s~ 5 tern f 0 ldf r 

101 

@!.1 This disk: is unreadable: 

D Do you want to initialize it? 

Eject ) 

Because an unintialized disk is unreadable, when you insert a blank 
disk into a Macintosh, a dialog box will appear asking if you wish to 
initialize the disk or eject it. 

Click Initialize to initialize the disk. 

In a few seconds, a dialog box will appear asking you to name this 
disk. Just as with documents, you can name the disk almost anything. 

Type your name followed by the word "Storage" and click OK. 

Your disk's icon will appear on the desktop under the icon of the 
startup disk. 
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Copying a File to 
Another Disk 

With One Disk Drive 

With Two Disk Drives 

Using the Trash 

i 
Trash 

Now you're ready to place a copy of your document on your new 
storage disk. When you copy a document from one disk to another, the 
disk you're copyingfrom is called the source disk, and the disk 
you're copying to is called the target or destination disk. 

If the destination disk (the storage disk) isn't in the disk drive, 
eject the current disk and insert the destination disk. 

The contents of the ejected disk will appear dimmed on the desktop, 
indicating that the disk has been ejected. 

Make sure that the folder window is open and your document is 
visible. 

Drag your document over the icon of the destination disk (the 
storage disk). When the icon of the disk is highlighted, 
release the mouse button. 

The Macintosh will prompt you to insert one disk and then the other 
until the copying is complete. 

With the source disk in the internal disk drive, insert the 
destination disk (the storage disk in this case) into the 
external disk drive (if it's not there already). 

Make sure that the folder window is open and your document is 
visible. 

Drag the icon of your document and position it over the icon of 
the destination disk. When the icon of the disk is highlighted, 
release the mouse button. 

In a few seconds, the copy will be complete. You can open the 
destination disk icop to confirm that the copy was successful. In the 
disk window, you should see the icon of the document you copied. 

When you drag the document icon to another disk, you make a copy of 
the document on that disk. The original document remains unchanged 
on the source disk. Since your document is now safely stored on your 
storage disk, you can throw away the original to free up space on the 
Mac Write disk. To do this, you'll drag the icon of your original 
document into the Trash. 

Make sure the MacWrite disk is in a disk drive. 

If the Mac Write disk is not in any drive, eject the current disk by 
selecting its icon and choosing Eject from the File menu. Then insert 
the Mac Write disk in its place. 

Close the folder window by clicking in its close box. 
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Retrieving Items 
from the Trash 

When you throw away a folder, you throw away any document that's 
inside. 

Drag the folder over the Trash icon at the bottom right of the 
screen. When the Trash icon highlights, release the mouse 
button. 

The folder, document and all, disappears into the Trash. 

It's inevitable. Someday, when you're in a hurry or when it's either 
very late or very early, you'll accidentally throw away something that 
you really wanted to keep. Don't dismay. If you catch your mistake 
quickly, you'll be able to retrieve what you've thrown away. 

Open the Trash by double-clicking on its icon. 

The Trash window contains the folder you just threw away. Inside the 
folder is your document. (You can check if you'd like.) To retrieve an 
item from the Trash, simply drag it from the Trash window back onto 
the desktop. 
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Finishing Up 

-

Any document, folder, or application you throw into the Trash remains 
there until you 1) eject the disk, 2) open any application, or 3) choose 
Empty Trash from the Special menu. 

Choose Empty Trash from the Special menu. 

In a few seconds the folder will disappear from the Trash window. 

Close the Trash window by clicking in its close box. 

Whenever you finish working with the Macintosh, you should eject any 
disks in the disk drive(s) and turn off the power. To eject the disks, 
select their icons and choose Eject from the File menu. A quicker way 
to do this is to use the Shut Down command found in the Special menu. 

Choose Shut Down from the Special menu. 

The Macintosh will eject any disks from the disk drive(s) and restart. 

Note: If you're using an older version of the Macintosh system 
software, the Shut Down command won't be available. You can 
accomplish the same result by ejecting the disks using the Eject 
command from the File menu and by switching the power off. 

Turn the power off. 
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Review 

Congratulations! You've just completed the first step to becoming a 
Macintosh expert. If you feel you still need more information or 
practice, or if you have a quick question not covered here, consult 
Macintosh, your Macintosh owner's guide. 

Since you've just completed the first module in this book, you should 
have learned: 

• How to identify the parts of a Macintosh system 

• How to work with the Macintosh desktop 

• How to select objects by clicking on them with the mouse 

• How to Press, Click, Double-Click, Drag, and Shift-Click with the 
mouse 

• How to move, resize, and scroll through windows 

• How to open an application by double-clicking on its icon and how 
to close an application by choosing Quit from the File menu 

• How to use folders to organize documents 

• How to throw away unwanted objects in the Trash and how to 
retrieve accidentally discarded objects from the Trash 

• How to use the Shut Down command to eject all disks and restart the 
Macintosh 

1-26 IN1RODUCTION TO MACINTOSH 

-
n 
n 
-



Exercises 
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1. Collect several articles and advertisements for personal computers. 
(Skip the ones filled with technical jargon.) Make a list of the most 
commonly mentioned features in the articles and ads. From your brief 
introduction to Macintosh, how does the Macintosh compare on these 
points? 

2. Visit a computer store or any other place where you can try other 
computers. Spend a few minutes using a few other computers. Make a 
list comparing them. Which computers did you like or dislike? Why? 
Which computer would you choose to do your daily work? 

3. Many computers display text (letters and numbers) differently than 
they display graphics (pictures and graphs). These computers often 
have a "Graphics Mode" and a "Text Mode". The Macintosh doesn't 
have a "Text Mode" and treats text simply as a special type of graphic. 
What are the advantages and/or disadvantages of this method? 

4. Both system memory and disk space are measured in kilobytes, or 
K for short. Explain the difference between system memory and disk 
space. 

5. What is the significance of the term "active window"? How do you 
know which window is the active window? How do you make a 
window the active window? 

6. If a window is too small for you to see the icon you want, name two 
ways to find it. 

7. Define the following terms: 
a) application 
b) desk accessory 
c) dialog box 
d) dimmed command 
e) document 
f) initialize 
g) mouse 
h) platypus (just kidding) 
i) Shift-click 
j) startup disk 
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8. Identify the parts of the desktop shown below. 

I J 
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MacPaint 
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About 
Graphics 

About MacPaint 
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Applications of computers in the area of graphics have become so 
widespread that the term "computer graphics" can be found attached to 
everything from motion pictures to medicine. A computer's ability to 
create and manipulate images quickly and skillfully has made it an 
indispensable tool in the field of graphics-especially where images 
must be changed or moved often. 

On a personal computer like the Macintosh, drawing programs have 
been one of the most popular types of graphics applications. These 
applications which, transform the computer's screen into an electronic 
canvas, offer a set of computer drawing tools that can be used in much 
the same way as a pencil and paint brush. 

The advantage these electronic drawing tools have over their standard 
counterparts is that they often make the difficult, cumbersome, and 
tedious tasks of drawing easier. Straight lines, perfect circles, and 
scaling are a snap with the appropriate drawing software. But computer 
drawing tools aren't merely electronic simulations of pencils and pens, 
nor are they a substitute for artistic skill. By providing electronic 
design tools which are different than their physical counterparts, 
computer drawing applications also open up a new medium of artistic 
expression. 

MacPaint is a drawing application for the Macintosh. But more than 
that, MacPaint is the drawing application most responsible for the 
explosion in popularity of this type of application on microcomputers 
like the Macintosh. 

From the day it was released, MacPaint's clever design and remarkable 
utility made it instantly the target of imitators. MacPaint, more than any 
other Macintosh application, demonstrates the advantages of the 
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Macintosh's mouse and high-resolution screen. But while some 
thought of MacPaint as a clever demonstration application, others were 
busy using it for everything from newsletters to architectural 
renderings, from X-ray analysis to mapping. The flexibility and 
features of MacPaint make it particularly well-suited for a number of 
surprisingly diverse graphics applications. 

MacPaint features a number of tools for drawing lines, ovals, 
rectangles, polygons and free-form shapes. MacPaint also makes it 
easy to move, duplicate, invert, or flip any object or part of an object 
that you can draw. A selection of patterns, which can be modified by 
the user, makes shading and filling areas a snap. And FatBits allows 
you to make detailed changes to your drawing with ease. 
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The Task Did you ever write a term paper in which you had to try to describe the 
wiggly border between two nations or the orientation of atoms in a 
particular molecule? There must have been times when you've wanted 
to describe something using pictures, not in words. 

Come to think of it, you have that term paper on the history of the Ionic 
and Doric styles of ancient Greek architecture that's due soon. Since 
the single most recognizable difference between the two styles is in the 
design of their capitals (the decorative tops of columns), you would like 
a drawing of the two different capitals in the term·paper. Fine, but how 
can you quickly and easily draw the capitals, especially if you are not 
particularly gifted with pencil, pen, ruler, and markers? This is where 
MacPaint comes in handy. 

Simplicity is the key to creating effective explanatory drawings. Both 
the general designs of the Doric and Ionic capitals can be reduced to a 
few basic geometric shapes, which are easily created with MacPaint's 
drawing functions or tools. 

Since each capital must sit on the top of a column, you will need to 
make two columns. Or will you? With the lasso and selection 
rectangle tools, you will make a single column quickly and easily, out 
of pre-defined shapes. But that's not all. Using the same tools, you'll 
be able to duplicate that column, and thus eliminate the need to draw it a 
second time. 

After both capitals and columns are drawn, you'll choose from 
MacPaint's many shades and patterns and selectively add them to your 
drawing with the paint can. 

In your drawing you'll use MacPaint's text functions . You'll be able 
to add captions, identifying labels, and include historical information. 
Finally, your drawing will be ready for inclusion in that important term 
paper. 

On the following page is an example of what your drawing will look 
like when you finish the module. 
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GRECIAN ORDERS 

obocus Doric 
Order 

Flourishing between 
the 6th and 5th 

centuries B.C., the Doric 
Order was characterized 
by its mathematical and 

exacting demands for 
proper proportion. For 

example, the ratio between 
any two sides o! the 
Parthenon is always 

9 to 4 . 

Ionic 
Order 

1---- volute Less severe and mathe
matically rigorous 

' than the Doric Order, the 
Ionic Order had its heyday 

f'---- - - neckpiece between the 5th and 1st 
centuries. Without the 
Doric rules for scale and 

proportion, Ionic 
architects designed a far 
wider variety of temples 

and secular buildings . 



Getting Started 

Getting 
Acquainted 

MacPaint 

Tool Palette 

Drawing Window 

Pattern Pale 

The Menu Bar 

You'll begin the module by opening the MacPaint application from the 
Macintosh desktop. You'll use the application to make a MacPaint 
document. 

Turn on the Macintosh and insert your MacPaint disk-label 
side up and metal end first-into the built-in disk drive. 

You'll soon see the Macintosh desktop with the icon of your MacPaint 
disk in the upper right-hand comer. 

If necessary, double-click on the MacPaint disk icon to view its 
contents. 

Now you'll open MacPaint by double-clicking the MacPaint icon. 

Double-click on the MacPaint icon to open the application. 

The MacPaint screen will appear in a few seconds. 

Before you begin the drawing shown on page 7, familiarize yourself 
with the MacPaint screen and some of the functions of the application. 

As with all Macintosh applications, the menu bar is located at the top 
of the screen. To see a list of the commands or options under any 
particular menu, click and hold the mouse button on the particular menu 
name. To choose a command or option, move the pointer to your 
choice and then release the mouse button. Peculiar to MacPaint are the 
Goodies and FontSize menus. 
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The Tool Palette 

The Border Palette 

The Pattern Palette 

The Drawing 
Window 

Some Freehand 
Work 

Painting 

Erasing 

At the left side of the screen is the tool palette, a collection of 20 
symbols representing the various MacPaint tools. 

The border palette is located directly beneath the tool palette. The 
border palette controls the width of the lines you draw and the width of 
the borders around shapes. A check mark indicates the currently 
selected line width. 

Located at the bottom of the MacPaint screen, the pattern palette 
contains 38 available patterns. The currently selected pattern is shown 
in the large rectangle furthest left in the palette. 

The tools, borders, and patterns are used in the drawing window. 
The drawing window shows only a small part of the 8- by 10-inch area 
available to MacPaint users. You'll learn how to move the drawing 
window to view more of a MacPaint document. 

Note that the paintbrush is the preselected tool. In the tool palette, the 
selected tool is highlighted. Make sure that the pointer is inside the 
drawing window. It will look like a black dot. 

Press and hold the mouse button while moving the mouse. 

As you may recall, this is known as dragging. 

A black line appears. You have just painted in MacPaint. 

Select the eraser tool by clicking on it. Drag the eraser over 
your black line. 

The eraser removes the paintbrush line from the drawing window. 
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In the pattern palette, click on any pattern you desire. Note 
that the pattern you selected now appears in the large 
rectangle to the left in the pattern palette. 

Select the paintbrush again and draw a new line or two. 

The paintbrush now paints with the newly selected pattern. 

Before going any further, you should erase any lines that you made in 
the drawing window while experimenting. A handy way to erase the 
entire drawing window is to double-click on the eraser icon in the tool 
palette. 

Double-click the eraser icon. 

The drawing window is now clear. 

The most obvious way to correct mistakes is to use the eraser. Often, a 
more effective (and neater) solution is to use the Undo command in the 
Edit menu. 

Using the paintbrush, make a horizontal line. Cross it with a 
vertical line. 

Let's assume that you wish to keep the horizontal line, but the vertical 
line has to go. 

From the Edit menu, choose the Undo command. 

The vertical line disappears as the Macintosh undoes your last action, 
which was the creation of the vertical line. 

Double-click the eraser icon to clear the drawing window. 

The drawing window is clear again. 

Familiarize yourself with the completed module example on 
page 7. 

Pay some attention to the various parts of the example page. You'll 
want to make your capitals and columns roughly the same size and 
position as they are on the example page. 

You will begin by creating the column. The Ionic and Doric capitals 
will be made later. The unfilled rounded rectangle tool will produce the 
vertical grooves found on the column. 

Using the Shapes {J; / ,Select the unfilled rounded rectangle icon in the tool palette. 
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The Selection 
Rectangle 

--
This tool is located in the left column, seventh from the top . 

, Select the second line width from the top in the border palette 
by simply clicking on the second line width. 

' Move the pointer into the drawing window. Drag the 
cross-shaped pointer diagonally down and to the right. 

Your goal is to make a tall, thin, rounded rectangle. In fact, it should 
be so thin that the top and bottom have no flat faces. 

If necessary, select the eraser, drag it over the rounded 
rectangle and try again. 

Next, you'll want to duplicate the rounded rectangle to make the vertical 
grooves found on Greek columns. When you wish to duplicate or 
move an object in MacPaint, you must first select the object with either 
the lasso or the selection rectangle. 

tJ Select the selection rectangle. Drag the pointer diagonally 
across the rounded rectangle. 

Make sure the entire rounded rectangle is enclosed by the selection 
rectangle. 
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Move the pointer into the selection rectangle and drag. 

The selection rectangle and its contents will move about the screen in 
response to movements of the mouse. You can reposition the rounded 
rectangle at will. Now you will duplicate the rounded rectangle. 

First, postion the rounded rectangle on the left side of the 
drawing window. Release the mouse button. 

7 Press and hold down the Option key. Now, press and hold 
down the mouse button. Drag the mouse as before. 
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The Lasso 
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You have learned a speedy means of duplicating objects in MacPaint. 
Once a duplicated object is in the position you want, just lift up on the 
mouse button and click anywhere in the drawing window. The 
duplicate will be unselected and will be"fixed in its new position. 

If you press the Backspace key while an object is selected, that object 
will be removed from the drawing window. The rounded rectangle 
should still be selected. 

Press the Backspace key. 

Select the Jasso. 

Position the lasso near the remaining rounded rectangle. 
While holding the mouse button, move the lasso around the 
rounded rectangle. 

As you drag the lasso, a line tracing its path will appear. Be sure that 
that this line completely encircles the rounded rectangle. It isn't 
necessary to make a perfect circle or oval around the rounded rectangle. 

Unlike the selection rectangle, which selects an entire surrounded area 
(including any white space), the lasso "shrinks" to conform to the 
contours of an object. 

Position the pointer inside the selected area. Drag the 
rounded rectangle around the drawing window. 

Repositioning objects with the lasso is very similar to repositioning 
them with the selection rectangle. As with the selection rectangle, you 
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can duplicate any object selected with the lasso by using the Option key. 

Look closely again at the completed example. The top and bottom 
edges of the five column grooves are level. As you duplicate the 
rounded rectangle to make the other four grooves, you'll need some 
help keeping them level with one another. If you use the Shift key 
while duplicating, you will only be able to move the duplicates 
horizontally or vertically. 

Position the rounded rectangle slightly to the left in the 
drawing window. 

Press and hold the Option and Shift keys. Drag the duplicate 
rounded rectangle to the right a distance approximately equal 
to its width. Release the mouse button. 

r -, 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

: ~ 
I 
I 
I 
I 

'../ 

With the Shift key pressed, the duplicates will remain horizontally 
aligned with each other. 

The duplicate rounded rectangle should still be selected. 

With the Option and Shift keys, make three more duplicates, all 
approximately the same distance apart. 

As long as the Option and Shift keys remain pressed, you can just press 
the mouse button again and drag. A duplicate will be left behind in the 
old position, and you can place the next duplicate in a new spot. 
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The grooves are now properly positioned. Examine the completed 
MacPaint document once more. Notice that the grooves are flush with 
the bottom of the column. You should also notice that the body of the 
column is simply a rectangle. 

Select the clear rectangle tool f rom the tool palette. Then 
select the third line width in the border palette. 

You will make a rectangle around the five grooves. 

DPosition the cross-shaped pointer near the bottom left of the 
five grooves. Drag diagonally upward and to t he right. 

,....... ,-.. ,....... ,-.. ,....... 

'-' '-' '-' 
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Saving Your Work 

Sat•e ~ 
Seue As ... 
Reuert 
Print Oren 
Print Finel 
Print Cetelog 
Quit 

The grooves should be roughly centered horizontally in the rectangle. 
The bottoms of the grooves should extend beyond the bottom of the 
rectangle. 

If the rectangle is not positioned correctly, you can choose Undo from 
the Edit menu and try again. When the rectangle is finished you can 
erase the rounded bottoms of the grooves. 

Use the eraser to remove the bottoms of the grooves. Before 
dragging, press the Shift key to constrain the eraser's effects 
to a horizontal line. 

r ,...... r ,...... r 

t--' '--" 
~ 

If you miss and erase part of the rectangle, choose Undo and try again. 
Once the groove bottoms have been erased, the basic column for both 
Doric and Ionic capitals will be complete. 

You should get into the habit of saving your work every 10 or 15 
minutes. Should the unthinkable happen, you'll lose only a few 
minutes of your work. 

Choose Save from the File menu. Name your document 
"Doric/Ionic". Click the Save button. 
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Adding to 

- the Scrapbook 

- The Scrapbook 

-
- Copy 

-
-

-
-

Soue document os: Point Disk ••. 

I Doric/ Ionic 
Eject 

Concel llriiH~ 

Note that the name of your document is now displayed in the title bar at 
the top of the drawing window. 

You will eventually need a second column to complete the other half of 
this document. Rather than draw it again later, you'll store a copy in 
the Scrapbook so you can use it again. 

The Scrapbook is a permanent storage space that can hold often-used 
text and graphics. You can add or subtract items from the Scrapbook as 
you wish. Since the contents of the Scrapbook are stored in the 
Scrapbook file on the disk, you have access to these items whenever 
you're using that particular disk. 

To place a copy of an item in the Scrapbook, the first step is to select 
and copy it. 

/-.) , Use the Jasso to select the column. 

/ 

Remember, to select an item with the lasso, drag the lasso entirely 
around the object. The lasso "shrinks" to fit the selected object. 

Choose Copy from the Edit menu. 

The Copy command places a copy of the current selection on the 
Clipboard, a temporary storage area that can hold the selection as it is 
being moved or until you need it somewhere else in the drawing. The 
Clipboard holds only one selection at a time; copying another selection 
replaces the current contents of the Clipboard with the latest selection. 
That explains why something as important as the column should be kept 
in a permanent storage space like the Scrapbook, Also, since the 
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Rlorm Clock: 
Note Pod 
Calculator 
Key Caps 
Control Panel 
Puzzle 

Paste 

contents of the Clipboard are not stored permanently on the disk, 
turning off the Macintosh will erase the contents of the Clipboard. 

, Choose Scrapbook from the Apple menu. 

(Note: Because every Scrapbook is different, your Scrapbook will 
probably not look like the one shown above.) 

The Scrapbook window displays the first of the images stored in the 
Scrapbook. The fraction in the lower left comer provides information 
about the Scrapbook images. For instance, the fraction"2/5" would 
mean that you were looking at the second of five stored images. (Make 
note of the current fraction on your Scrapbook.) If a Scrapbook is 
empty, there will be an "Empty Scrapbook" message in the window. 

The gray bar across the bottom of the Scrapbook window is a scroll 
bar. Clicking within the bar, dragging the scroll box, or clicking the 
arrows at either end of the scroll bar allows you to look at different 
items in the Scrapbook. You cannot scroll through an empty 
Scrapbook. 

You copied the column to the Clipboard just moments ago. Now you'll 
paste a copy into the Scrapbook. 

/b 1 While the Scrapbook is open, choose Paste from the Edit 
menu. 

The Paste command inserts the current contents of the Clipboard into 
the Scrapbook. Under some circumstances, the Scrapbook window 
may be too small to show the entire image. Nevertheless, the entire 
image is stored in the Scrapbook. 
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Completing the 
Doric Capital 

The Rubber Band 
Tool 

Note the change in the fraction in the lower left corner of your 
Scrapbook window. 

The new fraction reflects the addition of one more image to the 
Scrapbook. 

/? To close the Scrapbook, click in the close box, which is in the 
upper left corner of the Scrapbook window. 

;r; 

/ 

_5)/ 

The Scrapbook window closes and MacPaint returns to the drawing 
window. 

Now that the column is finished, you can complete the Doric capital. 
Look at the completed Doric capital. Y OU

1ll begin by making the 
slanted underside of the Doric capital. 

Use the lasso to select the column. Position it in the center of 
the drawing window. 

Select the rubber band tool in the tool palette. Then select 
the third line width in the border palette. Drag the pointer. 

This tool makes a line that anchored to its starting point and connected 
with the pointer. The line remains connected to the pointer until the 
mouse button is clicked. 

Drag the pointer to make a line approximately one inch long 
and angled at about 30° to the horizontal. 

Select this line with the selection rectangle. Use the Option 
key and duplicate the line . 

• -- ---- - -- -1 

!~!/ 
I I 
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Undo ~2 

Cut 
Copy 
Paste 
Clea r 

lnuert 
Fill 

Flip Uertical 
Rotate 

~H 

~c 

~u 

' Choose Flip Horizontal from the Edit menu. 

The selected line is flipped about its horizontal axis. 

Flip Horizontal and the other commands in the lower half of the Edit 
menu (with the exception of the Fill command) work in conjunction 
with the selection rectangle only. 

J,With the lasso, select and position both diagonal lines on the 
' upper corners of the column. 

········.If·. 

Look at the completed example again. Now you'll need to make the 
very top of the Doric capital. This will be represented by a long, thin 
rectangle. 

Use the unfilled-rectangle tool and the third line width in the 
border palette to make a long, relatively thin horizontal 
rectangle. 

) Select the rectangle with the lasso and maneuver it into 
· " position on top of the column. 
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Brush Shapes 

Brush Mirrors 
In t r oduc t ion 
Short Cuts 

You '11 need to use the paintbrush to add some detail to the seam 
between the capital and the column. Look closely at the Doric column 
in the completed example. The current paintbrush shape is a little too 
large for that fine work, so you'll need to change the brush shape. 

' Choose Brush Shape from the Goodies menu. 

A selection of all the available brush shapes appears. 

, Click on the smallest ~rush shape (bottom row, second from 
right). 

No matter what size the paintbrush is, the Shift key will constrain the 
brush movements to horizontal and vertical lines only. 

/Make sure t he current pattern is black. While holding down the 
Shift key, use the paintbrush to add t he th in horizontal lines 
between the column and· the capital. 
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Using FatBits 

Brush Shepe 
Brush Mirrors 
Introduction 
Short Cuts 

The Grabber 

There may be a few parts of your Doric column that could use a little 
touching up. For instance, the horizontal lines between the column and 
the capital might need some extending or shortening. There is a way to 
do that kind of detailed work in MacPaint. 

£ Choose FatBits from the Goodies menu. 

FatBits allows you to alter acPaint documents dot-by-dot. Virtually 
all MacPaint tools work while in FatBits, though in the enlarged scale, 
they may require some getting used to. 

To see another section of the enlarged MacPaint drawing, you have to 
move the drawing while in FatBits. This is accomplished with the 
grabber. 

the hand-shaped grabber from the tool palette and 
position it in the drawing window. Drag in any direction. 

The FatBits window, like the drawing window, shows only a portion 
of the full page. The grabber allows you to push the MacPaint 
document around in the FatBit window. 

Position the drawing so that the lines between the column and 
the capital are visible. 
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- The Pencil 

-

-
....... 

-

S 1 
1 Select the pencil from the tool palette. 

The pencil will draw in black if you begin on a white space. If you 
begin to draw on a dot, the pencil will erase any dot it runs into. 

3/ , Look closely at the seam between the capital and the column. 

3. 

If some of the lines are shorter than they should be, extend 
them with the pencil. If they are too long, carefully erase them 
with the pencil. 

Be sure to check the other side of the capital and column as 
well. When you are finished, get out of FatBits by choosing 
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The Paint Can 

FatBits once again from the Goodies menu. 

It's about time to save your document once again. 

Choose Save from the File menu. 

To fill large areas with a pattern, you can use the paint can. 

Select the paint can tool from the tool palette. 

This tool fills closed areas with the currently selected pattern. Place the 
tip of the dripping paint can within any closed area (such as a closed 
loop or a solid black region), and then click. That area will be filled 
with the chosen pattern. 

However, if the area you wish to fill has any gaps the pattern will leak 
out and fill a much larger area than you expected. If this should 
happen, proceed immediately to the Edit menu and choose Undo. 
Check your drawing closely and repair any leaks with the pencil in 
FatBits before using· the paint can again. 

It's a good idea to save your document just before using the paint can. 
If you don't catch a mistake in time to use the Undo command, you can 
choose Revert from the File menu. With Revert, your document (and 
the mistake) is replaced by the last saved version of the document. 

Click on the gray pattern on the bottom row of the pattern 
palette, third from the left. 

Position the paint can in the area outside of the grooves but 
still within the column. Click to fill the area. 
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3 7 With the same pattern, fill the upper portion of the capital. 
Click on the next darkest gray and fill the tapered section of 
the capital; then fill the grooves. 

The Doric column and capital are now complete. Before beginning the 
Ionic column, practice with a few more MacPaint functions you'll need 
to finish the module. 

2-25 GRAPHICS: MACPAINT 



Moving the 
Drawing Window 

You have just completed one of the two capitals and columns needed 
for this document. Unfortunately, there probably isn't much room in 
the drawing window for the second capital and column. What you need 
to do is reposition the drawing window over the document page so 
you'll have room for the second capital and column. Only one-third of 
the entire page appears in the drawing window at any one time. With 
either the grabber or the Show Page command in the Goodies menu, 
you can easily move about the ful18" x 10" MacPaint drawing area. 

Using Show Page J Choose Show Page from the Goodies menu. 

Edit Pattern 
Brush Shape 
Brush Mirrors 
Introduction 
Short Cuts 

A reduced view of the entire MacPaint page appears. The smaller 
dotted rectangle represents the drawing window's current position on 
the page. Now, you can either move the drawing window to another 
position on the page or you can move the entire drawing around the 
page. 

To move the drawing window, you simply place the pointer inside the 
dotted rectangle and drag. 

Position the pointer within the dotted rectangle. Drag and 
reposition the dotted rectangle so that it contains only the 
upper half of the completed Doric column and capital. 

Click the OK button. 

2-26 GRAPHICS: MACPAINT 

-
-
-

-

n 

-

-

n 



-

-
-

-

-

-

What you see inside the dotted rectangle while in Show Page 
corresponds with what you will see when you return to the standard 
MacPaint mode. When working on full-page drawings, Show Page 
makes it easy to return to any part of the page that may require further 
work. 

'I Choose Show Page from the Goodies menu again. 

You just practiced moving the drawing window around the page. You 
can also move the entire drawing around the document margins while in 
Show Page. To reposition the entire drawing, you place the pointer 
anywhere outside of the the dotted rectangle and drag. Anything 
pushed beyond the document margins is erased when you leave Show 
Page. 

Position the pointer anywhere outside the dotted rectangle 
and drag. 
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If you were to click "OK" now, the column and capital would be in a 
new position in the document. In the example above, clicking "OK" 
would place the capital and column in the lower left corner of the page. 

Move the column back to the center of the page. Position the 
drawing window a small distance beneath the completed 
column. 

! 

'··················-·····--·····-·············-····-·········; 

Click OK. 

Now you've given yourself some room to make the second capital. 
When you've finished both capitals, you will use Show Page once more 
to position the columns and capitals as in the completed example. 
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Creating the 
Ionic Capital 

'--/I 

Many of the techniques used to make the Doric capital are also needed 
to make the Ionic capital. Because much of this should be familiar to you 
by now, the instructions are going to be in a much-shortened form. One 
suggestion-save your work after each step. Some mistakes are very 
difficult to correct. If you've saved after every step, you can always 
choose Revert from the Edit menu to correct such mistakes. While you 
may lose a few minutes of work by choosing Revert, it can save you 
more time than you would spend actually correcting those mistakes. 

Like the Doric capital, the Ionic capital rests on a column. Remember 
the column you made for the Doric capital that was saved in the 
Scrapbook? Now you can reuse it here. 

1. Copy the column from the Scrapbook and paste it into the 
drawing window. 

Open the Scrapbook, scroll through until you see the column, and 
choose Copy from the Edit menu. Close the Scrapbook and choose 
Paste. Since the column is still selected when it appears in the drawing 
window, you can drag it to the bottom center of the window. Now 
you have room to make the capital. Do not try to build the capital 
directly on top of the column. Make the capital above the column. It 
can then be selected and repositioned later. 

Historically, Ionic capitals had spiral ornamentation. Because of the 
difficulty in drawing a smooth freehand spiral, the spirals will be 
approximated by a series of concentric circles. Remember how you 
duplicated the grooves for the column using the lasso and the Option 
key? Similarly, you will only make one set of concentric circles, even 
though the Ionic capital requires two. To make the second set, you'll 
duplicate the. original with the lasso and Option key. 

( 2 2. Use the unfilled oval tool and the Shift key to make several 
circles. 

The Shift key will constrain the unfilled oval tool so that it will make 
only circles. 

Use the lasso to position the circles within one another. 
Duplicate this set of concentric circles once it is finished. 
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The unfilled oval tool works like the rectangle tool-you simply drag 
diagonally. By holding the Shift key and dragging, the tool will 
produce only circles. 

Do not try to make the circles within each other. Make them off to the 
side, select with the lasso and then position them within one another. 
Once you've made one "spiral," select and duplicate the whole thing 
with the lasso and the Option and Shift keys. The Shift key will keep 
the duplicate level with the original . 

3. Use the rubber band tool with appropriate line widths to 
connect the spirals. Use FatBits, if necessary, to clean up t he 
intersections of the lines and the spirals. 
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The Shift key will constrain the rubber band tool to horizontal, 
vertical, or 45°-angle lines. 

4. Now select the entire capital with the lasso and p,osition it 
on top of the column. 

5. Use the paint can to fill the capital and column as shown. 

2-31 GRAPHICS: MACPAINT 



6. Using Show Page, reposition the two finished 
column-and-capital combinations in the lower left corner of 
the page. Reposition the drawing window as shown. 

7. Save your work. 

In capsule form, you've just learned how to make an Ionic column. To 
finish the document you must add some explanatory captions with 
MacPaint text 
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Using MacPaint 

Text IAI 
The Font Menu 

The FontSize Menu 

The Style Menu 

MacPaint's text function allows you to add words, sentences, and 
paragraphs to your drawings. Three menus in the MacPaint menu bar 
are devoted specifically to MacPaint text 

The Font menu allows you to select from a wide range of typefaces. 

The FontSize menu allows you to choose from a variety of type sizes. 
Macintosh (and most typographers) use "points" to indicate the size of 
various typefaces-the higher the point number, the larger the font size. 

The Style mequ lets you emphasize words by creating bold, 
underlined, and italic text, as well as other options. The alignment 
commands allow you to align your text with the right edge, left edge, or 
center of a particular area of your drawing. 

7use the grabber to position the drawing window directly to the 
right of the uppermost (Doric) column. 

Select the text tool (the capital "A"). 

The pointer now looks like an I-bar. 

) Position the 1-bar in the space between the capital and the 
edge of the Mac Paint page. It should be centered horizontally 
and about as high as the top edge of the capital but not too 
close to the edge of the drawing window. Click the mouse 
button to set the insertion point. 

The flashing insertion point will appear. 

Type "Doric". 
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Press the Return key. 

/ Type "Order". 

3 Choose New York font from the Font Menu. Select 24 pt. from ,< ..__../ the FontSize menu. Choose Align Middle from the Style 
menu. 

Doric 
Order! 

The text menus can be used to alter any text you've just typed. You can 
continually alter text until you reposition the 1-bar and click the mouse 
button or until you select another tool. After that, the Font, FontSize, 
and Style of a particular block of text are fixed. If you decide you want 
to change the text later on, you have to erase and retype the text. 

Position the 1-bar underneath the "Doric Order" headline. 
Click the mouse button to set the insertion point. From the 
appropriate menus, choose New York, 12 pt., Plain text, and 
Align Middle. Type the following information about the Doric 
order. 
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Doric 
Order 

Flourishing between 
the 6th and 5th 

centuries B.C., the Doric 
Order was characterized 
by its mathematical and 

exacting demands for 
proper proportion . For 

example, the ratio between 
any two sides of the 
Parthenon is always 

9 to 4.1 I 

Except for the actual words, the procedures for adding text about the 
Ionic Order are identical to those used for the Doric Order. 

Add the appropriate headline and text about the Ionic Order. 
Use the same Font, FontSize, and Style commands as used for 
the Doric Order text. 

Ionic 
Order 

Less severe and mathe
matically rigorous 

than the Doric Order, the 
Ionic Order had its 
between the 5th and 1st 
centuries. Without the 
Doric rules for scale and 

proportion, Ionic 
architects designed a far 
wider variety of temples 

and secular buildings.! 

To make the "Grecian Orders" headline, move the drawing 
window to the top of the document using the Show Page 
command. 

Select the text tool. 
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Finishing Up 

Printing MacPaint 
Documents 

N<~lll 

O p•~n ... 
Close 
Saue 
Saue As ... 
Reuert 

Set the 1-bar in the middle of the drawing window. Use the 
following settings from the type menus: New York, 24 pt., 
Bold, and Align Middle. Type " Grecian Orders". 

GRECIAN ORDERS! 
I 

Finally, if there is room between the capitals and t he historical 
information, add further identification labels to the diagrams. 
Refer to the completed example as needed. 

Use the following settings: Geneva, 12 pt. (or smaller), Bold, and 
Align Right. (With Align Right, you position the insertion point where 
you want the right margin of the text to be.) 

Use the rubber band tool to connect the labels with the 
appropriate part of the capitals. 

You can now print your fmished MacPaint page. 

Choose Print Final from the File menu. 

Make sure your lmagewriter is connected to the Macintosh and is turned 
on. For your information, Print Draft prints slightly faster but with a 
lower print quality. 

Choose Quit from the File menu. 

You're back at the Macintosh desktop. 
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Review 
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-

-

-

What To Turn In 

-

In this module, you've learned: 

• How to use MacPaint's freehand drawing tools, specifically the 
pencil and the paintbrush 

• How to correct mistakes by erasing or using the Undo command 

• How to use the shape tools to create rectangles, rounded rectangles, 
egg shapes, and ovals 

• How to select, reposition, and duplicate parts of your drawing with 
the lasso and selection rectangle 

• How to Save and name your MacPaint document 

• How to Cut, Copy, and Paste to and from the Clipboard and 
Scrapbook 

• How to make straight lines of varying widths with the rubber band 
tool and the border palette 

• How to use the Shift key to constrain shape tools, the rubber band, 
the paintbrush, and the movement of duplicated objects 

• How to use FatBits to touch up and add small details to larger 
drawings 

• How to move the drawing window around the page using the grabber 
and the Show Page command 

• How to apply MacPaint's wide range of shades and patterns with the 
paint can 

• How to add descriptions and labels to drawings with MacPaint's text 
functions 

• How to print your finished document 

Tum in a copy of the finishe<;l document. 
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The Bean 

Description 

Body of common seed plant: the bean 

~------- folioge leoves 

c otyl edons 
epicotyl 

root 

Unlike the columns in Doric/Ionic, the drawing done in the MacPaint 
module, the bean was drawn freehand, using the smallest paintbrush 
and the pencil. MacPaint's duplicating and flipping features helped 
reduce the time needed to draw the parts of the bean. For example, 
only the left cotyledon was drawn initially. Then it was duplicated and 
flipped horizontally. Parts of the duplicate were then erased and 
re-drawn so that the two cotyledons would be slightly different. The 
same procedure was used to make the leaves of the seedling. 

MacPaint's text function produced neat, legible labels and these were 
connected to various points on the drawings with the rubber band. 
Show Page and the grabber were frequently used since both drawings 
are larger than the drawing window . 
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Description The earth's continental detail was added pixel-by-pixel with the pencil 
in FatBits. The oceans were added with the paint can using a grey from 
the pattern palette. The lines to the right of the earth were made with the 
rubber band. Two horizontal lines were drawn near each other, 
selected with the lasso, and then duplicated. The duplicate lines were 
then positioned underneath the original lines. This procedure was 
repeated until there were enough lines. Finally, all the lines were 
selected with the lasso, the ocean grey was selected from the pattern 
palette, and Fill was chosen from the Edit menu. The lines turned grey. 

"EarthGram" was typed in Athens, 36 point, and selected with the 
lasso. The same grey used for the lines and oceans was selected from 
the pattern palette. Fill was chosen again. "EarthGram" turned grey. 
Another "EarthGram" was typed, selected with the lasso, and 
positioned over the grey letters to create the shadow effect. 
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Exercises 1. Name the specific MacPaint tool, menu, or palette you would use to 
complete each task listed below. In some cases, a combination of tools, 
menus, or palettes may be required. (There is often several ways of 
completing the same task.) 

a) Drawing very detailed, fine work 
b) Drawing a very thick, wavy black line 
c) Drawing a very thick, wavy grey line 
d) Erasing (name at least three ways) 
e) Moving the drawing window about the document 
g) Drawing a perfect circle 
h) Filling a screen with perfect circles 
i) Move an entire drawing within the document margins 
j) Adding a pattern to an enclosed area 
k) Removing a pattern just added to an enclosed area 

2. The Clipboard and Scrapbook are found in all Macintosh 
applications and work exactly as they do in MacPaint. Proper use of 
the Clipboard and Scrapbook can often save time and work when using 
Macintosh applications. 

In MacPaint, a drawing can be located in the drawing window, the 
Clipboard, the Scrapbook, or any combination of the three. For the 
following procedures, determine where the drawing(s) could be found. 

a) A drawing is selected with the lasso. Copy is chosen from the 
Edit menu. 

b) A drawing is selected with the lasso. Cut is chosen from the 
Edit menu. 

c) A drawing is selected with the selection rectangle. Copy is 
chosen from the Edit menu. The Scrapbook is opened and Paste 
is chosen from the Edit menu. 

d) Drawing A is selected with the selection rectangle. Cut is 
chosen from the Edit menu. Drawing B is selected with the 
lasso. Copy is chosen from the Edit menu. 

e) A drawing is on the Clipboard. It is not in the Scrapbook or in 
the document. The Scrapbook is not open. Paste is chosen 
from the Edit menu. 

f) A drawing is on the Clipboard. It is not in the Scrapbook or in 
the document. The Scrapbook is open. Paste is chosen from 
the Edit menu. 

3. "Selecting" is an important action common to all Macintosh 
applications. You select menus. You select specific commands. You 
select documents and application icons before moving, duplicating, or 
opening them. 

In MacPaint, drawings can be selected in the drawing window with 
either the lasso or the selection rectangle. In what ways do these two 
tools work similarly? In what ways are they different? Which menu 
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commands work with both tools? Are there any menu commands that 
work only with the lasso? What are they? Are there any menu 
commands that work only with the selection rectangle? What are they? 

4. While MacPaint's uses are as numerous as its users, the application 
is perhaps most commonly used for making announcement flyers. 
Make an eye-catching flyer describing an upcoming event. The flyer 
doesn't have to have any relation to any actual group or event. 
However, the flyer should include the name and nature of the event 
(party, debate, movie series, organizational meeting, etc.), the 
sponsors, date, time, and admission fee (if any). Use a few sizes and 
styles of text to emphasize important points. For decorative purposes, 
add an event or organziation logo to the flyer as well as a map. 
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Introduction to MacWrite 
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About Word 
Processing 

of the distence brendishing swords end Iorge bovine stropped to 
catapults. His town end his ces tle hed been level ed by fi re, hi s 
townspeople sleughtered, hi s entire ermy ceptured end held i n 
horrible stinki ng pits of poisonous slug- like creet ures, end his femily 
subj ected to unspeekeble crimes of viol ence involving nesty sherp 
pointy things on the ends of sticks. 

It wes then thet King Arglebergl e begen t o reolize t he t t hi ngs were 
very well et e11.3o 

Word processing is the single most popular use of personal computers 
today. This is because word processing applications make it easy to 
compose, recompose, and reformat documents without erasers, 
correction fluid, or endless retyping. 

Word processing software features the ability to add, delete, and move 
words, lines, and paragraphs in a snap, making it easy to make changes 
and correct errors. Thus, using word processing software significantly 
reduces the time it takes to create and edit a document. Also, some 
word processor users feel that the power to easily write, rewrite, and 
reformat their documents actually increases the quality of their writing. 

Word processing involves three closely-related functions: typing, 
editing, and formatting. 

Typing 
Generally, to create a document, you simply type. The words you type 
are stored in the memory of the computer, and when you save your 
work, a copy of those words are stored on your disk. 

Editing 
The ability to easily edit, or change, the text you've typed is what 
makes word processing far more powerful than typing on a typewriter. 
Using a word processing application's editing functions, you can 
quickly move and change the words electronically without having to 
retype the entire document 

Formatting 
Another job that word processing applications handle well is formatting 
the text you've typed. When you format a document, you determine 
what the document will look like when it is finally printed. Formatting 
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involves setting margins, tabs, indentation, and other similar attributes 
of your document. 

To make this kind of formatting easier, the trend has been toward 
"What You See Is What You Get" (WYSIWYG) word processors, 
where the document appears on the screen of the computer exactly as it 
will appear when printed. The Macintosh's high resolution screen 
makes it well-suited for WYSIWYG word processing applications. 

Integrating information from other applications has recently become an 
important feature of word processing software. The ability to insert a 
diagram or graph from a graphics application, a table from a spread
sheet, or even a paragraph from another word processing document can 
dramatically simplify the production of complex documents. The 
Macintosh's Cut, Copy, and Paste commands make this type of 
integration across applications possible. 

Mac Write is a basic word processing application for the Macintosh, 
well-suited to short- and medium-length documents. While it may lack 
some of the more sophisticated features of other word processors, 
Mac Write has the advantage of being exceptionally easy to learn and 
use. 

Notable features of Mac Write include: 

Multiple Fonts. Like most Macintosh applications, MacWrite 
allows you to type in different typefaces, or fonts, in a variety of sizes 
and styles (boldface, italic, underlined, and others). 

Automatic Reformatting. In Mac Write, any change in format 
(margin, tab, line spacing, page breakes, and so on) is displayed 
immediately on the screen so that it's always easy to see how your 
document will look when printed. 

Automatic Headers and Footers. Mac Write allows you to 
automatically place headers and footers on each page, as well as 
providing for automatic page numbering. 

Integration. Mac Write allows you to include charts, graphs, tables, 
and illustrations made using other Macintosh applications into your 
document. 

Search. Mac Write allows you to find and replace any word (or partial 
word) in your document. 
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About 
Microsoft Word 

Microsoft Word starts with basic word processing features, and adds 
a number of additional features to handle long and more complex 
documents. These features include: 

Multiple Windows. By allowing you to open as many as four 
windows, Word makes it easy to edit different documents or different 
parts of the same document simultaneously. 

Automatic Footnoting. Word automatically numbers your 
footnotes and makes room for them at the bottom of each page, or at the 
end of a division. 

Special Formats. Word can print documents in multi-column and 
other special formats. 

Glossary. The glossary stores frequently used blocks of text or 
pictures for quick and easy insertion into the document. 

Print Merging. Word's Print Merge command allows you to create 
customized form letters. 
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Introduction to 
Mac Write 



The Task Your classmates have honored you by choosing you to be coordinator 
of Tofu Fest 50, a festival celebrating the 50th anniversary of the 
introduction of tofu and other soybean products at your university. 
Your first step as the coordinator of this momentous occasion is to 
enlist the help of the local merchants. You'll need to draft a short, 
one-page letter to the merchants asking for their support and 
participation in Tofu Fest 50. Because Mac Write is well-suited to 
producing short documents, you'll use Mac Write to create and format 
your letter. 

First, you'll type a draft of your letter. Then, you'll experiment with 
some of the basic Mac Write editing techniques, including selecting and 
replacing text and changing fonts. 

Next, you'll use the basic formatting techniques found on the Mac Write 
ruler to set margins, paragraph indentation, line spacing, and alignment. 
You'll also use Mac Write's Cut, Copy, and Paste commands to move a 
block of text around in your document 

When you're finished, you'll save your new document and print a 
copy. The finished document should look like the one on the following 
page. 
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October 9, 1985 

Deor Locol Merchont: 

As you know, this yeor morks the 50th onniversory of the introduction of 
tofu ond other soybeon products ot this university. To celebrote this 
speciol demi-centenniol, o number of student groups hove joined to plon 
Tofu Fest 50, o week-long celebrotion of the spirit of soybeon products 
ond their role in university living. 

To quote Jennifer Goetz, heod of the Student Soy Council ond lost yeor's 
Tofu Queen: 

The spirit of $OJ/ products hn totJChet/1111 of IJS 011 this 
Cl1f11PIJ$. Never before hils 11 food group cre11ted StJCh feelillfP 
of c/111111171derie ll!1d togetherness. We trulg ~~re whllt we e~~t. 
As11 resul~. the theme of this !Jellr's speci11l festi¥ities 
sh/111 be lofu Is l'ou. • 

Minutes of preporotion hove gone 1nto the plonning ond execution of the 
lofu Is You· compoign. We now need your support os o sponsor of this 
event to provide whotever money, supplies, or monpower you con donote to 
moke Tofu Fest 50 the success we oll wont it to be. 

Thonks in odvonce for your generous contributions. 

Sincerely, 

Julie HecCoy 
Tofu Fest 50 Coordinotor 



Getting Started 

I 

MacWritt> 

The menu bar contains the 
titles of menus from which 
you choose commands. 

The close box lets you 
close the window. 

The blinking vertical 
marks the spot where text 
appears as you type. 
That spot is called the 
Insertion point. 

The ruler has 
settings for margins, tabs, 
indentations, line spacing, 
and text alignment. 

Typing Text 

The Insertion Point 

First, you'll open Mac Write from the Macintosh desktop. 

Turn on the Macintosh and insert your MacWrite disk-label 
side up and metal end first-into the built-in disk drive. 

You'll soon see the Macintosh desktop with the icon of the MacWrite 
disk in the upper right-hand comer. 

If necessary, double-click on the MacWrite disk icon to view 
the disk's contents. 

Now you'll open Mac Write by double-clicking the Mac Write icon. 

Double-click on the MacWrite icon to open MacWrite. 

Mac Write opens a new document named "Untitled" in the Mac Write 
document window. If you're familiar with Macintosh windows, you 
should recognize the menu bar, the title bar, the close box, the 
scroll bar, and the size box. Inside the Mac Write document 
window are the ruler and a blinking vertical line, called the insertion 
point, which you'll learn more about later. 

The scroll bar lets you 
move a long document up or 
down in the window so you 
can see different parts of it. 

The size box lets 

To create a Mac Write document, whether it be a letter to your first 
cousin or a marine biology term paper, all you need to do is type. 

The blinking vertical bar marks the insertion point, the place where 
whatever you type will start. 

Type "Dear Sir". 
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Using the 
Backspace Key 

Using the Return 
Key 

Word Wraparound 

The words you type fill in behind the insertion point, as the blinking 
vertical bar moves to the right. 

Removing text is as easy as pressing the Backspace key. 

Use the Backspace key to remove "Sir" and replace it with 
"Local Merchant:". 

Note that the Backspace key moves the insertion point backward, 
removing the letters and spaces. Holding down the Backspace key 
causes it to repeat, successively removing the characters to the left of 
the insertion point. 

The Return key moves the insertion point down to the beginning of 
the next line, much like the carriage return key on an electric typewriter. 
You'll use it here to skip a line. 

Press the Return key twice. 

Word wraparound is a Mac Write feature that automatically starts a 
new line when you reach the right margin of your document. This 
means that you needn't press the Return key at the end of each line. 
You use the Return key only to start a new paragrap or to skip a line. 

Type the following text without using the Return key: 

As you know, this year marks the 50th anniversary of tofu and other 
soybean products at this university. To celebrate this special 
demi-centennial, a number of student groups have joined to plan Tofu 
Fest 50, a week-long celebration of the spirit of soybean products and 
their role in university living. 

3- 9 WORD PROCESSING: INTRODUCTION TO MACWRITE 

, 
l 



Inserting Text 

As you know, this yeer merks the 50th enniversery or tofu end other 
soybean products at this univer sity. To celebrate this special 
deml-centenniel, a number or student groups have joined to plen Tofu Fest 
50, o week- l ong celebrelion of the spiri t or soybean products and their 
role in university living.! 

Word wraparound makes it easy to type quickly, because you no longer 
have to worry about when to press the Return key. It also allows 
Mac Write to automatically reformat your paragraphs when you add or 
delete a sentence, change the margins, or change the text alignment. 

Inserting new text into existing text is a simple matter of learning how 
to position the insertion point (that blinking vertical line that follows 
you when you type). To set a new insertion point, you'll need to use 
the mouse. 

Position the pointer between the word "anniversary" and the 
word "of" in the first sentence. 

As you know, this year marks the 50th anniversaryior tofu ond other 
soybean products at thi s university. To ce lebrete th is special 
deml-centennial, a number or student groups have joined to pl an Tofu Fest 
50, e week-long celebration or the spirit or soybean products ond t heir 
ro I e In uni varsity 1 i vi ng~ 
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Notice that when you move the pointer from the menu bar or the scroll 
bar to inside the document window, the pointer changes to anI-bar. 
You'll use this pointer shape to set the new insertion point. 

With the pointer positioned directly before the word "of", click 
the mouse button to set the new insertion point. 

The new insertion point is now right before the word "of'. That's 
where you'll insert a few extra words. 

Type "of the introduction" and a space. 

Note that the inserted text pushes everything after it out of its way, but 
word wraparound keeps things looking neat. 

Move the pointer (the 1-bar) to the end of the paragraph and 
click to set the insertion point there. 

With the convenience of word wraparound, you may be tempted never 
to touch the Return key at all. Resist that temptation, though-you still 
need it to start new paragraphs and to skip lines. You'll use the Return 
key here to start a new paragraph, with a blank line separating it from 
the one you just typed. 

Press the Return key twice. 

Remember that Return-like most keys on the Macintosh keyboard
repeats if held down. If you get too .many Returns, just backspace to 
remove them. 

Type the following: 

Hours of preparation have gone into the planning and execution of the 
"Tofu Is You" campaign. We now need your support as a sponsor of this 
event to provide whatever money, supplies , or manpower you can 
donate to make Tofu Fest 50 the success we all want it to be. 

If it turns out that you've made a mistake (no one's petfect), Mac Write, 
like most Macintosh applications, allows you to undo your last action . 

Choose Undo Typing from the Edit menu. 
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Editing Text 

Selecting Text 

As you Show Clipboord he 50th onni versery or the in troduction or 
tofu end other soybean produc t s at this university. To celebrate thi s 
special demi-centenniel , 6 number or student groups have joined to plan 
Tofu Fes t 50, e week-long celebration or the spirit or soybean products 
end their role i n university living. 

Hours or prepar ation have gone into the planning end executi on or the "Tofu 
Is Vou" campaign. We now need your support as 6 sponsor of this event to 
provide whatever money, suppl ies, or manpower you can donate t o make 
Tofu Fest 50 the success we ell went it t o be. 

The last paragraph you typed is gone. But perhaps you've changed 
your mind and decided to keep that paragraph. You can undo the Undo 
command using Redo. 

Choose Redo Typing from the Edit menu. 

Your words return as quickly as they vanished. You'll see other uses 
for Undo and Redo later in the module. They're good commands to 
remember if you should make a major rnistake-<>r just change your 
mind. 

Now that you've learned how to type text to create your document, you 
may decide that you want to edit, or change, some of the things you've 
typed. Editing can be anything from deleting one letter to moving an 
entire paragraph. The important thing to remember is that no matter 
what type of editing you do, the general procedure will be the same: 

First you make a selection. Then you act on that selection. 

Making a selection means indicating which part of the document you 
wish to work with. To select text in Mac Write, simply drag across 
the appropriate text. To do this, position the pointer at the beginning of 
the word, hold the mouse button down, and drag the mouse to the 
right. When the pointer reaches the end of the word, release the mouse 
button. 

Select the word "anniversary" in the first paragraph. 
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As you know, this year marks the 50th MbdMMQ[of the introduction of 
tofu end other soybean products at this university. To celebrate this 
special demi-centenniel, e number of student groups have joined to plan 
Tofu Fest 50, e week-long ce l ebration of the spirit of soybean products 
end their role in university living. 

Hours of preparation have gone into the planning end execution of t he "Tofu 
Is You" campaign. We now need your support as e sponsor of this event to 
provide whatever money, supplies, or manpower you can donate to make 
Tofu Fest 50 the success we ell went it to be. 

Notice that the word "anniversary" is now highlighted. This is your 
visual indication that you've selected the right word. 

You'll know if you've made a mistake because the word "anniversary" 
won't be highlighted. That's no problem, just try again. 

A quicker way to select a single word is to double-click on it. 

Double-click on the word "celebration" to select it. 

Note that when you selected the word "celebration", the word 
"anniversary" became unselected. To avoid confusion (yours and 
Mac Write's), you generally make only one selection at a time. A new 
selection replaces your previous selection. So, if you want to cancel a 
selection (deselect), just click anywhere in your document. 

Click the mouse anywhere in the document to deselect 
"celebration". 

To select more than one word, just drag across them. Dragging the 
pointer down rather than across selects entire lines at a time. 

To select the first paragraph, you would position the 1-bar at the 
beginning of the paragraph, hold the mouse button down, drag down to 
the last line of the paragraph, and then continue dragging to the right 
until you reach the end of the line. Release the mouse button when the 
1-bar reaches the end of the line. 

Select the entire first paragraph by dragging down and across. 
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A·:. tJOI.I lrwv/. tt·n~. ye.:~r rnarl·; tile S1.1tl1 annwers.:~ry of t ile rntroducl1on of 
toiu ·'lrt1j other ~·O'Jb8·'11l pn:ujuct·; ·'~'· thrs umversity. To celebrate tl'1 i s 
·:.pe(l.]l ljl?n'tl-cl?ntl?nm.:~l . . , ntwnber oi ~.tt.tdent group·:; llolve JomM to plan 

Oill Fe :.t. 5,·,, •J \·YE-t-1 - long (t?lt:-bt-olt.lCIJ"I Ct( tht? sp1nt C•f ::.Ot!bt?an pn:tdiJI:.t s 
·'llld thl?rr role rn t.rnrversrt.t~ hvrnQ I 
Hours of preperetlon heve gone Into the plennlng end execution of the "Tofu 
Is You· cempelgn. We now need your support es e sponsor of this event to 
provide whetever money, suppl ies, or menpower you cen donet e to meke 
Tofu Fest 50 the success we ell went it to be. 

Another shortcut to selecting large blocks of text is by shift-clicking. 
You do this by clicking to mark the start of your selection, moving to 
the end of the selection, and clicking the mouse button again while 
holding down the Shift key. 

Mark the beginning of your document by clicking the mouse 
button before the word "Dear". 

Clicking the mouse here serves two purposes: it deselects the previous 
selection and marks the beginning of your next selection. 

Move the pointer to the end of the document (after "to be."). 

Hold down the Shift key, then click the mouse button. 
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Changing Fonts 

-

/~ 

The entire area between your first click and your second is selected. 
This shortcut comes in especially handy when you're selecting a large 
piece of your document. 

Practice selecting parts of your document until you're 
comfortable with the various techniques you've learned. 

Selecting is an important part of using Mac Write. Make sure you know 
the selecting techniques before you continue. 

You've learned the first half of the editing process-making the 
selection. Now you'll learn the second, how to do something to that 
selection. 

Before continuing, click the mouse to deselect anything you 
might have selected. 

Select the words "Tofu Fest 50" in the first paragraph by 
dragging across them. 

You want to make these words stand out from the rest of the text. One 
way to do this is to change its typeface, or font. The Macintosh can 
use a variety of fonts, which are listed in the Font menu. 

With the words "Tofu Fest 50" selected, choose Chicago from 
the Font menu. 
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Replacing a 
Selection 

Formatting 
Techniques 

Using Rulers 

I? 

As you know, this yeer merks the Monoco ery or the introducUon of 
tofu end other soybeon products etthis university. To celebrete this 
specie! demi-centenniel, e number or student groups heve joined to plen 
Jdii!l@fi. e week-long celebrelion or the spirit or soybeen products 
end their role in university living. 

Hours or preperelion heve gone into the plenning end execuUon or t he "Tofu 
Is Vou·· cempeign. We now need your suppor t es e sponsor of this event to 
provide whetever money, suppl i es, or menpower you cen donete t o meke 
Tofu Fest 50 the success we ell went it to be. 

The ~ords "Tofu Fest 50" are now in the Chicago font. The Chicago 
selection in the Font menu is checked. This font change nicely sets off 
these words from the rest of the text. 

If you make a selection and type, your new words will replace the old 
selection. 

Select "Hours" from the beginning of the second paragraph. 

Remember, to select just double-click on the word. 

/ 7 Type "Minutes". 

By typing "Minutes" while "Hours" was selected, you replaced your 
exaggeration with something a bit more truthful. 

When you format your document, you decide how it will look in its 
final form. This means setting the margins, tabs, indentations, line 
spacing, and text alignment that will appear when you print. You can 
have many different formats all within the same document. 

Mac Write uses rulers to set the format. The parts of a ruler are shown 
on the following page. While rulers appear in the document window, 
they aren't printed when you print your document. 
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Left Margin 
Indentation '--•-----" 

Regular Tab Well 
Decimal Tab Well 

Single-Space 
1 1/2-Space B 
Double-Space Box. 

Center-Alignment Box 
Right-Alignment tlo:x.--___J 
Full-Justification tlo:~~:----' 
Right Margin MarK,er-----' 

When you start with a new (or "Untitled") document, Mac Write 
provides you with a preset ruler that you can use or change. This preset 
ruler sets the following format: 

• A 1 1/8-inch left margin with no paragraph indentation 
• A 1 1/2-inch right margin (at the 7-inch mark) 
• A tab marker at the 5 1/2-inch mark 
• Single spacing 
• Left alignment 

Though you can see only 1/8 inch of the left and right margins, the full 
margins will appear when you print your document. Think of yourself 
as looking through a small window at a standard page. 

You can change these preset margins, add or move tabs, or change 
some other aspect of the preset format. You'll make some of these 
changes in the next paragraph you type. 

I ~ Position the insertion point at the end of your document. 

Scrolling 

( "/ Press the Return key twice and then type the following text: 

To quote Jennifer Gaetz, head of the Student Soy Council and last year's 
Tofu Queen: 

The spirit of soy products has touched all of us on this campus. Never 
before has a food group created such feelings of camaraderie and 
togetherness. We truly are what we eat. As a result, the theme of this 
year's special festivities shall be "Tofu Is You." 

All of the text no longer fits in your document window. To move 
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Using Multiple 
Rulers 

Inserting Rulers 

Changing Margins 7 ( 

around in your document, you'll need to know how to use the scroll 
bars. If you don't remember how they work, here's a quick review. 

Click the arrows to scroll 
line by line. Press the arrows 
to scroll continuously. 

Drag the scroll box to go to 
another part of the 
document. 

Click the grey area to scroll 
by the screenful. 

So far in your document, you've used only one ruler to set the format 
for the entire document. Mac Write can use multiple rulers, allowing 
you to use different formats in the same document. Each ruler sets the 
format for the region between it and the following ruler. 

You'd like to indent the quote you just typed and change the text style to 
make it stand out from the rest of the document. To indent it, you'll 
move both margins inward. Since you want to change the margins only 
for this one paragraph, you'll need to insert a new ruler to control 
formatting for this paragraph. 

Inserting a ruler is much like inserting text: position the insertion point 
at the desired place and then insert the ruler using the Insert Ruler 
command in the Format menu. 

Position the insertion point by clicking in the line after the 
phrase "Tofu Queen:". 

Choose Insert Ruler from the Format menu. 

A new ruler appears. Any formatting changes you make to this ruler 
will be reflected in the quote. 

To change the right margins, you simply drag the right margin 
marker to the desired spot on the ruler. 

To drag a margin marker, position the pointer on the marker, press and 
hold down the mouse button, and drag. When you have moved the 
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The Indentation 
Marker 

marker to its new position, release the mouse button. If you've been 
taking advantage of word wraparound, the text should reformat 
instantly. 

Drag the right margin marker to the left until you reach the 
6 1/4-inch mark on the ruler. 

----~~~ 

~~ ----- -------

Mi nutes of preparation hove gone into the planni ng and execution of the 
"Tof u ls You" campaign. We now need your support as 11 sponsor of this 
event to provi de whatever money, suppl ies, or manpower you con donat e to 
make Tofu Fest 50 the success we ell went it to be. 

The spirit of soy products has touched ell of us on this campus. 
Never be f ore has e food group created such feel ings of 
camaraderi e end togetherness. We truly ere whet we eat. As 6 
r esult, the theme of thi s year's special festi vi ties shell be "Tof u 
l s You." 

If you accidentally miss the margin marker and click on the upper half 
of the ruler, you'll select it (the ruler will become highlighted). Don't 
worry-just move the pointer anywhere in your document, click, then 
try again. (Selecting rulers will be covered later.) 

Another thing to notice is that you can't drag a margin marker past a tab 
marker. (Go ahead, try.) This is because it doesn't make sense to have 
a tab stop outside your document margins. 

If you look closely at the left margin marker, you'll see that it looks 
a bit different from the right margin marker. This is because it's 
actually two different markers on top of each other. 

The skinny black arrow is called the indentation marker. You use it 
to set the indentation of the first line of each paragraph. Remember that 
each time you press the Return key, you start a new paragraph. The 
position of the indentation marker determines where the first line of the 
paragraph will start. 

It may take a few tries to pick up the indentation marker while leaving 
the margin marker behind. The best method is to position the pointer 
on the horizontal bar of the indentation marker, press the mouse button, 
and drag. 
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Drag the indentation marker to the ruler's 1 1/2-inch mark. 

Minutes of preperetlon heve gone Into the planning end execution of the 
"Tofu Is Vou· cempeign. We now need your support es e sponsor of this 
event to provide whatever money, supplies, or manpower you cen donate to 
meke Tofu Fest 50 the success we ell w ent t t to be. 

To quote Jennifer Geetz. heed of the Student Soy Council end lest yeer ·s 
Tofu Queen: 

The spi rit or soy products hes touched ell of us on thi s 
cempus. Never before hes ll food group creeted such feelings or 
Cllmerederle end togetherness. We truly ere whet we eel. As e 
result , the theme of tht s yellr's spectel festivities shell be "Tofu 
Is You: 

Note that moving the indentation marker to the 1 1/2-inch mark on the 
ruler indents the first line of each paragraph. From now on, each time 
you press the Return key to start a new paragraph, Mac Write will move 
the insertion point to where you placed the indentation marker. 

What would happen if you moved the left margin marker inside the 
indentation marker (to the right of it)? 

Move the left margin marker to the 2-inch mark on the ruler. 

Minutes of preperetlon heve gone Into the plenntng end execution of t he 
"Tofu Is Vou· cempeign. We now need your support es e sponsor of thts 
event to provide whatever money, supplies, or manpower you cen don!lte to 
meke Tofu Fest 50 the success we ell went it to be. 

The spirit of soy products hes touched ell or us on t his 
campus. Never before hes e food group created such 
feelings or cemereder te end togetherness. We truly 
ere whet we ellt. As ll result, the theme of this year's 
spectlll festivities shell be "To fu Is Vou: 
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Poste 

Show Cl boord 

Line Spacing 

I I single 

I I 1 112 

I I double 

The first line is now "out-dented" and the following lines align to the 
new left margin. 

This probably isn't the best format for the quote. You'd like to change 
your mind about that last action. Remember the Undo command? 

Choose Undo Ruler Change from the Edit menu. 

Remember that you can Undo only your last action. So be sure to 
choose Undo before you do anything else. 

Drag the left margin marker to the 1 1/2-inch marker so that it 
lines up with the indentation marker. 

Now the quote is nicely positioned. 

The line spacing of your document is controlled by the three 
line-spacing boxes along the bottom of the ruler. 

On both rulers the single-space box is highlighted, showing that single 
spacing is preselected for this document. To change the spacing, 
simply click the appropriate box. 

Click the double-space box. 

Minutes or preporotion hove gone Into the plonning ond execution or the 
"Tofu Is You" compoign. We now need your support os o sponsor or this 
event to provide whotever money, supplies, or monpower you con donote to 
moke Tofu Fest 50 the success we all want it to be. 

The spirit or soy products hos touched al l or us on this 

campus. Never before has a rood group created such feelings 

Everything you typed earlier now appears double-spaced. The middle 
box is for 1 1/2-spacing. 

You'll probably agree that the original single-spacing looks best. 

Restore single-spacing by clicking on the single-spacing box. 
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Alignment The four alignment boxes along the bottom right of the ruler allow 
you to vary the text alignment of your document. The preset ruler 
provides left alignment To change the alignment, simply click the 
appropriate box. For center alignment, use the center-alignment box. 

Click the center-alignment box. 

Each line is now centered between the margins. 

---==--~ -:..;:;_--;;- -
~--

Minutes of preparation hove gone into the planning end execution of the 
"Tofu is Vou· cempolgn. We now need your support as e sponsor of this 
event to provide whatever money, supplies, or manpower you con donate to 
meke Tofu Fest 50 the success we ell wont It to be. 

The spirit of soy products hes touched ell of us on this 
cempus. Never before has o food group created such fee l i ngs 
of comeroderi e end togetherness. We t rul y ere what we eat. 

As a result, the theme of this year"s special fes ti vi ties 
shell be "Tofu is Vou." 

Similarly, for right alignment, use the right-alignment box. 

Click the right-alignment box. 

All lines are now flush up against the right margin. While this might 
not seem immediately useful, you're sure to come up with an 
appropriate occasion for right alignment. 

With full justification, each line is aligned at both margins. 

Click the full-justification box. 

Note that typed lines that are ended by pressing Return (like the last line 
of a paragraph) are not aligned. Full justification works only with text 
that is word-wrapped. 

You'll probably want to stick with left alignment for your letter. 

Click the left-alignment box to restore left alignment. 

You're back to where you started. 
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Hiding Rulers 

Changing Text 
Style 

Sometimes the rulers clutter up the document so much that it's difficult 
to see what your document actually looks like. In these cases, it's 
helpful to hide the rulers. 

Choose Hide Rulers from the Format menu. 

You can now see the document without the rulers getting in the way. 
But what if you need to change the format? 

Choose Show Rulers from the Format menu. 

The spirit of soy p 
compus. Never be 
of comoroderi e ond 
As a result, the t 
sholl be -Tofu Is V 

The rulers reappear. 

Open He8der 
Open Footer 
Oisploy Heoders 
Oisploy Footers 
Set PBge # .. . 
Insert Poge Breok 
Title Poge 

Align Left 
Align center 
Align Right 
Justify 
Use Ruler 

os o sponsor of t his 
monpower you con donote -to · 
to be. 

Council ond l ost yeor·s 

You wanted to set the quote off from the rest of the text by changing the 
style of its text. Mac Write allows you to make your plain text italic, 
bold, underlined, shadowed, or outlined. It also allows you to combine 
these styles . To choose a style, or combination of styles, select the text 
and then choose the appropriate command from the Style menu. 

In this case, you want the typestyle of the quote to be in italic. 

Select the quote paragraph. 

Remember, to select the paragraph, you can drag across the text or use 
the shift-click method. 

Choose Italic from the Style menu. 

The paragraph appears in italics. 
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Saving Your 
Work 

Cut, Copy, and 
Paste 

Moving Text 

It's a good idea to get into the habit of taking the time to save your work 
every 10 or 15 minutes. When you save a document, you place a copy 
of it onto your disk for safekeeping. 

Every once in a great while, something unexpected may happen to 
cause your Macintosh to lose power. Because your Macintosh can't 
work without power, you might lose work that you were doing at the 
time. If you save frequently, you'll always have a recent backup copy. 

Choose Save from the File menu. 

The first time you save your document, a dialog box appears 
prompting you to give your document a name. 

Type "Tofu Letter" followed by your initials as the name for this 
document. 

T. Saue Current Document As c 
0 jTofu Letter Jr-1 
A 

s ( saue ~] Cancel 

Write for ..• 

Eject 

Ori1m 

®Entire Document 0 TeHt Only 

Click the Save Button. 

·s 
eelings 
we etJt. 
·es 

In a few moments, the dialog box disappears and your document is 
now saved on the disk. Now that your document is safe, feel free to 
take a small break. 

Mac Write's Cut, Copy, and Paste commands are powerful features 
that act on words, sentences, paragraphs, and rulers. These commands 
let you move blocks of text within a document or between documents 
without retyping. 

In this case, you've decided to rearrange the paragraphs in your 
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document. You'd like the quote paragraph to come between the first 
and second paragraphs. You'll use Cut and Paste to move the quote 
paragraph above the second paragraph. The first step is to select the 
paragraph that you want to move. 

Scroll to the last paragraph (beginning with "To quote"). 

When you move the paragraph, you want to save the formatting of the 
paragraph as well as the actual text. You can do this by moving the 
ruler controlling the format along with the text. 

You'll use the shift-click method to select the block of text. 

Position the 1-bar before the words "To quote" and click. 

Move the l·bar to the end of the quote (after "Tofu Is You."), 
then hold down the Shift key and click the mouse button. 

Notice that everything in between the two clicks of the mouse is 
selected, including the ruler. Don't worry if the ending quotation marks 
don't appear to be a part of the current selection. Because of the italic 
typestyle, it appears as if it is not selected. You're now ready to use 
Cut. 

Choose Cut from the Edit menu. 

The selected area disappears. Choosing Cut removes the selected area 
and places it in a temporary holding area called the Clipboard. 

Now you'll use the Paste command to transfer the selection from the 
Clipboard to its new location in the document. 
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Show Cli board 

Using the Clipboard 

Undo Paste 3€2 

[ 11 t :)[:I{ 

[ 0()(_4 :)(:[ 

Paste xu 

Show ( lipboard 

Copying Rulers 

Using the scroll bars, scroll until you reach the end of the first 
paragraph (the paragraph ends with "university living."), and 
click to set the insertion point after the final period that ends 
the paragraph. 

Press Return twice to skip a line. 

The vertical insertion bar should be flashing two lines below the first 
paragraph. 

Choose Paste from the Edit menu. 

A copy of the paragraph (with ruler) is pasted from the Clipboard into 
your document. 

You can also remove an area by selecting it and pressing the Backspace 
key. However, when you use the Backspace key to remove a selection, 
the selection is not placed on the Clipboard, and you won't be able to 
use the Paste command to reposition it 

A copy of the paragraph remains on the Clipboard even after you've 
pasted it You can look at the contents of the Clipboard, just to be sure. 

Choose Show Clipboard from the Edit menu. 

The Clipboard window shows you that the paragraph is still there. If 
you want to see the whole paragraph, you'll need to move and resize 
the window. 

If you were to choose Paste again, you could insert another copy of the 
paragraph. This can be useful if you wish to make a number of copies 
of the same paragraph. 

It's important to remember that the Clipboard holds only one selection 
at a time. When you choose Cut or Copy from the Edit menu, your 
selection is placed on the Clipboard and remains there until you use Cut 
or Copy again. 

Choose Hide Clipboard from the Edit menu. 

You'll notice that the formatting changes that you made to the quote 
paragraph were saved by moving the ruler with the paragraph. 

Use the scroll bars to scroll so that the ruler you just moved is 
at the top of the screen. 

Because a ruler controls the format of all text below it until the next 
ruler, the ruler you moved now controls the format for the paragraph 
below the quote. You'd like to return the paragraph below the quote 
paragraph to its original format To do this, you'll have to insert 
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another ruler between the quote and the last paragraph. 

Since you want the format of the paragraph below the quote to match 
the format of the paragraph above the quote, you'll copy the top ruler 
and insert the copy after the quote. 

Scroll up to the ruler at the top of the document, and select it 
by clicking anywhere in its top half. 

The ruler becomes highlighted. 

Choose Copy from the Edit menu. 

As you oard the 50th onniversory of the int roduction of 
to fu ond other soybeon products ot this university. To celebro te this 
specie! demi-centenniel, o .number of student groups hove joined to .p.lon 
Tofu Fest 50, o week-long celebrotion of the spirit of soybeon products 
and thei r role in university living. 

When you choose Copy from the Edit menu, a copy of the ruler is 
placed on the Clipboard. 

Scroll down to the end of the quote, and click to set the 
insertion point in the line between the paragraphs. 

This is where you should paste the ruler. 

Choose Paste from the Edit menu. 

A copy of the ruler is pasted from the Clipboard and the text below 
reformats automatically. 
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Finishing Up 

Changing Styles 
As You Type 

II 
Mi nutes of preparation have gone into t he plcnni ng end execution of the 
"Tofu Is You· campaign. We now need your support as 6 sponsor of this 
event to provide whatever money, supplies, or manpower you can donate to 
moke Tofu Fest 50 the success w e ell went it to be. 

You're almost done. You just need to change a few things before 
you're ready to turn in your document. 

First you need to change the font of "Tofu Fest 50" in the last paragraph 
so that it is consistent with the first paragraph. 

Select the words "Tofu Fest 50" in the last paragraph. 

Choose Chicago from the Font menu. 

You need to end your document with a little more typing. 

Position the insertion point at the end of your document (after 
the phrase "want it to be."}. 

Press Return twice and then type "Thanks in advance for your 
generous contributions." 

Now you'll type your closing and leave a space for your signature. 

Press Return three times to skip two lines, type "Sincerely," 
and then press Return four times. 

You've left a place to sign your name once it's printed, but now you 
need to type it. To make it stand out, you'd like to have your name be 
in boldface type. 

You can change the style of the text as you type it by choosing the 
appropriate style from the Style menu, and then typing the text. You'll 
do that now with your name. 
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Using Tabs 
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xo 
XS 
XH 
XL 

Choose Bold from the Style menu. 

Type your name, then press Return. 

You want the next line of text to be in plain text, so you need to change 
from the bold style. 

Choose Plain Text from the Style menu. 

Now type "Tofu Fest 50 Coordinator". 

"Toru Is You· cempeign. We now need your support es e sponsor of this 
event to provide whatever money, supplies, or manpower you cen donete to 
meke Tofu Fest 50 the success w e el l w ent tlto be. 

Thenks tnfdvence for your generous cont r ibutions. 

Julie MecCoy 
Tofu Fes t 50 Coordinator 

Like all proper letters, this one should have a date at the top of it. 
You'll add that now. 

Scroll to the top of your document and click to set the 
insertion point before the first word of the letter. 

Press Return four times since there .should .be .so.me blank 
lines before the date. 

Click on the line above the first line of text. 

Notice that on the ruler there's a clear triangle marker at the 5 1/2-inch 
mark on the ruler. This is the preset tab and it's in the perfect position 
for your date. (You'llleam how to set tab markers in the Advanced 
Mac Write module.) 

Press the Tab key to move the insertion point over to the 
5 1/2-inch mark. 

Type today's date and press Return twice. 
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Saving and 
Printing 

Quitting 

Review 

Your letter is now finished and ready to be printed and sent out to the 
local merchants. But first you should save your document. 

Choose Save from the File menu. 

Since you saved your document earlier, there is already a name for your 
document. So this time when you choose Save, no dialog box comes 
up asking you to give your document a name. If you should want to 
save your document under a different name, choose Save As ... from 
the File menu and you'll be prompted for another name. 

Now that you've saved your work, you'll want to make a printed copy. 

Make sure your printer is on, selected (the Select light should 
be on}, and correctly connected. 

Choose Print... from the File menu. 

The standard Print dialog box asks you to set your print preferences 
each time you print 

Select High Quality by clicking in the circle next to High. 

Since your document is only one page long, you don't need to worry 
about Page Range. If you wanted to print a portion of a larger 
document, you'd use Page Range to designate the numbers of the pages 
to be printed. 

If you'd like multiple copies, enter the number in the box next to 
Copies. 

Click OK to confirm your print settings. 

In a few seconds, your document will begin to print. 

Choose Quit from the File menu. 

You're back at the Macintosh desktop. Nice work. 

In this module, you've learned: 

• How to create a Mac Write document by typing text 

• How to select text by dragging across the words, double-clicking to 
select single words, and shift-clicking to select large blocks of 
text 

• How to replace text by selecting it and typing 
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What To Turn In 

• How to change the font or style of the text using commands from 
the Font and Style menus 

• How to format a document and change ruler settings for margins, 
indentations, line spacing, and text alignment 

• How to use multiple rulers to create multiple formats in the 
document 

• How to save your document on disk 

• How to move or copy parts of your document (text or rulers or 
both) by using the Cut, Copy, and Paste commands 

• How to print your document 

Turn in the printed copy of your letter. 
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Advanced 
Mac Write 



The Task Your letter to local businesses from the Introduction to Mac Write 
module is complete. Now you need to prepare a proposal to the 
University asking for funding, discussing what Tofu Fest 50 entails 
and how much it will cost. 

A committee member has already started writing the proposal using 
MacWrite. His incomplete document is entitled "Tofu Proposal". 
You'll add the finishing touches to this document using Mac Write. 

Since you'll want to use in your proposal the same quote from the Tofu 
Queen from your original letter, you'llleam how to copy text from 
another Mac Write document into your current one. 

The conunittee member used MacDraw to create a diagram of the Tofu 
Pavilion and transferred it into the document. Unfortunately, its size 
and placement is off, so you'llleam how to resize and move pictures in 
Mac Write. 

You '11 also learn how to have headers and footers (text that appears on 
the top and bottom of each page), how to take advantage of Mac Write's 
automatic page numbering, and how to insert your own page breaks. 

When you're finished, you'll save and print out your document, which 
should look like the one on the following pages. 
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Special Euents Planning Committee 

Introduction 
As you know, this year marks the 50th anniversary of the introduction of 
tofu end other soybean products at this university. To celebrate this 
special demi-centennial, e number of students groups have joined to plan 
Tofu Fest 50, e week-long celebration of the spirit of soybean products 
end their role in university living. 

To quote Jennifer Gaetz, t1ead of the Student Soy Council end lest year's 
Tofu Queen: 

Tile spirit ttl SO!J prodtlcts lltts totlclled ttl! of tiS on this 
cotnptls. Never before !los olood grot;p creoted st1ch feelitl§f> 
of comoroderie ond togetherness. foJie trtll!l ore H'hot J·ve eot. 
As o resul( the theme of this !Jeor's ~--peciollestfvfties 
sh8ll/Je "Toftl Is Yotl .. 

Let's work to make this the best Tofu Fest ever! 

Tofu Pavilion 
The Tofu Pavilion will be the focal point of Tofu Fest 50. The P8vilion 
will be cornp 1 eted by the 20th of November-, with the stage, ,junking poo 1, 
end decorati ons in place by opening dey. See diagrem belo·w for details. 

Tofu 

Tofu Fest 50 Proposol-1 



Estimoted Costs 

Tofu ( 1000 tons bulk) $9,459.00 

Tofu Queen's crown $37.85 

Pavilion rental fee $2,050.00 

Rental of exhibit tables $873.99 

Prizes $2,345.67 

Labor $13_429.00 

Mi see 11 emeous $999.99 

Total $29,195.50 

Proposol 
The Tofu Fest 50 commit tee wou1 d 1 ike the University to donate 
$29,195.50 to defer the costs of Tofu Fest 50. Of course it's possible thot 
the Uni versity wi 11 need to take out a 1 oan to pro vi de the necessary funds. 
However, we be 1 i eve this is a sma 11 price to pay for such a momentous 
occosi on. The fee 1 i ngs of togetherness, schoo 1 unity, camorf!deri e, emd 
pride in the soybean as a food resource will be felt long after the 
Universi ty hfls made its 1 Bst 1 oan pByment. 

Tofu Fest 50 Proposol - 2 
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Getting Started 

Tofu Letter 

Changing Text 
Styles 

You'll begin by opening a Mac Write document from the Macintosh 
desktop. 

Turn on the Macintosh, and insert your MacWrite disk-label 
side up and metal end first-into the built-in disk drive. 

You'll soon see the Macintosh desktop with your Mac Write disk icon in 
the upper right-hand corner. 

If necessary, double-click on your MacWrite disk icon to view 
the contents of your disk. 

You should have an icon labeled "Tofu Letter", representing the 
document that you created in the previous MacWrite module. If you 
don't have this document on your disk, you'll need to go through the 
Introduction to Mac Write module to create the document. 

In this module, you'll need to use your "Tofu Letter" document as well 
as the "Tofu Proposal" document that has been created and stored on 
the Approaching Macintosh Documents Disk. You will need to .copy 
the "Tofu Proposal" document onto your Mac Write disk. 

Copy the "Tofu Proposal" document to your MacWrite disk. 

If you are unsure of how to do this, please see the Introduction to 
Macintosh module. 

Make sure that both "Tofu Letter" and "Tofu Proposal" 
documents are on your MacWrite disk before you read any 
further. 

Now you'll open the unfinished "Tofu Proposal" by double-clicking on 
its icon. Note that opening the "Tofu Proposal" document will 
automatically open Mac Write. 

Double-click on the "Tofu Proposal" icon to open the 
unfinished document. 

In a moment, the unfinished document appears. 

To make the proposal's headings stand out, you want them to be in 
boldface. You learned in the previous module that you can change text 
style by typing the text, selecting it, and then choosing a style from the 
Style menu. 

Select the word "Introduction" at the beginning of your 
document. 

You may have to scroll to get to the top of the document. 
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Copying from 
Another MacWrite 
Document 

J:f©fr® ~@@~ 5)@ 
.._____,.. Speciol Euents Planning Committee 

IMttfiliM I 
As you know, this year marks the 50th anniversary of the introduction of 
tofu ond other soybean products ot this university. To celebrate this 
special demi-centennlol, a number or students groups have joined to plan 
Tofu Foire, a week-long celebration of the spirit of soybean products end 
their rol e in university living. 

Let"s work to make this the best Tofu Faire ever! 

Tofu Pavi lion 
The Tofu Povlllon will be the focol point of Tofu Foire. The Povllion will 

Choose Bold from the Style menu. 

Do the same for the words "Tofu Pavilion" (midway through the 
document). Select them, and then choose Bold from the Style 
menu. 

Remember the Tofu Queen's quote from the previous module? You'll 
want that same paragraph (including the formatting) in this document. 
Rather than typing that paragraph again, you'll use Mac Write's Copy 
and Paste functions to move a copy of the quote into your document. 

Choose Close from the File menu. 

A dialog box will appear asking you if you wish to save the changes 
you've made. 

Click Yes to save your changes. 

Your document is saved, then closed. 

Choose Open ... from the File menu. 

The Open dialog box appears with a list of documents on your 
Mac Write disk. If your disk has a large number of Mac Write 
documents on it, you'll need to use the scroll bar to scroll through all of 
them. 
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Open WRITE 

Eject 

Cancel 

Choose "Tofu Letter" by double-clicking on it. 

Your letter appears. 

Make sure that the rulers are visible. If they're not, choose Show 
Rulers from the Format menu. 

Use the scroll bars to scroll so that the quote paragraph 
{starting with "To quote"} shows in the screen. 
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Copying Text and 
Rulers 

You'd like to keep the format for the quote paragraph intact when you 
transfer it to the proposal. To do this, you'll copy not only the text, but 
also the rulers that control the formatting. 

Beginning with the words "To quote", drag through the 
document down to and including the ruler at the bottom of the 
quote paragraph. 

Be sure that the rulers above and below the quote are selected 
(highlighted). 

Choose Copy from the Edit menu. 

A copy of the selected section and the formatting rulers is placed on the 
Clipboard. 

Now you'll return to your "Tofu Proposal" document. 

Close ''Tofu Letter" by choosing Close from the File menu. 

Open "Tofu Proposal" by choosing Open ... from the File menu 
and double-clicking on the name of the document. 

Although you're now in the "Tofu Proposal" document, the paragraph 
that you copied from the "Tofu Letter" document is still on the 
Clipboard. 

Click to set the insertion point in the line after the first 
paragraph (in the line above "Let's work ... "). 

Press Return to skip a line. 
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Saving Your Work 

Inserting 
Graphics in 
Mac Write 

Now you'll paste the selection from your letter into your proposal. 

Choose Paste from the Edit menu. 

In a flash, a copy of your selection appears in your proposal-rulers 
and all. 

Let's work to make this the best Tofu Fai re ever! 

To fu Povilion 
The Tofu Pavilion will be the focal point or Tofu Faire. The Pavilion will 
be completed by the 20th of November, with the stage, dunking pool, and 
decorations in place by opening day. See diagram below for details. 

It's a good idea to get into the habit of saving your work every 10 to 15 
minutes. That way, if for some reason the power to your Macintosh 
goes out, you'll always have a recent backup copy of your work on 
disk. 

Choose Save from the File menu. 

Now you can breathe a little easier. 

If you want to add a graph, diagram, or illustration to drive horne your 
point, Mac Write is ready to oblige. Using the Cut, Copy, and Paste 
commands that you learned in the Introduction to Mac Write module, 
graphics from applications such as MacPaint or MacDraw can easily be 
inserted into your Mac Write document. 

To copy a MacPaint graphic into a Mac Write document, you simply 
select the object while you were in MacPaint and choose Copy. As 
you've learned, choosing Copy places a copy of the current selection 
onto the Clipboard. Then you quit from MacPaint and open Mac Write. 
The copy is still on the Clipboard, so all you need to do is to position 
Mac Write's insertion point where you want the graphic to go, choose 
Paste and the graphic will be inserted. Note that this technique is very 
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Resizing Pictures 

similar to what you just did to copy the quote paragraph from one 
Mac Write document to another. 

The Tofu Pavilion diagram already in your proposal document was 
created in MacDraw and then transferred to "Tofu Proposal" using the 
method described above. 

Scroll so you can see the entire Tofu Pavilion diagram. 

The Tofu Pavilion diagram is a bit too large for the document, and 
should be resized by shrinking it both vertically and horizontally. But 
before you can resize the diagram, you have to select it first. 

Select the diagram by clicking on it. 

A box will appear around the diagram with small black squares, called 
handles, along the bottom edge. The box shows that the diagram has 
been selected. You can't see the middle and left handles very well with 
this diagram, but they're there. 

Tofu 
Exhibitions :>:>: Tofu 

Dunking Po 

By dragging the handles, you can resize the diagram. The two comer 
handles allow you to drag diagonally, resizing the box horizontally and 
vertically, while the middle handle allows you to resize the picture 
vertically only. You'll use the bottom right handle, which resizes the 
box both vertically and horizontally. 

To drag a handle, just position the mouse pointer on a handle, press the 
mouse button, and drag the mouse. An outline of the rectangle you're 
shaping follows you as you drag. Release the mouse button when the 
rectangle is the desired size and shape. 

3-42 WORD PROCESSING: ADVANCED MACWRITE 

n 
...... 

-
-
-
-

-

-

-

-

-



-

-

-
-
-

Repositioning a 
Picture 

Drag the lower right handle up and to the left to compress the 
diagram about an inch each way. 

. . .. . ..... . . . . . . . . . . . . 

:: Tofu 
:: Exhibitions <:::< Toru 
· ......... ...... :: ::>:: Dunking Poe 

Because the text in the diagram is being compressed as well, some of 
the words might become unreadable if compressed too much. You've 
now made the diagram a more appropriate size. 

Unfortunately, the diagram is not quite in the right position yet. You'd 
like to have it centered on the page. 

Select the diagram {if it isn't still selected). 

As before, a box appears around the diagram, with handles along the 
bottom edge. 

Using the mouse, move the pointer to the right edge of the 
box. 

When you touch the pointer to the edge of the box, it should change 
from the vertical I-bar to an arrow-shaped pointer. 

With the pointer in the shape of an arrow, press and hold down 
the mouse button. Drag the diagram to center it. 
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Adding a Table 

:: Tofu 
:: Exhibitions >:<: Tofu 
· Dunking Poe 

As you drag, an outline of the diagram follows you. When you release 
the mouse button, the diagram appears in its new location. 

Click anywhere below the diagram to deselect the diagram. 

The box disappears from around the chart, showing that the chart is no 
longer selected. 

Don't worry if you see a thin grey line running across the screen. The 
line represents a page break-you'lllearn more about page breaks later. 

After the diagram, you'd like to add a table that lists the estimated costs 
of Tofu Fest 50. You'll format your table using both regular and 
decimal tabs. You'll insert the table after the heading "Estimated 
Costs". 

Click to set the insertion point in the line after the words 
"Estimated Costs". 

Scroll upwards to the end of the Tofu Queen's quote. 

If the rulers are not showing, choose Show Rulers from the 
Format menu. 

The ruler after the quote is the ruler that is controlling the formatting at 
the insertion point. But notice that on this ruler single spacing is in 
effect. However, you want your table to be 1 1/2-spaced. 

Scroll down to where you set the insertion point. 
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Using Tabs 

Choose Insert Ruler from the Format menu. 

Proposal 
The Tofu Fest 50 committee would like the University to donote 
$29,195.50 to defer the costs of Tofu Fest 50. Of course, it's possible 
that the University will need to take out o l oon to provide the necessory 
funds. However, we believe this is o smoU .pri.ce to poy for such ll. 
momentous occllsion. The feelings of togetherness, school unity, 
comoroderie, end pri de in the soybelln os o fo od resource will be felt 
after the University has mode its lllst lolln plly_ment. 

This is the ruler you 11 modify to make your table. 

When you changed ruler settings in the Introduction to Mac Write 
module, you saw those changes affect everything below the ruler. 
You're going to make formatting changes to the new ruler, but you 
want these changes to affect the formatting of just the table and not the 
paragraph below the table. 

To avoid changing the format of everything after the table, you'll insert 
two rulers, but you'll only make changes to the first one (the one you 
just inserted). When you choose Insert Ruler, the ruler that is inserted 
is a copy of the ruler above it. So if you insert another ruler now before 
making any changes to the one you just inserted, the formatting of the 
paragraph below will stay the same. 

Press Return to skip a line. 

Choose Insert Ruler from the Format menu. 

You've now "protected" the paragraph below from any formatting 
changes. 

Click in the 1 1/2-spacing box on the first of the two rulers. 

The Macintosh uses two kinds of tabs: regular tabs and decimal 
tabs. Regular tabs work just like those on a typewriter, helping you to 
indent text or align columns. Decimal tabs set up columns of numbers 
so that the decimal point will align vertically. Decimal tabs are 
particularly useful for handling columns of currency. 
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Decimal Tab Well 

flegularTab Well 

Tabs are represented by tab markers, small hollow triangles placed 
along the ruler. Decimal tab markers can be distinguished from regular 
tab markers by the small decimal point in the center of the hollow 
triangle. Mac Write's preset ruler has a tab stop at the 5 1/2-inch mark. 

Tab markers are stored in a tab well. These are the little squares on 
the left of the ruler that have a picture of the appropriate tab marker. 

You move a tab marker just as you move a margin marker-by 
dragging. 

You'll set the fonnat for the table by setting a regular tab marker and a 
decimal tab on the ruler controlling the fonnat for the table. You'll get a 
regular tab marker from the regular tab well. 

To drag a tab from a tab well, you position the pointer on the tab well. 
Press and hold down the mouse button and drag the tab up to the inch 
scale on the ruler. When the tab is at the position you want, release the 
mouse button. 

Drag a regular tab marker out of the regular tab well, and set it 
at the 2-inch mark on the ruler. 

Drag a decimal tab from the decimal tab well to the 5-inch mark 
on the ruler. 

Remember that the decimal tab well is directly to the right of the regular 
tab well. Decimal tab markers look like regular tab markers, but have a 
decimal point in the center. 
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Saving Your Work 

Using the Search 
Menu 

The ruler is now set for your table. 

Click between the two rulers to set the insertion point for the 
table. 

Press Return to insert a blank line. 

Press the Tab key to move to the first tab stop and type "Tofu 
(1000 tons bulk)". 

Note that the first tab-a regular tab-works just like a tab on a 
typewriter. 

Press Tab to move to the decimal tab, and type "$9,459.00". 

Press Return and then Tab to type the next line of the table. 

Complete the table as shown. 

Complete the table using the Return key to move to the next line and the 
Tab key to move to the next tab stop. Note that the decimal points in 
the second and third column line up underneath the decimal tab marker 
that you set earlier. 

Tofu ( 1000 tons bulk) $9,459.00 

Tofu Queen's cr own $37.85 

Povilion rento l fee $2,050.00 

Rentol of exhibit tobl es $873.99 

Prizes $2,345.67 

Lobor $ 13,429.00 

Miscelloneous $999.99 

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

Now's a good time to save your work. 

Choose Save from the File menu. 

The Find and Change commands found in the Search menu are 
powerful features of Mac Write. With these commands, you can locate 
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Finding and 
Changing 

the appearance of any word, combination of words, or partial word in 
your document, and change it quickly and easily. 

The person who originally created this document was planning on 
calling this event the "Tofu Faire", but since then, the name has been 
changed to "Tofu Fest 50". You'll use the Change ... command to 
find and change any appearance of the words "Tofu Faire". 

Since both the Find . . . and Change . .. commands start their search from 
the insertion point, you should position the insertion point before the 
"Introduction" heading at the beginning of your document, so that the 
search will begin from there. 

If necessary, scroll to the top of the document. Click right 
before the "Introduction" heading. 

The text you should search for is the phrase "Tofu Faire". Any 
appearances should probably be changed to "Tofu Fest 50", but you'd 
like to "approve" of any substitutions before they are made. 
Mac Write's Change . .. command allows this. 

Choose Change ... from the Search menu. 

The Change dialog box appears, prompting you to enter the phrase to 
change and what to change it to. 

Type "Tofu Faire" in the Find what rectangle, and press the 
Tab key. 

When you press the Tab key, the insertion point moves to the Change 
to rectangle. If you entered nothing in the Change to rectangle, 
Mac Write would simply remove each appearance of the words in your 
document. 

Type "Tofu Fest 50" in the Change to rectangle. 
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Starting the Search 

( Find NeHt J 

Change, Then Find 

(Change, Then Find J 

In t r oduction 
As you know, this ye6r m6rks the 50th 6nn_ivers6ry of the introduction of 
tofu Md other soybe6n products 6t this university. To celebrote this 
specl61 demi-centennilll, 6 number of students groups hllve joined to pllln 
Tofu Fllire. 6 week-long celebr!ltion or the spi rit or soybeen products and 
their role in university living. 

To quote Jennifer G6etz, helld of the Stud.ent Soy Council tmd last year 's 

The Partial Word choice at the bottom of the dialog box allows you to 
search for and change a portion of a word rather than a whole word. 
But you're looking for whole words, so you should leave those settings 
unchanged. 

Click the Find Next button to start the search. 

Find Next fmds the first appearance of the word after the insertion point 
in your document. 

The frrst appearance of "Tofu Faire" is highlighted. 

Click the Change, Then Find button. 

Mac Write changes this first appearance of "Tofu Faire" to "Tofu Fest 
50" and then locates the next appearance. 

Using the Change, Then Find button gives you the opportunity to see 
each appearance of the word (or words) and confirm each change. 

This next appearance of "Tofu Faire" you want changed to "Tofu Fest" 
and not to "Tofu Fest 50". 

Close the dialog box by clicking in the close box. 

"Tofu Faire" is still selected. 

Type "Tofu Fest" to replace "Tofu Faire". 

You can continue your search where you left off by choosing Change .. . 
again. 
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Change All 

( Change All J 

Adding a Footer 

Display Header 
Display Footer 
Set Page# ... 
Insert Page Break 
Title Page 

Align Left XN 
Align Center XM 
Align Right XR 
Justify XJ 
Use Ruler 3€0 

Choose Change ... from the File menu. 

Notice how the rectangles still contain the words you typed. 

You don't need to confirm the rest of the changes, so you can use the 
Change All button. When you choose Change All, you are warned that 
you will not be able to undo this command, and given the opportunity 
to go ahead or cancel. If you go ahead, every appearance of the Find 
what is replaced by the Change to text. 

Click Change All. 

Click Go Ahead to continue with the Change All command. 

All the necessary changes have now been made. 

Close the Change dialog box by clicking in its close box in the 
upper left corner. 

Mac Write allows you to add information at the top and/or bottom of 
each page. In these header and footer areas, you can put information 
such as page numbers, the current date, or the name of your document. 

You'll now add a footer that includes the page number and the 
document name in boldface. 

Choose Open Footer from the Format menu. 

The Footer window appears. 

Tofu Povilion 
The Tofu Povilion will be t he focol point of Tofu Fest 50. The Povil i on ~ 

will be completed by t he 20th of November . with the st oge, dunking pool, 
ond decorotions in ploce by opening day. See di agr am below for details. 
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Automatic Page 
Numbering 

Displaying and 
Removing Footers 

Choose Bold from the Style menu. 

Type "Tofu Fest 50 Proposal-". 

You're now ready to add the page number. Mac Write will number your 
pages automatically. 

Above the ruler in the Footer window are three icons. The one to the 
far left, the number symbol (#), is the page-number icon. 

Using the mouse, drag the page-number icon to the right edge 
of what you just typed (right after the hyphen). 

The correct page number will be automatically inserted in the document 
at the point where you placed the icon. 

The other two icons above the ruler work in the same way. The 
calendar icon inserts the current date, and the clock icon inserts the 
current time. 

Close the Footer window by clicking in its close box. 

The footers now show up in your document window. (You may need 
to scroll to see them.) 

If you don't want the footers to show in your document window, you 
can hide them by choosing Remove Footers from the Format menu. 
Once they're hidden, the Remove Footers command changes to Display 
Footers so you can always bring them back. 

3-51 WORD PROCESSING: ADVANCED MACWRITE 



Headers 

Finishing Up 

Inserting Page 
Breaks 

Headers work the same as footers , but appear at the top of each page. 
You won't use headers here, though. 

Now you'll add a few final touches to your proposal. 

Scroll through your document to read it over. The thin grey line you 
see after the footer represents the end of a page. 

Depending on how much you compressed the Tofu Pavilion diagram, 
you may notice that the "Estimated Costs" heading appears awkwardly 
at the end of the first page. You'd like to move the heading to the next 
page so that it's right above the table. 

To do this, you need to insert a page break so that the "Estimated 
Costs" heading starts a new page. Inserting a page break is like 
inserting enough blank lines to fill the current page. The effect is to 
push everything below the page break to the next page. 

Click to set the insertion point before the words "Estimated 
Costs". 

Choose Insert Page Break from the Format menu. 

The heading moves from the last line on the first page to the top of the 
second page. 

You can think of a page break as a space that expands or contracts 
whenever you add or remove text or graphics from the page. 

You can select a page break by clicking anywhere in the empty area 

3-52 WORD PROCESSING: ADVANCED MACWRITE 

-

-

-



-
Saving Your Work 

-
-

Printing a Copy 

Quitting 

- Review 

-

What To Turn In 

above the footer. The area will highlight, indicating that the page break 
is selected. If you want to delete the selected page break, simply press 
Backspace. 

You've finished your proposal! You should save your changes before 
you quit. 

Choose Save from the File menu to save your document. 

In a few seconds, a copy of your finished proposal is saved on your 
Mac Write disk. 

Choose Print ... from the File menu to print a copy of your 
proposal. 

Select high-quality printing and set the type of paper that you're using 
(cut sheet or continuous). 

Now you're ready to return to the desktop. 

Choose Quit from the File menu. 

You're back at the Macintosh desktop. 

In this module, you've learned: 

• How to copy text and rulers from another Mac Write document by 
using Copy and Paste 

• How to resize a graphic by selecting it and then dragging the 
appropriate handles 

• How to move a graphic by selecting it, positioning the pointer on 
its border, and dragging it to its new position 

• How to use the Change ... command to replace every appearance of 
a word, or words, with something else 

• How to insert a footer into your document, by choosing Open 
Footer and typing in the desired footer 

• How to automatically number your pages by dragging the 
page-number icon to the appropriate place in your footer 

• How to insert page breaks by choosing the Insert Page Break 
command 

Tum in a printed copy of your proposal. 
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Introduction to 
Microsoft Word 



The Task You have written the first draft of a research paper for a class 
(Anthropology 136, "Food and Culture") and you would like to revise 
it in this module. You'll learn the basic editing techniques used in 
Microsoft Word, how to use tabs, footnotes, and different formats for 
separate sections of the document (page numbering, page headers, and 
so on). 

You'll use these techniques to fix any typos you made while typing the 
first draft; to create a title page, so that the paper has a more 
professional appearance; to include footnotes for which you did not 
have the proper citation when you typed your first draft; and finally, to 
include your name and the page number at the bottom of each page. 

To do this module, you should be familiar with Mac Write. Many of the 
most basic text-entering and editing techniques described in that module 
will be required to do this one. If you have not already completed the 
Mac Write module, you should do so before starting this one. 

When you are finished, you will print the revised version of your 
paper, which should look like the one on the next six pages. 
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The Wonderful World of Tofu 

William J- Berner 
Anthropology 136 
Food and Culture 



Introduction 

Tofu is a food mad~ from soyb~ans . Although not vt?Jry popular in the Uniood 
States (oulC\ide of California, anyway), it is very popular in the Far East. Jn 
Japan, for example, there are seven varieties of tofu that are widely used, 
and tofu is often an important protein source in the Japanese diet. 

Nutritional Information 

Tofu is high in protein, and can be used as a cheap protein source in many 
di~ts . Soyb~ans, tofu's main ingr~dient, yi~ld more protein per acr~ tllan any 
other crop (Figure 1 ). In fact, soybeans are almost 35% protein. 
Furtll~rmore, tllt?J protein in soybt?Jans is complete (it contains all ~ight. of the 
essential amino acids). Soybeans contain no chol~st.erol and almost. no 
indigestible saturatoo fats. 

Figure 1 

P('r Acr(' ProtPin YiPlds for Various Foods 

4(JO 356 

300 

Pounds of 
200 Usable Protein 

100 

0 
Soy·· Rice Corn 'ilheat Milk Eggs Meat Beef 

beans 

Soybeans are a very good protein source, as measured l)y both the quantity 
and quality of protein U1at results from soybean production. 

The quantity of prot.t?Jin found in a food is usually measured in t~rms of the 
percentage of the weight of a food that is protein. Figure 2 lists several 
foods and their percent protein by weight. 

Dried frozen tofu 
Fish 

Figure 2 
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Chicken 
Beef 
Tofu 

2 1 
20 
a 

When evaluating the value of a food as a protein source, it is important to 
consider not only the qmtntity of protein in that food, but also the quL~Jity 
of the prot~in provided. Net Pro~in Utilization (NPU) is the measure usually 
used to compare the quality of protein found in different foods. Net Prot~in 
Utilization depends on a food's digestibility and the degree to which the eight 
essential amino acids making up the protein match the pattern required by 
the body. The table below lists the Net Protein Utilization of several 
different foods. 

Figure 3 

Food 
Fish 
Beef and hamburger 
Tofu 
Chicken 

NPU (1). 
80 
67 
65 
65 

The protein found in tofu is a good complement for that found in many grain 
products. Tofu contains an abundance of lysine, an essential amino acid that 
many grain products lack. As a result, tofu can be used as a protein booster 
by combining it with grain products, thus yielding a meal with a higher 
amount of usable protein than could be obtained by eating either of the 
foods separately. 

Finally, tofu is an ideal diet food. Tofu contains only 9 calories per gram of 
protein, and only 1 ~ calories per gram of usable protein . Tofu is also rich in 
mineraJs, with an abundance of calcium and iron. 

The History and Culture of Tofu 

A long and colorful history makes tofu as interesting historically and 
culturally as it is nutritionally. Tofu was known as early as 100 B.C. in parts 
of China. It became an indelible part of Chinese culture around 520 A.D. 
V\Then Bhodidarma founded a great Zen school and engaged tofu in "Dharma 
combat" to prod tofu ·s understanding of the Buddha's v.1ay. He hailed its 
honest, straightfor-ward nature and its "lovely white robes." Legends of 
Bhodidarma were passed on verbally; the earliest document to mentJon tofu 
was the s-eJift?J:lt, written during the Sung Dynasty (960-1127) . 
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Tofu WdS brought to Japan in the f>th century by numerous Buddhist monks. 
A1Uwug11 it appear eel in Japan in uw oth century, tofu did not become a 
fixed part of Japanese culture until the Kamakura period. At that time, tofu 
blended well vvith the ruling Samurais' frugal life style. 

As the use of tofu spread tluoughout Japan, the people developed their own 
methods of production, and Japanese tofu eli verged somewhat from its 
Chinese counterpart in texture and flavor. When the Chinese Zen Master 
Ingen vvent to Japan in 1661, he vi/as so taken aback witll the form of 
Japanese tofu that he wrote this famous Japanese proverb: 

iW.:7mede 
.\IJJJ:.:11'll dt? 
J•:o/w.JD.:?,{'L~ d{? 

This provHb has a double meaning: 

Made of soybeans, 
Square, cleanly cut, 
And soft. 

Practicing diligence, 
Being proper and honest, 
And having a kind heart.l 

Indeed, this is only one of many Japanese provert>s centering around tofu. 
For instance, when a Japanese person wants to tell someone to "get lost" he 
may say, "Go bump your head against a corner of a cake of tofu and drop 
dead." Or when speaking of something as being hopeless, he might say, "It's 
as futile as trying to clamp two pieces of tofu together. "2 

In the United States, tofu is generally purchased at the supermarket, and 
only rarely bought from a specialty tofu shop or prepared at home. This is a 
shame, however, because the traditional tofu maker adds color and variety 
to the Japanese community. As Shurtleff says in T./J{? .&'R.?),: t?/ 7{?/u, "(The 
tofu maker is] precise and graceful, joined in an effortless rhythm that, at 
times, [flows! like a dance." Tofu making is an art, and tofu makers are very 
careful to keep secret methods from slipping into a competitor's hands. ln 
fact, traditional tofu masters have a saying that there are two things that 
they will not show another person: how to make babies and how to make 
tofu.3 

-·-··-······-Tw1iilam··s·ilurtle!f"and Akiko Aoyago, T./J{? .&'R.?J.' t?/ T<?tu. Knabawa
ken, Japan: Autumn Press, 1975, p. 95. 

2Shurtleff, p. 95. 
3Shurtleff, p. 96. 
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Tofu reaches into one·s life in a way that no other food can. Its historical and 
cultural value combine with outstanding nutrition to bring pleasure and 
protein to all those -vvhose table it graces. 
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Getting Started 

Tofu Paper 

Special Markers 

Selecting/Editing 
Text 

= ¢ 

You'll begin by inserting the Microsoft Word disk into your Macintosh. 

Turn on the Macintosh and insert your Word disk-label side 
up and metal end first-into the built-in disk drive. 

You'll soon see the Macintosh desktop with the icon of your Word disk 
in the upper right-hand comer. 

In this module, you'll need to use the "Tofu Paper" document that has 
been created and stored on the Approaching Macintosh Documents 
Disk. You will need to copy the "Tofu Paper'' document onto your 
Word disk. 

Copy the "Tofu Paper" document onto the Word disk. 

If you are unsure of how to do this, please see the Inroduction to 
Macintosh module. 

Now you'll open "Tofu Paper" by double-clicking the "Tofu Paper" 
icon. Note that opening the "Tofu Paper" document will automatically 
open Microsoft Word. 

Double-click on the "Tofu Paper" icon on the Word disk to 
open the document. 

Word uses two symbols to show a page break, depending on what kind 
of page break it is. An equal sign, "=", is used to show a page break 
that Word inserts automatically, and a dotted line is used to show a page 
break that you tell Word to insert (more about page breaks in the 
Advanced Microsoft Word module). 

Thus, when you first open a Word document, there is an equal sign in 
the upper left comer of the screen to indicate the beginning of the first 
page. Also note that a diamond is used to signify the end of the 
document. 

The first thing you'd like to do is replace the abbreviation "U.S." in the 
frrst paragraph with "United States". To replace text, simply select 
what you want to change, and type the new text. 

Use the mouse to position the 1-bar before the "U" in "U.S.", 
then press and drag across the full abbreviation. 

The text "U.S." is selected and should be highlighted . 
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Title 

Equal 

The Selection Bar 

Introduction Scroll Box 

Tofu is a food made from soybeans. Although not very popular in the 1111 I 
(outside of California, anyway), it is very popular in the Far East. In Japan, 
for example, there are seven varieties of tofu that are widely used, and tofu 
is often an important protein source in the Japanese diet. 

Nutritional Information 

Tofu is high in protein, and can be used as a cheap protein source In many 
diets. Soybeans, tofu"s main Ingredient, yield more protein per acre than any 
diets. Soybeans, tofu"s main ingredient, yield more protein per acre than any 
other crop (Figure I). In fact, soybeans are almost 35:C protein. 
Furthermore, the protein in soybeans is complete (It contains all eight of the 
essential amino acids). Soybeans contain no cholesterol and almost no 

.,.!!!~~~:.,;s~a.!:!tu~rated fats. 

Type "United States". 

Scroll Arrow 
Size Box 

Notice that the selected text disappeared when you began typing 
"United States". This is because when you select text and then type, 
Word first clears the selection, and then inserts what you type in its 
place. 

Dragging across text is the simplest way of selecting it. There are, 
however, other conventions in Word for selecting blocks of text easily. 

Word uses a selection bar to provide other ways of selecting large 
blocks of text. The selection bar is located at the far left edge of your 
document. 

Move the pointer into the selection bar just to the left of the 
text on the screen. 

The pointer shifts right when you are in the selection bar. 
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Tofu is a food made from soybeans. Although not very popular in the United 
State~ (outside of California, anyway), it is very popular in the Far East. In 
Japan, for example, there are seven varieties of tofu that are widely used, 
and tofu is often an important protein source in the Japanese diet. 

Nutritional Information 

Tofu is high in protein, and can be used as a cheap protein source in many 
diets. Soybeans, tofu·s main ingredient, yield more protein per acre Ulan any 
diets. Soybeans, tofu·s main ingredient, yield more protein per acre Ulan any 
other crop (Figure 1). In fact, soybeans are almost 35~ protein. 
Furthermore, the protein in soybeans is complete (it contains all eight of the 
essential amino acids). Soybeans contain no cholesterol and almost no 

saturated fats. 

Notice that there are two lines starting with "diets" that were accidently 
typed in the second paragraph. You '11 remove one of them now. 

While the pointer is in the selection bar, position it in front of 
the first line starting with "diets" in the second paragraph, and 
press the mouse button. 

The entire line is selected and should be highlighted. When the pointer 
is in the selection bar, clicking in front of a line selects that line. 

There are other ways to use the selection bar to select large blocks of 
text. For example, to select: 

• a word: Double-click anywhere on the word. 

• a sentence: Hold down the Command key and click anywhere 
inside the sentence. 

• a paragraph: Double-click in the selection bar to the left of the 
paragraph. 

Now you'll delete the line you've selected. 

Press Backspace. 

Backspace removes the selected text from the document. 

Read the portion of the paper currently shown in the window. 

The scroll bar lets you move a long document up or down in the 
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window so you can see different parts of it. 

Move the pointer into the grey area beneath the scroll box on 
the right side of the screen and click. 

essential amino acids). Soybeans contain no cholesterol and almost no 
indigestible saturated fats. 

Figure 1 

Por /\cr t Proltin Yitlds for V•rious Foods 

400 356 

300 

Pounds of 
200 

Us~bl• Pr ot•in 

100 

0 
Soy- R;c• Corn 'o'hut Millc Eggs Hut Buf 

buns 

Word scrolls to show you the next window of the document 

Look over the chart shown in the window. When you are 
ready, click in the grey area of the scroll bar to see the next 
screen of the paper. 

Read over the paragraph starting with "The quantity of 
protein ... ". 

You want to insert a table showing the percent protein composition of 
different foods. You will put the table at the end of this paragraph, but 
first you will label it "Figure 2". 

Position the insertion point at the end of the paragraph 
starting with "The quantity of ... "by clicking after the word 
"protein.". 

Type in the following sentence (without pressing Return): 

Figure 2 lists several foods and their percent protein by 
weight. 

Press Return, and type "Figure 2". Then move the pointer into 
the selection bar, and click in front of the line you just typed. 
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..!Single Space 
Double Space 
Open Space 

Formats... 3€ 

Tabs... 3€T 

The words "Figure 2" are now selected, and should be highlighted. 

You would like "Figure 2" to appear in boldface. 

Choose Bold from the Character menu. 

= 

et File Edit Search Character Paragraph 0 

Tofu Paper 

The quantity of protein found in a food is usually me 
percentage of the weight of a food that is protein. Fig 
foods and their percent protein by weight. 

Figure 2 I 
When evaluating the value of a food as a protein sour< 
consider not only the qutfntity of protein in that food, 
of the protein provided. 

With Word, whenever you press return, you create a new paragraph. 
Therefore, the line containing "Figure 2" is a paragraph, and can be 
formatted using the appropriate commands from the Paragraph menu. 

Choose Centered from the Paragraph menu. 

Before you type in the table, it is necessary to deselect "Figure 2" and 
place the insertion point at the end of that line. 

Use the mouse to position the 1-bar to the right of "Figure 2" 
(which should be selected), and click . 

The insertion point should now be after the "2" in "Figure 2". 

Press Return. 

Because Word copies the paragraph format from "Figure 2", the 
insertion point appears in the center of the screen. However, you 
would rather have the text of the table appear flush against the left 
margin. 

Choose Left from the Paragraph menu . 
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Using Tabs 

• 

.,.tleft 
Centered 
Right 
Justified 

.,.tSingle Spoce 
Double Spoce 
Open Spoce 

Formots ... XM 

Tabs... ~T 

You are now ready to type in the information for the table. Because 
you will want the text to appear in two columns, you need to set 
appropriate tab stops. 

Choose Tabs ... from the Paragraph menu. 

A ruler appears, with the Tabs dialog box below it. 

When evaluatin , it is important to 
consider not only the qu.Mtity of protein in that food, but also the qu.~Jity 
of the protein provided. 

Soybeans are a very good protein source, as measured by both the quantity 
and quality of protein that r>esu~ts !·rom soy.bean .preduction. 

The protein round in tofu is a good complement for that round in many grain 

The ruler displays the left and right margins, along with tab stops if any 
are set (in this case, none are). Notice that in the Tabs dialog box there 
are buttons to specify the alignment of characters about the tab stops 
(flush left, centered, flush right, or decimal point). You can also 
specify the "leader" characters that fill the space between text and tab 
stops. Leaders are especially useful for making forms that contain 
blanks, for example: 

First Name. ________ Last Name _______ _ 

(In this example, the underscore character was used as a leader.) 

You insert a single tab by typing a distance (0.5 inch, 1.0 inch, and so 
on) in the Position box, and then clicking OK. Tabs can also be 
inserted by clicking at the appropriate place on the ruler. 

Set the first tab stop at the 1-inch mark by moving the pointer 
into the area just below "1" on the ruler and clicking. 

A tab marker appears at the place you clicked, indicating that the tab is 
set. 
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ffirnGOOm~ 
0 UJt:lt!lCDI!lJ 
Smell Cops 
Superscript 
Subscript 

F ormots ... :leD 

• File Edit Search Character Paragraph Do 

Tofu Paper 
10 I 11 I 12 I 13 I 14 
> s .. 

"'" 
The quantity of Tabs 
percentage of tl 

- Alignment - ,...Leader- n foods and their OK 
+@left @Blank 
-!. 0 Center 0 ......... ( Cancel 

I 
~ 0 Right 0----- Position: 
-!." 0 Decimal 0 11 II 

When evaluating me VaJ1le 01 ·a 1o-oa ·as a prowm ::>our 
rr..-.c-irlor f"'At r.f"'hT tho ,,.,n~nfifrT r.f ,... .. _._t.--4.-. ;..., t\.-\ .... t 4'""..-J 

Note that you must click on the lower portion of the ruler, below the 
numbers. Also note that the position of your tab setting appears in the 
dialog box. 

If you insert the tab in the wrong spot, you can use the mouse to 
reposition it by dragging it left or right to the appropriate position. You 
can also remove a tab by dragging it off the bottom of the ruler. 

Your table will have two columns. The first will contain text labels, 
and the second will contain numbers. Because the second column will 
contain only numbers, you'll use a decimal tab, to force the decimal 
points for all of the numbers to line up. 

Click Decimal for Alignment. Then set an additional tab at 4 
inches by moving the pointer to the appropriate spot on the 
ruler and clicking. 

You should now have two tabs set. One at 1 inch, and one at 4 inches. 

When you are done, click OK. 

You are ready to type column headings for your table. 

Press Tab, and then choose Underline from the Character 
menu. 

Now type "Food", then press Tab. Finally, type"% Protein", 
then press Return. 
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Formatting 
Paragraphs 

Normal 

o,~Left 

Centered 
Right 
Justified 

o,~Single Space 
Double Space 
Open Space 

The formatting for your paper is set so Word automatically inserts a 
blank line between paragraphs, that is, each time you press Return. For 
the main text of the paper, this is fine, because you want a blank line 
between paragraphs. But you would not like a blank space between the 
lines of the table; therefore, you will use the Formats ... command from 
the Paragraph menu to change this. 

Press Backspace to delete the line you just inserted, then 
choose Formats ... from the Paragraph menu. 

...................................... .... ~ .......... . 

Tabs ... XT 

Line Spacing 

Soybeans are a very good protein source, as measured by both the quantity 
and quality of protein that results from soybean production. 

The protein found in tofu is a good complement for that found in many grain 

A dialog box appears. Here you can specify a paragraph's left and right 
indentation, as well as the indentation of its first line (from the left edge 
of the paragraph). 

You can also specify line spacing. Auto is the preset value; it means 
that Word adjusts spacing between lines automatically. Use Space 
Before and Space After to insert extra space before or after the 
paragraph. 

The buttons on the lower left specify the alignment of the paragraph on 
the page (flush left, flush right, or center), and the boxes in the lower 
right can be used to ensure that certain paragraphs or lines are kept on 
the same page. 

Notice that the entry in the Space After box is "1 li". This means that 
Word will insert one blank line after the paragraph. You'll change this 
value to 0 now. 
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./Underline 
IDrnQODm~ 

"!iUllc!lcrl!!ll 
Small Caps 
Superscript 
Subscript 

Formats... XD 

Saving Otten 

Open ... 
Close 

XN 
xo 
XUJ 

Saue As ... 
Page Setup ... 
Print... XP 
Print Merge .. . 
Printer Setup .. . 
Quit XQ 

Select the text in the Space After box by dragging across it. 
Then type "0 li". When you are done, click OK. 

You are now ready to type in data for the table. The·headings for ·the 
table are underlined, but you don't want the data for your table to be 
underlined. When you insert text, Word formats the new text exactly 
like the text immediately preceding the insertion point, so you'll need to 
specify plain text formatting before typing the rest of the table. 

Choose Plain Text from the Character menu and press Return. 
Then enter the following text for the body of the table, being 
sure to press Tab before each entry, and Return at the end of 
each line: 

Dried frozen tofu 
FISh 
Chicken 
Beef 
Tofu 

53 
22 
21 
20 

8 

Your table should now look like this: 

The quantity of protein found in a food is usually measured in terms of the 
percentage of the weight of a food that is protein. Figure 2 lists several 
foods and their percent protein by weight. 

I 

Food 
Dried frozen tofu 
Fish 
Chicken 
Beer 
Tofu 

Figure 2 

:t Protein 
53 
22 
2 1 
20 
a 

When evaluating the value or a food as a protein source, it is important to 
consider not only the qu.?ntit.y or protein in that food, .but also the •Jll.~lit.y 

of the protein provided. 

Before going any further, you'll save the changes you've made so far. 

Choose Save from the File menu. 

It's a good idea to save your documents often. This way you won't 
lose very much work if the power goes off unexpectedly (or when your 
roommate trips over the power cord). 
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Using 
the Glossary 

Undo Copy XZ 

Cut 
Copy 
Peste 

XH 
XC 
x u 

Clear XB 
Show Clipboard 
Sholl• Glossary ~ 

Show Ruler XR 
Show <n XY 
Preferences ... 

Read over the next paragraph. When you are done, set the 
insertion point at the end of that paragraph (after the word 
"provided."), and type "Net Protein Utilization (NPU)". 

Word has a glossary feature which allows you to store frequently used 
text for easy retrieval. Because you'll be typing the phrase "Net Protein 
Utilization" quite often, it would be a good idea to store that phrase in 
the glossary. 

Select the text "Net Protein Utilization" (by clicking and 
dragging across it). Then choose Copy from the Edit menu. 

This stores the text on the Clipboard. Now, all you need to do is paste 
it into the glossary. 

Choose Show Glossary from the Edit menu. 

This activates the glossary window. 

C Nome in Glossary: poge 
~ 11 footnote 

When evaluati 
consider not o 
of the protein 

Soybeans are 
and quality of brcram'rt!1r<!t:"lres1rrts"-rrtltrTr.:tm~n:=t;rnti:m:t:ron==.l 

e quantity 

The protein found in tofu is a good complement for that found in many grain 
products. Tofu contains an abundance of lysine, an essential amino acid that 
many grain products lack.. As a result, tofu can be used as a protein booster 
by combining it with grain products, thus yielding a meal with a higher 
amount of usable protein than could be obtained by eating either of the 
roods separately. · 

The current glossary entries are displayed on the right side of the 
window. The words "page" and "footnote" appear because page and 
footnote are predefined glossary entries. To define a new entry, you 
must type in a name and paste in the text. 

Type "NPU" (for Net Protein Uilization). 

This is your entry name. From now on, you'll be able to type this 
name in your document, and then use the glossary to expand it into the 
full phrase. 
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Using a 
Glossary Entry 

Adding Another 
Table 

Choose Paste from the Edit menu. 

This completes the entry. 

Close the glossary window by clicking in its close box or 
choosing Close from the File menu. 

Select the insertion point to be after "(NPU)", then type: 

is the measure usually used to compare the quality of protein found 
in different foods. NPU 

Hold down the Command key and press Backspace. 

Fish 
Chicken 
Beef 
Tofu 

22 
2 I 
20 
~ 

When evaluating the value of a food as a protein source, it is important to 
consider not only the qu.~ntity of protein in that food, but also the qu.~Jity 
of the protein provided. Net Protein Utilization (NPU) is the measure usually 
used to compare the quality of protein found in different foods. Net Protein 
Utilization! 

Soybeans are a very good protein source, as measured by both the quantity 
and quality of protein that results from soybean production. 

The protein found in tofu is a good complement for that found in many grain 
products. Tofu contains an abundance or lysine, an essential amino acid that 
many grain products lack. As a result, tofu can be used as a protein booster 
by combining it with products, thus yielding a meal with a higher 

Presto! "NPU" expands into "Net Protein Utilization". 

Type in the remainder of the paragraph. Don't forget to use 
the glossary expansion for "Net Protein Utilization". 

depends on a food's digestibility and the degree to which the eight 
essential amino acids making up the protein match the pattern 
required by the body. The table below lists the NPU 
(Command-Backspace) of several different foods. 

You are now ready to type in the third figure for your paper. (The chart 
at the beginning and the table you inserted were the first two.) This will 
be a table very similar to the last one, but the steps are listed in case you 
have forgotten. The insertion point should be after the word "foods.". 
Set it there if it is not already. 
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Press Return. 

Word inserts a blank line, and you are ready to type the table heading. 

Choose Bold from the Character menu, and then type 
"Figure 3". 

Next, format it correctly. 

Choose Centered from the Paragraph menu, then press 
Return. 

You're ready to type in the table, but first you must format it correctly. 

Choose Left and then Tabs ... from the Paragraph menu. 

You'll set tabs for the table. 

Set two tab stops. One with left alignment at 1 inch and one 
with decimal alignment at 4 inches by clicking the correct 
alignment buttons, and then clicking at the appropriate spots 
on the ruler. When you are finished, click OK. 

Press Tab, then choose Underline from the Character menu. 

Type "Food", press Tab, and finally type "NPU (%}". 

You'll change formats so that there is no blank line between 
paragraphs. 

Choose Formats ... from the Paragraph menu. 

A dialog box appears. 

Change the value for Space After to "0 li". When you are 
finished, click OK. 

Now you '11 type in the NPU data. 

Choose Plain Text from the Character menu and press Return. 
Then type in the following text for the body of the table. 
(Don't forget to press Tab after each entry, and Return at the 
end of each line.) 

Fish 
Beef and hamburger 
Tofu 
Chicken 

80 
67 
65 
65 
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used to compare the quality of protein found in different foods. Net Protein 
Utilization depends on a food's digestibility and the degree to which the eight 
essential amino acids making up the protein match the pattern required by 
the body. The table below lists the Net Protein Utilization of several 
different foods. 

Figure 3 

~ 
Fish 
Beef and hamburger 
Tofu 
Chicken 

~(~)_ 
ao 
67 
65 
65 

Soybeans are a very good protein source, as measured by both the quantity 
and quality of protein that results from soybean production. 

The protein found In tofu is a good complement for that found in many grain 

Before going on, remember to save the changes that you've made so 
far. 

Choose Save from the File menu. 

The paper would read better if the next paragraph came before the two 
tables that you just inserted. Word's selection bar and its special 
conventions for moving and copying text with the mouse make moving 
paragraphs easy. To move blocks of text with the mouse, just select the 
text that you want to move, use the mouse to position the I-bar where 
you want to move the text, and, while holding down the Shift and 
Option keys, press the mouse button. 

Use the mouse to move the pointer into the selection bar 
anywhere to the left of the paragraph starting with "Soybeans 
are a very good ... ". Then double click. 
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used to compare the quality of protein found in different foods. Net Protein 
Utilization depends on a food's digestibility and the degree to which the eight 
essential amino acids making up the protein match the pattern required by 
the body. The table below lists the Net Protein Utilization of several 
different foods . 

Food 
Fish 
Beef and hamburger 
Tofu 
Chicken 

Figure 3 

NPU (~)-
80 
67 
65 
65 

The paragraph is selected and should be highlighted. When the pointer 
is positioned in the selection bar, double-clicking selects the entire 
paragraph. 

Now you'll move the I-bar to the position where you would like to 
move the selected text. 

Click in the grey bar above the scroll box until the chart 
appears on the screen. 

The paragraph starting with "The quantity of protein found ... " should 
be right below the chart. 

Position the 1-bar directly before the "T" at the beginning of 
the paragraph starting with "The quantity of protein ... " and, 
while holding down the Shift and Option keys, press the 
mouse button. 
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The selected text moves into position just below the chart. 

Note that if you accidentally clicked before holding down the Shift and 
Option keys, you will have deselected the text that you wanted to move. 
Use the scroll bar to move the paragraph starting with "Soybeans are a 
very good ... " into view, reselect it, and try again. 

You've moved backward a few screenfuls, so you'll have to catch up. 

Reading as you go, scroll through the document until you 
come to the boldface header for the next section. The title of 
the next section is "The History and Culture of Tofu". 

Read the first several paragraphs of this section, stopping 
after the paragraph beginning with "Indeed, this is only 
one ... ". 

You want to include a footnote to cite the source that you used for this 
information. 

Use the mouse to position the 1-bar at the end of the paragraph 
(after the word "together."), and click. 

Choose Footnote ... from the Document menu. 
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Indeed, this is only one of many Japanese proverbs centering around tofu. 
For instance, when a Japanese person wants to tell someone to ·get lost" he 
may say, "Go bump your head against a corner of a cake of tofu and drop 
dead." Or when speaking of something as being hopeless, he might say, "It's 
as futile as trying to clamp two pieces of tofu together.'! 

In the United States, tofu is generally purchased at the supermarket, and 
only rarely bought from a specialty tofu shop or at home. This is a 

A dialog box appears, asking if you would like an Auto-numbered 
Reference, or a Footnote Reference Mark. 

If you choose Auto-numbered Reference, Word will number your 
footnotes for you. If you add or delete footnotes, Auto-numbering will 
also renumber. Alternatively, you can specify a Footnote Reference 
Mark (the Footnote Reference Mark appears in your document text to 
indicate the corresponding footnote text). A Footnote Reference Mark 
can be a letter, a number, or a phrase up to 10 characters long. For this 
paper, you want an Auto-numbered Reference. 

Click OK. 

Word places a "2" in your document, divides the screen in two, and 
also places a "2" in the lower window. The top window contains your 
document. The bottom window is the footnote window, the place 
where you insert your footnote text. A "2" has been inserted because 
this is this document's second footnote (you may have seen the first on 
the previous screen). The reference for this footnote is the same as that 
for the last footnote, so you only have to type the author's name and the 
page number. 

Type "Shurtleff, p. 95.". 

Because this footnote is a reference in a paper, you need to indent the 
first line of the reference. 
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may say, "Go bump your head against a corner of a cake of tofu and drop 
dead." Or when speaking of something as being hopeless, he might say, "It's 
as futile as trying to clamp two pieces of tofu together."2 

In the United States, tofu is generally purchased at the supermarket, and 
only rarely bought from a specialty tofu shop or prepared at home. This is a 
shame, however, because the traditional tofu maker adds color and variety 
to the Japanese community. As Shurtleff says in Tllt?ffi:><.,J.: of Ji.?fll, "[The 
tofu maker is] precise and graceful, joined in an effortless rhythm that, at , 
times, [flows! like a dance." Tofu making is an art, and tofu makers are very ; 
careful to keep secret methods from slipping into a competitor's hands. In 
fact, traditional tofu masters have a that there are two that 

2Shurtleff, p. 95l 
<> 

Choose Formats ... from the Paragraph menu. 

A dialog box appears. 

Double-click in the box labeled First Line, and type ".5". Then 
click OK. 

The first line of your footnote "paragraph" is now indented 0.5 inch. 

Look at the black line that divides the main text of your document from 
the footnote window. 
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Using 
Running Heads 

Split Windows 

may say, "Go bump your head against a corner of a cake of tofu and drop 
dead: Or When speaking of something as being hopeless, he might say, "It's 
as futile as trying to clamp two pieces of tofu together."2 

In the United States, tofu is generally purchased at the supermarket, and 
only rarely bought from a specialty tofu shop or prepared at home. This is a 
shame, however, because t,tle traditional tofu maker adds color and variety 
to the Japanese community. As Shurtleff says in T!Jt? .B.:>t,.A: ,,/Tofu, "[The 
tofu maker is] precise and graceful, joined in an effortless rhythm that, at 
times, [flows] like a dance: Tofu making is an art, and tofu makers are very 
careful to keep secret methods from slipping into a competitor's hands. In 
fact, traditional tofu masters have a saying that there are two thl that 

2Shurtleff, p. 95. 
<> 

The small black box in the scroll box is called the split bar. You can 
close the footnote window by dragging the split bar off the screen 
(more on using multiple windows later). 

Close the footnote window by dragging .the.split bar .to .the 
bottom of the screen. 

The footnote window disappears. 

Read the rest of the text on the screen, then scroll to see the 
next screen. 

A running head is a block of text that appears on every page of the 
division (more on divisions later). Next, you'll create a running head 
so that your name and the page number appear at the bottom of each 
page. You can define a running head anywhere in the document, but it 
will not appear on any pages coming before the definition of the 
running head. Because you want your name and the page number to 
appear on each page, you must put your running head at the beginning 
of the document. If you defined the running head where you are 
working now, it would not appear on the first few pages of the 
document. 

So that you don't lose your place when you insert the running head at 
the beginning of the document, you can use another of Word's features: 
split windows. With split windows, you can look at two parts of the 
document at the same time. This becomes useful when you are 
working at one location in the document and you need to briefly edit 
another without losing your place. 
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Defining a 
Running Head 

You'd also use split windows to quickly get information from one part 
of the document to insert in another. For example, you might want to 
look up the information about one of your sources in the bibliography 
while you were making a footnote citation. 

Look closely at the scroll bar at the right edge of the screen. The small 
black box at the top is called the split bar. (You may remember 
seeing it when you were working with footnotes .) 

Character Paragraph Document 
Tofu Poper 

~ outstanding nutrition to bring pleasure and ~~ 

~~~~ It ~~~~~$ • • • ••••• •• H .11 
Bibliography 1/1/// 

~(:robJ{?tJ<:: L':i.?<.?1".i.ng Edinburgh & London: Albyn 

Tt?m~.!J.. & Ot.!Jt?.r .Si.?y .Dt?Jig.!Jts. Emmaus, 
: Rodale Press, 19~4 . 

Drag the split bar approximately halfway down the scroll bar. 
Then release the mouse button. 

You now have two windows with -the-same file-in them- two-v-iews-of 
the same document. Both windows really do contain the same file; if 
you make changes in one window, they will appear in the other. Notice 
that both windows contain scroll boxes along the right edge of the 
window. 

Drag the scroll box for the bottom window up as far as 
possible. 

Notice that although you've moved to the beginning of the document in 
the lower window, the text in the top window doesn't move. 

You are now ready to type the text of your running head. 

Use the mouse to position the 1-bar underneath the title of the 
paper, "The Wonderful World of Tofu", and press the mouse 
button to set the insertion point. 
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Using the Page 
Glossary Entry 

Type your name. 

cultural value combine with outstanding nutrition to -bring pleasure and 
protein to all those whose table it graces. 

Bibliography 

Introduction 

Tofu is a food made from soybeans. Although not very popular in the United 
States (outside of California, anyway), it is very popular in the Far East. In 
Japan, for example, there are seven varieties of tofu that are widely used, 

The text that you type will be in boldface. Whenever you insert text, it 
is formatted the same way as the text immediately preceding it. 

Type": The Wonderful World of Tofu". 

You would like the page number to appear to the right of your name. 
The easiest way to insert a space between your name and the page 
number is to set a tab stop. 

Set a tab stop at the 5-inch mark by cho.asing Iabs ... .fr.o.m .the 
Paragraph menu, and typing "5". When you are finished, click 
OK. 

Press Tab. 

Remember that one of the predefined glossary entries was named page. 
You can insert the page number into your running head by expanding 
the page glossary entry. 

You use the page glossary entry as you would any other. First you 
type the name of the entry, and then you expand it. The actual page 
number will not appear until you print the document, but Word places 
the glossary name in parentheses so that you will know that it's an 
expanded glossary entry. 

Type "page", then expand the glossary entry by holding down 
the Command key and pressing Backspace. 
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cultural value combine with outstanding nutrition to bring pleasure and 
protein to all those whose table it graces. 

Bibliography 

The Wonderful World of Tofu 
William J- Berner: The Wonderful World of Tofu 

Introduction 

{page~ 

Tofu is a food made !rom soybeans. Although not very popular in the United 
States (outside of California, anyway), it is very popular In the Far East. In 
Japan, !or example, there are seven varieties of tofu that are widely used, 

"Page" appears as "(page)". 

For the running head, you would like to have the text appear with plain 
character formatting. 

Use the mouse to position the pointer in the selection bar to 
the lett of your name, and press the mouse button. 

The entire line is now selected, and should be highlighted. If it is not, 
the pointer was probably not positioned directly to the left of your 
name. Try again. 

You would now like to format the paragraph as plain text. 

Choose Plain Text from the Character menu. 

Finally, you need to specify that this text is a running head so that it will 
appear on every page in the division (divisions will be explained more 
fully later). 

Choose Running Head ... from the Document menu. 

A dialog box appears. 
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cultural value combine with outstanding nutrition to bring pleasure and 
protein to all those Whose table it graces. 

Running Head 

Occurs on 
181 Odd Pages 
181 Euen Pages 
0 First Page 

London: Albyn 

Wilham J Bo?rner The Wonderful World of Tofu (page) 

Introduction 

Tofu is a food made from soybeans. Although not very popular in the United 
States (outside of california, anyway), it Is very popular in the Far East. In 
Japan, for example, there are seven varieties of tofu that are widely used, 

Here you can specify on which pages the running head is to appear 
(odd, even, and the first page) and whether it will appear at the top or 
the bottom of the page. The default is to have the running head appear 
on both odd and even pages, but not on the first page, and to have it 
positioned at the top of the page. You would like the running head to 
be at the bottom of the page. 

Click the button labeled "Bottom", then click OK. 

A "«" appears in the left margin to mark a running head. Remember 
that you can place the text for a running head anywhere in a document, 
but it will only appear on pages after its definition. 
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Using 
Divisions 

Footnote... XE 
Running Heed ... 

Re inote 3€J 

cultural value combine with outstanding nutrition to bring pleasure and 
protein to all those whose table it graces. 

Bibliography 

Wtlham J Berner Tile Wondo;.rful Vvorld of Tofu (page) 

Tofu is a !<XXI made from soybeans. Although not very popular in the United I ~ 
States (outside or California, anyway), it is very popular In the Far East. In · 
Japan, for example, there are seven varieties or tofu that are widely used, 

A document can be divided into different sections or divisions so that 
you can format them differently. 

Different divisions can have unique running heads, as well as different 
styles of page numbering. In a longer manuscript (such as a thesis or a 
book), there may be many divisions with similar running heads, 
although the text of the running heads will not be the same for all 
divisions. For example, the running head for a chapter might be the 
chapter's title, so each chapter would have to be a separate division. 
There may also be sections (such as a preface or an appendix) in which 
you want to use a different style of numbering entirely (perhaps Roman 
numerals rather than Arabic ones). 

You'll create a title page, and you'd like it to be in its own division. 

Click after the word "Tofu" in the title. 

Hold down the Command key and press Enter. 

A double line appears at the border between two divisions. 

You can change the format of a eli vision with the Division Layout 
command. 

Click anywhere below the double line (the division line), then 
choose Division Layout... from the -Document menu. 

A dialog box appears. 
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Breok------. 
0 Continuous 
0 Column 
®Poge 
0 0dd 
O Euen 

Poge Number Formot 
@Numeric 
0 Rom on (upper) 
0 Romon (lower) 
0 Rlphobetic (upper) 
0 Alphobetic (lower) 

K OK ~D 
Concel J 

Footnotes Rppeor 
® On Some Poge 
0 At End of Dluision 

0 Auto Poge Numbering: Running Heod Position: 

From Top: ~~Iii I 
From left: 7.25" 

Stort Page Numbers Rt: c::=J 

From Top: 'I 0-.7-5-. --, 

From Bottom: I 0.75" 

Number of Columns: l1 
Column Spocing: ~~ 0=.5=.==9 

Here is an overview of the division settings: 

Break. This changes the way that page breaks occur when you start a 
new division. You can have the old division format continue until the 
next page (continuous), the old division format continue until the next 
column (for multicolurnn documents), a new page start with the new 
division (this is the preset value), or you can have the new division start 
on the next even- or odd-numbered page. 

Page Number Format. You can have page numbers appear as 
Arabic numerals (1, 2, 3, .. . ),upper-case Roman numerals (I, II, 
ITI, ... ),lower-case Roman numerals (i, ii, iii, ... ),or letters (lower 
case- a, b, c, ... , or upper case-A, B, C, ... ). 

Footnotes Appear. Footnotes can appear at the bottom of the page, 
or at the end of the division. 

Auto Page Numbering. You can have Word number your pages 
automatically. You specify the position at which the page numbers will 
appear, as well as the number that begins the sequence. 

Running Head Position. You specify a distance from the top or 
bottom of the page, depending on whether the running head is a header 
or a footer (appears at the top or bottom of the page, respectively). 

Number of Columns. You can make a division multi-columned. 
Note that when you do this, you'll see only one long continuous 
column. You must print the document to see how it actually looks. 
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You'll tell Word to number your division starting from 1. This way, 
page numbering will not include the title page. 

Click inside the box labeled Start Page Numbers At, then type 
"1 ". Finally, click OK. 

However, remember that Word will not print the running head on the 
first page of the division. 

Now you'll add the course number and title to the title page. 

Click after the word "Tofu" in the title, press Return, and type 
your name. 

Press Return, and type in the following two lines to complete 
the title page: 

Anthropology 136 
Food and Culture 

cultural value combine with outstanding nutrition to bring pleasure and 
protein to all those whose table it graces. 

Bibliography 

The Wonderful World of Tofu 
William J- Berner 

Anthropology 136 
Food and Culture 

1::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: __ 

To make the title stand out from the rest of the text on the page, you can 
insert some extra space after the paragraph containing the title. 

Click anywhere inside the line "The Wonderful World of Tofu" 
in the title page division ·and -choose Formats .•. from :the 
Paragraph menu. 

A dialog box appears. 

Set the values of Space Before and Space After to "10 li". 
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Printing 

New XN 
Open ... xo 
Close xw 
Soue xs 
Seue Rs ... 

Print Merg .. . 
Printer Setup .. . 
Quit XQ 

Quitting 

New 
Open ..• 
Close 

XN 
xo 
xw 

Soue XS 
Soue Rs ... 
Poge Setup .. . 
Print... X P 
Print Merge •.. 
Printer Setup ... 
Quit ,.~:Q 

When you are done, click OK. 

Remove the second window by dragging the split bar to the 
bottom of the screen. 

Your revision is now complete. All you need to do is print out the 
document. 

Choose Print... from the File menu. 

You are presented with the standard Print dialog box, which allows you 
to specify the printing quality (High, Standard, or Draft), the page 
range, the number of copies, and whether you have continuous-feed 
paper or single sheets. 

None of the settings need to be changed for your document. 

Click OK. 

When you are done printing, you'll return to the desktop. 

If the document doesn't print, your disk may be too full; remove some 
documents from your disk and try again. 

Choose Quit from the File menu. 

You will be asked if you would like to save any changes you have 
made. You certainly want to do that! 

Click Yes. 

You'll also be asked for the name of a document to save the current 
glossary in. You'll save the changes you've made in the Standard 
Glossary. 

Click Save to save your changes in the Standard Glossary. 

Your Word document closes, and you're back at the Macintosh 
desktop. 
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Review 

-

-

What To Turn In 

-

-
-

In this module, you've learned: 

• How to select text by dragging across small blocks of text, clicking 
in the selection bar to select lines, and double-clicking in the 
selection bar to select paragraphs 

• How to replace text by selecting it and typing 

• How to define tab stops using the Tabs ... command 

• How to format paragraphs to include blank lines before or after the 
paragraph 

• How to define and use Glossary entries to store and retrieve 
frequently-used blocks of text 

• How to defme running heads to display the same text and the page 
number on every page of the document 

• How to use footnotes 

• How to create and format Divisions using the Division Layout.. . 
command 

Turn in a copy of your revised Tofu Paper document. 
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Advanced 
Microsoft Word 



The Task Imagine that you're a student looking for a job (not too difficult, is it?). 
You've prepared a standard resume and cover letter.to.s.end.to.a number 
of prospective employers. To make the best possible impression, 
you'd like to tailor each letter to the specific employer and type of 
position. But you'd rather not have to retype the bulk of the letter again 
and again for each employer. 

Fortunately, using Microsoft Word's print merge capability, you can 
create "customized form letters" for each person on your list. 

To do this, you'll modify your original cover letter and resume -so -that 
they can be easily customized. The resulting document is called the 
main document and contains the basic form of your letter, along with 
instructions on how to customize each individual letter. 

Next you'll create a list of the names and addresses of those who you 
want to receive the document, and the unique elements that will 
customize each letter. This list is called the merge document, 
because it contains the special information that merges with the main 
document to create the customized letters. 

Finally, you'll merge print the customized letter. For each employer 
listed in your merge document, Microsoft Word will create a 
customized letter by customizing the main document letter with the 
information that you entered in your merge document. The result will 
be letters that are similar-but personalized. Examples are shown on 
the next few pages. 
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Merge and Main Documents -
header Name, - reco rd - -

«Name .. field 

~ data Dave, 
record 

Cindy, 

-
Bill, -

Main Document ' Merge Document 

- I 
- I 

Dave, --Cindy, -
Bill, 

- - -
--

Customized Documents 

-
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jeDDiler Gaetz 

352 Melton Way 
Palo Alto# California 9430 1 
(415) 898-0725 

To obtain a position as a soybean processor 'With a leading 
soy -food manufacturer. 

stanford University# Stanford. California. 
B.A.S. degr~ in Science and Slavic Languages# with a 
concentration in alternative food tecllnologies. Extensive 
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Getting Started 

Resume Cover Letter 

Creating the Main 
Document 

Creating 
Merge Fields 

Complete the Introduction to Microsoft Word module. 

Many of the concepts explained in the introductory module will be 
necessary to complete this one. Make sure that you've completed this 
module and understand the basics of Microsoft Word. 

Turn on the Macintosh and insert your Microsoft Word 
disk-label side up and metal end first-into the built-in disk 
drive. 

You'll soon see the Macintosh desktop with the icon of your Word disk 
in the upper right-hand corner. 

In this module, you'll need to use the Cover Letter and Resume 
documents that have been created and stored on the Approaching 
Macintosh Documents Disk. You will need to copy the Cover Letter 
and Resume documents onto your Word disk. 

Copy the Cover Letter and Resume documents to the Word 
disk. 

If you are unsure of how to do this, please see the Introduction to 
Macintosh module. 

Now you'll open Cover Letter by double-clicking on the Cover Letter 
icon. Note that opening the Cover Letter document will automatically 
open Microsoft Word. 

Double-click on the Cover Letter document on the Word disk 
to open the document. 

Your first step is to convert your standard cover letter into the main 
document used to generate the customized letters. To do this, you'll 
replace the employer-specific parts of the letter with merge fields. 
Merge fields mark the position where Microsoft Word will insert the 
special information for each customized letter. 

For example, since the name and address for each letter is obviously 
different, you create merge fields to tell Word to look for a different 
employer name, street address, city, state, and ZIP code for each letter 
and to insert them in the appropriate positions when the letter is printed. 

To create a merge field, you first think of a name for it. Then you type 
the name, enclosing it in special characters,"«" and"»", which tell 
Word that the enclosed text is a field. Note that these are not doubled 
less than and greater than signs, but special characters that you type in 
a special way: 
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Merge Instructions 

Using the DATA 
Instruction 

• To get the "«", hold down the Option key and press the backslash 
(\)key located just below the Backspace key. 

• To get the"»", hold down the Shift and Option keys and press 
the backslash (\) key. 

Make sure that you understand how to type these characters before 
continuing. 

When you "merge print" copies of the main document, Word stops at 
each merge field and looks in the merge document to fmd the 
information that should be inserted at that position. 

Aside from the merge fields, you can also place instructions in your 
main document to tell Microsoft Word what you want to do. 

The DATA instruction must be the first instruction in the main 
document (it doesn't have to be the first word in your document, but it 
must come before any other instructions or fields). The DATA 
instruction tells Word the name of the merge document that contains the 
customized information that will be used in this document. 

When you create your merge document later in this module, you'll call 
it "Cover Letter Data". 

Use the mouse to move the 1-bar to the beginning of the first 
line of the document, and click to set the insertion point. 

Note that if you move the pointer too far to the left (inside the selection 
bar), you'll select the entire line rather than set the insertion point. If 
this happens, move the pointer slightly to the right, and click again to 
set the insertion point. 

Type «DATA Cover Letter Data)), 

Remember: 

• To get the"«", hold down the Option key and press the backslash 
(\) key located just below the backspace key. 

• To get the"»", hold down the Shift and Option keys and press 
the backslash (\) key. 
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Ptrsonntl Dirtc.tor 
Consolidolod Gr out 
778 \(olton Avonuo 
Son Fr onclsco, CA 94555 

Dur Hs . 'o'hito: 

Novombtr II , 1985 

In Junt of this yt~r I 'W'ill bt gr~du~ting from Sbnfor d Univtr sity W'ith ~ B~chtlor 's dtgrtt in 
Scttnc:t ~nd Sl~vic L~ngu~9•s, and I .am intt r ts tt d tn obt.a inin9 .a position -with your firm u .a 
ttchnicbn .at \j OUr S.an Fr.ancisco f.ac ility . 

Evor slnco mv urlv childhood I hovo b .. n fuclnotod bV tho grout lndus trv and hovo r ocognlzod 
Consolid.attd Gr out .as .a lt.adt r in th.at industrv . In .addit ion, my courst wor k in Scitnct hu 
glvon m• o gr ut d .. I of oxpor lonco In loborotor v sottlngs . 

You have now told Word that you'll be merging parts of the document 
"Cover Letter Data" with this document. Note that it's not necessary to 
type the instructions in capital letters, but it does make them easier to 
recognize. 

The first thing you'll do is delete the employer name and address in this 
letter, and define appropriate merge fields to replace them. 

Select the entire name and address by dragging through it. 
See the example below if this is unclear. 

The entire area should be highlighted. Be sure not to select the blank 
line after the address, or it will be more difficult for you to do what 
comes next. 
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• File Edit Search ·Charac·ter ·Paragraph Do 

= «DATA Cover Letter Data» 

Ms. Vana White 
Personnel Director 
Consolidated Grout 
778 Walton Avenue 
San Francisco CA 94555 

Dear Ms. White : 

Couer Letter 

352 Melton Way 
Palo Alto, Californ 

November 11 , 1 98 

In June of this year I will.be graduating .fr.om .Stanfor.d .Uni¥ersity w.ith .a .B. 
Science and Slavic Lanouaoes . and I am intPrPd"ti in nht .:.ininn "' nne;+;"" ,,,. 

Press Backspace to delete the selection. 

You can now create merge fields for the employer's name and address. 

Creating Fields in Main Documents 

Ms. V ana White 
Personnel Director 
Consolidated Grout 
778 Walton Avenue 
San Francisco, CA 94555 

+- the original address 

fields created from 
the original address ... 

«Contact Title»«Contact First>>«Contact Last» 
«Contact Position» 
«Company Name» 
«Company Street» 
«Company City»«Company State»«Company ZIP» 

First, you'll create fields for the name of the contact person who will 
receive your letter. 

Type "«Contact Title» «Contact First» «Contact Lash>". 

By replacing "Ms. V ana White" with the fields Contact Title, Contact 
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Using the SET 
Instruction 

First, and Contact Last, you tell Word to fmd the title, first name, and 
last name of the addressee for each letter in the "Cover Letter Data" 
document. This way, you can just as easily write to a "Mr. Alex 
Travech" as a "Ms. Carol Merrill". 

Now you'll replace the contact's position and the company name and 
address with appropriate fields. 

Press Return. Then type the following four lines: 

«Contact Position» 
«Company Name,, 
«Company Street,, 
«Company City», «Company State ,, «Company ZIP» 

Press Return after the last line to insert a blank line. 

Your document should now look like this: 

a File Edit Search Character Paragraph Do 

D Couer Letter 

= « DATA Cover Letter Data» 

«Contact Title» «Contact First» «Contact Last>> 
«Contact Position» 
«Company Name» 
«Company Street» 
«Company City» 1 «Company State» «Company ZIP» 

I 
Dear Ms. White : 

352 Melton 'vi ay 
Palo Alto 1 Californ 

November 11 1 198 

In June of this year I will be graduating from Stanford University with a B 
Science and Slavic Lanouaoes _ and I am interested in obtainino a oosition w 

You should now begin to see the form that the main document will take. 
Before continuing, try to think of what other merge fields you will need 
to defme before your letter will be complete. 

Each time you print a batch of customized letters, you'd like to have 
Word ask you for the current date and use that date in every letter 
printed. The SET instruction allows you to set the contents of any 
field, in this case the date field, equal for all documents printed at that 
time. You can also use the SET instruction to have Word ask you, 
when you are print merging, for the value you'd like to use. 
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To use the SET instruction, you first defme the field that you would like 
to set. Then, you insert the SET instruction itself, which has three 
parts: 

• First, you type "SET' to tell Word that you'll be setting the value 
of a field for all documents. 

• Second, you type the name of the field that you'd like to set. 

• Finally, you type an equal sign(=) followed by either a value for 
Word to assign, or a question for Word to ask you before printing. 

If you know the value that you would like to assign to a field when you 
are creating the main document, then use that value. If, on the other 
hand, you are uncertain of the value that you'd like assigned to the 
field, you can have Word ask you for it when you do the actual 
printing. 

To use a value, you simply type it in after the"=" sign. But if you want 
to have Word present you with a question, or prompt, then first type a 
question mark (?) and then the prompt that you would like. For 
example: 

?What is the date? 

The first question mark tells Word that what follows is a prompt, and 
"What is the date?'' is the prompt V.Tord will show before printing. 

You'll create a field for the date now, and then use the SET instruction 
to have Word ask you for the date before printing. 

In the main document, select the date by dragging across it. 
Be sure not to include the blank line after the date in the 
selection. Then type "((Date))" to replace it. 

The Date field is now created. Next, you'll type the SET command. 

Now use the mouse to position the 1-bar at the beginning of 
the line with the «Date)) field in it, and click to set the·inse.r.tian 
point. 

Type "((SET Date= ?What Is the Date?))", 
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• File Edit Seorch -Choroc-ter -P-orogroph Do 

D Couer Letter ~ 

= « DATA Cov~r L~H~r Data» 

«SET Dat~ = ?What is th~ Dat~? >~ 

«Contact Titl~» «Contact First» «Contact Lash> 
«Contact Position» 
«Company Nam~» 
«Company Stre~t » 
«Company City» 1 « Company State» «Company ZIP» 

D~ar Ms. White: 

352 M~ lton Way 
Palo Alto 1 Californ 

«Dat~» 

In June of this y ~ar I will b~ graduating from Stanford Univ~rsity -with ~ :B 
Sci~.>nce and Slavic Lanouaoes . and I am int~r~sted in obtainino a oosition w 

Note that the SET instruction can be placed anywhere on the page, 
because it will not be printed. The Date field, however, must be 
placed where you want it to be printed-in this case, underneath 
the return address. 

Next, you'll change the greeting. 

Select "Ms. White" from the greeting, then type "«Contact 
Title, «Contact Last,". 

If you accidentally deleted the colon (:),type another. 

Read over the first paragraph. 

In this letter, you are applying to be a technician, but this may be 
different, depending on the company you're contacting. You should 
create a field to store the title of the position you're applying for. 

Select "technician", then type "<<Position••". 

Now you can apply for any job you'd like, and your letter will always 
be accurate. 

You '11 also replace "San Francisco" with the field ·«Company ·City». 

Select "San Francisco" and type "«Company City, " to replace 
it. 
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«Conhct Titlt» «Conhct Firsh> «Conhct Luh> 
«Conhct Position» 
«Comp~nv N.1mt» 
«Compani,J Strtth> 
«Comp.Jny Cit~,J», «Company Shh» «Company ZIP» 

Our «Cor.hct T1tlt» «Conhet Luh> : 

In Junt of this ~tar I ..,;n bt 9roduatin9 from Stanford Univtrsit~ "'ith a Bachtlor's dt9rtt in 
Scitnct and Slavic Lan9Ua9tS, and I am inttruttd in obtainin9 a position "'ith ~our firm as a 
«Position» at ~our <<Compan~ Cit~>~ facilit~ . 

Evtr s inct mv f.JYli.J childhood I havt bttn fo~sein.Jttd by tht grout industri.J .Jnd h.Jvt rtcogniztd 
Consolid.Jttd Grout as a ludtr in that industry . In addition, my courst 'W'ork in Scitnct hu 
givtn mt .1 grt.Jt dul of t><ptritnct in bboratory stttings. 

Read over the next paragraph. 

Can you see what text needs to be changed in this paragraph? If you 
apply to companies that make different products, you'll want to define .a 
field to replace "grout" in the first sentence. You'll do that now. 

Select "grout" and type "«Product))" to replace it. 

Certainly "Consolidated Grout" in this letter must be replaced by the 
field "Company Name". 

Select "Consolidated ·Grout", then type "«Company -Name))" ·to 
replace it. 
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Using Conditional 
Instructions 

«SET O~tt == ?'rt'hat is tht Ooitt?» 

«Conhct Titlt» «Contact first» «Conhet Luh> 
«Contact Posit ion» 
«Company Namt » 
«Company Str ttt » 
«Company City)) , «Company S btt» « Comp.11ny ZIP» 

Our «Conbct Titlt» «Conhct Lub> : 

In J\lnt of \his ~urI viii bt grodua\ing from St.nford Univtrsit~ vi\h a Bachtlor 's dtgr .. in 
Scitnet and Silvie L<~nguagu, and I am inttrtshd in obhining a pos ition with your f irm as a 
« Position» a\ ~our «Compan~ C it~ >> facili\~ . 

Evtr sinct m~ url~ childhood I hovo b•• n fascinattd b~ \ht <<Product» indus\r~ and hav. 
r tcogniud «Compan!J Namt>~ as a ludtr in t hat tndustry . In addition, my courst ...-or k in 
Scitnct has givtn mt a grt at dul of txperitnct in liberator\) stttings. 

Read the sentence starting with "In addition, my course work 
in ... ". 

This sentence won't work with some of the letters you'll be sending. 
For some employers, you would like to stress your Science 
background. For others, you would rather emphasize your familiarity 
with Slavic languages. You can use the IF ... ELSE •.• ENDIF 
instruction to have Word insert one block of text if the job is technical, 
and a different block of text if it is not. 

The IF ... ELSE ... ENDIF instruction begins with a condition. In this 
case, the condition is "Is the job technical?" So the first portion of this 
conditional statement (the "IF' part) reads as follows: 

«IF Job Type = "technical"» 

After the "if' part, you insert the text that you would like to include if 
the condition is true. Next, you type the ELSE instruction: 

And then the text that Word should insert if the condition in the "if' part 
is false. In this case, you would type the text that you want Word to 
insert when you are applying for a job that is nontechnical. 

Finally, you type the «END IF» instruction to mark the end of the 
instruction. 
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A Conditional Statement (and what it means) 

_,..........- .. y-lt the job is technical, then print the following-
< .... ./ 

....,..,..,......,...__..,............ i. ........................... -.........__ 

<Z~I£:!ob Type="tech~In addition, my coursework in 

Scien~has givenme a great deal of experience in laboratory 

settings. (~~ELsE0My three years as head of the Stanford Slavic 

Languag~Sdc~~ has given me experience in managing 
~ ..... ,..,....--........ """""· 

interpersonal :realtionships.( «END IF») 
! """"' / ~-~f~-~ 

Or, if the job happens to be \. 
non-technical, print the following-~ 

"'""'-...""""-.. Continue printing 
the document. 

You'll enter the IF ... ELSE ... ENDIF instruction now. 

Use the mouse to set the insertion point between the second 
and third sentences in this paragraph (between the words 
"industry." and "In"), and type the following instruction: 

«IF Job Type="technical" .. 

Next, set the insertion point at the end of the paragraph (after 
the word "settings") and type: 

«ELSE .. My three years as head of the Stanford Slavic Languages 
Society has given me experience in managing interpersonal 
relationships.«ENDIF" 
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«SET D•lt = ?'w'h•l is lht D•tt?>> 

«Contact Titl@» «Cont:.ct Firs t » «Contact Lash> 
«Contact Position» 
«Company NamP» 
«Company Strttt>> 
«Company City», «Comp.lin\1 Shtt» «Compiny ZIP» 

Our «Conhct Titlt» «Conhct luh> : 

11"1 Junt of this ytar I 'W111 bt gro~duating fr om Stanfor d Univtrsity 'With a Bachtlor·s dtgrtt in 
Scitnet .and Slavic Languagu, .and I am inttruttd in obtaining a position vith your firm .as a 
«Position» at your «Company City» heHi ty. 

Evtr sinct m\) tarly childhood I havt bun f.aseinahd by tht « Pr oduct» indus try and havt 
rtto9niztd <<Comp•ny N•m•» u •l••dtr in th•t indust r y . <<IF Job Typt = "Ttchnic•l .. »ln 
iddition, miJ courst \fork in Scitnct has givtn mt a grtat dul of txptritnct in bboratoriJ 
nHings.«ELSE»M'J thru ytars as htad of th• Shhford Slavic Langu.ag•s Socittv hu: givtn mt 
txptritnct- in managin9 inttrptrson~l rtl~tionships .«ENOlf)) I 

Note that for every IF instruction, there need not be an ELSE, but there 
must be an END IF instruction. This allows you to have one block of 
text inserted if a certain condition is true, and nothing if it is false. 

Use the Scroll Bar to see the next paragraph. 

There are two more blocks of text that must be replaced with 
appropriate fields. 

Select "Consolidated ·Grout" ·and -type " <<Company Name, ", 
then select "technician" and type " «Position~>". 

Character Paragraph Document 

Couer Letter 

1a 1 relationships .« END IF» 

ackgr.ound in .S.cience and Sla:vic Languages pr.o:vi.des ml' w.iih 
e necessary to work as a « Company Name » « Pos ition». J 
•s additional details about my undergraduate work and 
I appreciate the opportunity to meet with you to discus s how 
I be consis tent with your needs. I will ca 11 you in the next 
you might hav e about my qualifications and hopefully at that 

Sincerely , 
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The INCLUDE 
Instruction 

The INCLUDE instruction is used to have the contents of another 
Word document merged with the main document when you are print 
merging. The INCLUDE instruction takes one argument, the name of 
the document to be merged. You'll use the INCLUDE instruction now 
to include a copy of your resume with each cover letter. 

The contents of the document specified in the INCLUDE instruction are 
inserted at the exact spot where the INCLUDE instruction appears. If 
you type the INCLUDE statement right at the end of your cover letter, 
your resume will start on the same page as the letter, and you'll 
probably remain unemployed. Instead, you can insert a page break 
before typing the INCLUDE statement, so your resume begins on a 
new page after the cover letter. 

Click to set the insertion point after the word "enclosure" (at 
the very end of the document). 

In Word, you insert a page break by holding down the Shift key and 
pressing the Enter key. You '11 do this now. 

Hold down the Shift key, and press Enter to insert a page 
break. 

Thank you for your eonsMtr ation. 

Sinctrtly 1 

Jtnnift r G.utz 

tne1osur t 

A page break is represented on the screen by a dotted line. 

Now you'll be sure that the resume will print on its own page. 

Click to set the insertion point below the dotted line, and type 
"«INCLUDE Resume))". 
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Editing Multiple 
Documents 

Saue 
Saue As ... 
Page Setup ... 
Print... XP 
Print Merge .. . 
Printer Setup .. . 
Quit XO 

The INCLUDE instruction always has the form «INCLUDE Name». It 
inserts the text of the document "N arne" at the point of the INCLUDE 
instruction. In this case, your resume will be printed at the same time 
as your cover letters, but on a separate page, of course. 

There is still one more change that you want to make. You need to 
replace the job objective in your resume with a field, so that you can 
write a specific objective for each company you apply to. 

Because Word allows you to have up to four windows open at a time, 
you can work with your resume document in one window without 
closing your letter in the other. 

But first, you'll save the changes you've made. 

Choose Save from the File menu. 

Choose Open ... from the File menu. 

A dialog box appears with a list of documents from which to choose. 

Open the "Resume" document by clicking on it and then 
clicking Open. 

Note that if there are many documents on your disk, you may have to 
scroll to see the Resume document. 

A window containing your resume appears on the screen. 

OBJECTIVE: 

352 Melton Way 
Palo Alto, California 9430 1 
(415) 696-0725 

To obtain a position as a technician with a leading grout 
manufacturer. 

Stanford University, Stanford, California. 
B.A.S. degree in Science and Slavic Languages, with a 
concentration in alternative food technologies. Extensive 
course work in soy-food research, statistics, and plant 
biology. 
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Notice that the resume's window is not as large as the main document's 
window. You can, however, make the window "zoom up" to fill the 
screen. 

Double-click on the title bar of the window containing your 
resume. 

Double-clicking the title bar (or the size box at the lower right comer of 
the screen) makes a window fill the screen. You're now ready to 
replace the job objective text with a new objective field defmition. 

You'll use one of Word's short cuts to select the job objective now. 

Hold down the Command key and click anywhere inside the 
sentence containing the job objective. 

OBJECTIVE: 

EDUCATION: 
9/82-6/86 

352 Melton Way 
Palo Alto, California 9430 I 
(415) 898-0725 

I 

Stanford University, Stanford, California. 
B.A.S. degree in Science and Slavic Languages, with a 
concentration in alternative food technologies. Extensive 
course work in soy-food research, statistics, and plant 
biology. 

Holding down the Command key and clicking inside a sentence selects 
that sentence. You can now easily replace the text with a field 
definition. 

Type "«Objective))", 

That's it! You can now close the Resume document, saving the 
changes you have made. 

Choose Save from the File menu. 

Choose Close from the File menu. 
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The Merge 
Document 

Creating a Merge 
Document 

The 

Saue 
xw 
xs 

Saue As ... 
Page Setup ... 
Print... XP 
Print Merge .. . 
Printer Setup .. . 
Quit XQ 

Header Record 

You now have your form letter written, but you still need to tell Word 
how many letters to print out. You must also specify values for each of 
the fields (Company Name, Company Street, and so on) in each of the 
letters to be printed. You store this information in the merge 
document. 

Now you'll open a new document for the employer-specific merge data. 

Choose New from the File menu. 

A new document opens on the screen. This will be your merge 
document. 

First, make the merge document's window zoom up to fill the screen. 

Double-click the title bar of the "Untitled" window. 

You're now ready to type in your merge document. 

You've made the main document as general as possible by inserting 
fields in place of each piece of text that will change from one copy of 
the cover letter to another. In the merge document, you provide Word 
with the information it needs to customize the main document for each 
of its recipients. 

A merge document is made up of data records. Data records hold 
the fields of text that are to be merged with the main document. Each 
separate data record holds the text for a different version of the main 
document. In your case, you will have one data record for each 
employer to whom you wish to mail a copy of the letter. 

The first record in a merge document is a special one called the header 
record. This record lists the field names to be used in the merge 
document. For instance, in your document, you would like the header 
record to contain the following fields: Contact Title, Contact First, 
Contact Last, Contact Position, Company Name, Company Street, 
Company City, Company State, Company ZIP, Position, Product, Job 
Type, and Objective. 

When you type in the header record, be sure not to press Return until 
you're finished. A Return in the merge document signifies the end of a 
data record, so "early" Returns will end the header record prematurely. 

If you would like a Return that does not end a data record (for aesthetic 
purposes, perhaps), you can hold down the Shift key while pressing 
Return, and the data record can be continued beyond Return. 
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Type in the following line. Don't press Return until the very 
end. 

Contact Title , Contact First, Contact Last, Contact Position, 
Company Name, Company Street, Company City, Company State, 
Company ZIP, Position, Product, Job Type, Objective 

Press Return to mark the end of the Header .Record. 

Contact Title, Contact First, Contact Last, Contact Position, Company Name, 
Company Street, Company City, Company State, Company ZIP, Position, 
Product, Job Type, Objective 

~ I 

Now you're ready to enter the data records for each of the employers 
who you want to receive your letter. You create a data record the same 
way you create a header record, only you use the appropriate 
information for each employer. 

Type in the following data record (remember not to use 
Return): 

Mr., Chuck, Woolery, Director of Personnel, "Soya-Nara Soy 
Foods, Incorporated", 31529 Rancho San Carlos Road, Carmel, 
California, 94705, soybean processor, soy-foods, Technical, To obtain a 
position as a soybean processor with a leading soy-food manufacturer. 

Press Return to complete the data record. 

Note that the value for Company Name has quotations around it. When 
you are typing in the merge records, you use commas to separate fields. 
If you want to include a comma in the text for a field, you must enclose 
the entire field in quotation marks. 

You'll enter one more sample now. · 
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Finishing Up 

Saving the 
Merge Document 

Type in the following line (again, don't press Return until the 
very end): 

Ms., Carol, Merrill, Director of Personnel, Foreign Sport Magazine, 586 
Mayfield Avenue, East Palo Alto, California, 94303, translator, sports 
magazine, Nontechnical, To obtain a position translating Yugoslavian 
sports medicine journals for a leading sports magazine. 

Press Return to enter this record. 

Remember that you must end each record with a Return. 

Your document should now look like this: 

Contact Title, Contact First, Contact Last, Contact Position, Company Name, 
Company Street, Company City, Company State, Company ZIP, Position, 
Product, Job Type, Objective 
Mr., Chuck, Woolery, Director of Personnel, "Soya-Nara Soy Foods, 
Incorporated-, 3 1529 Rancho San Carlos Road, Carmel, California, 94705, 
soybean processor, soy-foods, Technical, To obtain a position as a soybean 
processor With a leading soy-food manufacturer. 
Ms., Carol, Merrill, Director of Personnel, Fi.?r<"ign Sp.,rtM..?g.?zinr, 536 
Mayfield Avenue, East Palo Alto, California, 94303, translator, sports 
magazine, Nontechnical, To obtain a position translating Yugoslavian sports 
medicine journals for a leading spor ts magazine. 
0 

That's it for the merge document. You could type a long list of 
prospective employers, but for now, use these two as a sample. 

Choose Save from the File menu. 

You are presented with a dialog box asking you to name the document. 
Remember that inside the main document, you specified (in the DATA 
instruction), that you were going to use the file "Cover Letter Data" 
when you did your print merging; therefore you must assign that name 
to your merge document. 

Type "Cover Letter Data", then click Save. 

The merge document is saved onto your disk. 
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Merge Printing 

New 
Open ... 
Close 

XN 
3€0 
xw 

Saue XS 
SaueRs ... 
Page Setup ... 
Print... XP 

It's time to do some printing. Remember that you double-clicked the 
title bar to make the merge document window fill the screen. By 
double-clicking it again, you can make the window return to its original 
size. 

Double-click on the title bar of the merge document to make it 
return to its original size. 

Contact Title, Contact First, Contact Last, Contact Position, Company Name, 
Company Street, Company City, Company State, Company ZIP, Position, 
Product, Job Type, Objective 
Mr., Chuck, Woolery, Director of Personnel, ·soya-Nara Soy Foods, 
Incorporated", 31529 Rancho San Carlos Road, Carmel, California, 94 705, 
soybean processor, soy-foods, Technical, To obtain a position as a soybean 
processor with a leading soy-food manufacturer. 
Ms., Carol, Merrill, Director of Personnel, Fi.?r~Jgo Jp .. ,rt M..~g.'l'zio<"?; 586 
Mayfield Avenue, East Palo Alto, California, 94303, translator, sports 
magazine, Nontechnical, To obtain a position translating Yugoslavian sports 
medicine jounals for a leading sports magazine. 
<> 

You should now be able to see your main document peeking out from 
underneath your newly created merge document. 

Click anywhere inside the main document window to bring it to 
the front. 

Once your main document is active, you can print out your form letters. 

Choose Print Merge ... from the File menu. 

In a few seconds, you are presented with a dialog box asking you what 
the date is. 

Remember that we used the SET instruction to tell Word to prompt us 
for the date, and insert it in each letter that it prints. 

Type in the date, for example: 

November 11, 1985 

When you are finished, click OK. 
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Quitting 

New 
Open ... 
Close 

a€N 
aeo 
aew 

Soue aes 
Soue As ... 
Page Setup ... 
Print... a€P 
Print Merge •.. 
Printer Setup ... 
Quit :~:Q .,. 

<<D AT A Covtr Lttlor D•t•» 

«SET D•t• = ?Wh• t is \ht D•tt ?>> 

Whot is the Dote? n OK tt a 
( Concel ) 

Evor sine• my .. rty childhood I hav• bffn f .. cin• t.d by \ht « Product>> industry and havt 
roco9nittd « Comp•ny N•m•» •s • t .. dor in th• t industry . <<IF J ob Typt = "Tt chnic•l"» ln 
~ddition, my eourst 'W'ork in Scie-nct has givtn mt ~ grt at dt al of txptritnct in labor~torl) 
u tlin9s.« ELSE >>My thru yurs u ht •d of \ht St•nford Sl•vic L•nqu•qH Socitty hu qivtn mt 
t xptritnct in managing intt rptrsonal r t lationshfps.« ENDIF» 

Next, you'll be presented with the Print dialog box. 

Choose options as you would to print any other document. 

When you are finished, click OK to start printing. 

Soon, your two form letters will be sitting in front of you. 

Choose Quit from the File menu. 

If you have inadvertently made any changes to either of your files since 
the last time that both of them were saved, Word will ask you if you 
would like to save the changes before quitting. 
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Review In this module, you've learned: 

• How to create a main document for print merging by defining 
necessary merge fields and instructions - • How to work with multiple documents 

• How to use conditional instructions (IF ... ELSE ... ENDIF) to insert - different blocks of text 

• How to use the INCLUDE instruction to combine documents for - print merging 

• How to create a merge document containing a header record and - one data record for each letter that Word will produce 

What To Turn In Tum in your two completed form letters. 

-
-

-

-
-
-
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Microsoft Word Quick Reference 
Commands 

Ne'tt' W-N 
Open W-0 
Close W-W 
Print W-P 
Save 3€-S 
Quit W-Q 
Undo W-Z 
Clear W-B 
Cut W-X 
Copy w-e 
Paste W-V 
Find W-F 
Change W-H 
Go To W-G 
Sho'tt' Ruler W-R 
Sho'tt' qj W-Y 
Tabs W-T 
Footnote W-E 
Formats W-D 
Repaginate W-J 

Nonbrealci ng space 
Ne'tt' page 
Ne'tt' line 
Optional hyphen 
Expand glossary name 
Again lcey 
Start ne'tt' di vision 
Leadi ng merge quote 
T rai 1 i ng merge quote 

Formatting Key~ 

W-spacebar 
Shift- Enter 
Shift- Return 
W- hyphen 
W- Backspace 
W-A 
W- Enter 
Option-\ 
Shift-Option-\ 

Plain text W-Shift-spacebar 
Boldface W-Shift- B 
Italic W-Shift-1 
Underline W-Shift- U 
ShadoY W-Shift-s 
Outline W-Shift-D 
Superscript W-Shift- = 
Subscript W-Shift-- (hyphen) 
Small Caps W-Shift- K 
Decrease font size 3€-Shift - < 
Increase font size W -Shift-> 

Font change W-Shift- E- number 
font numbers : 0 Chicago 

1 NeVI York 
2 Geneva 
3 Monaco 
4 Dover 
5 Dover PS 

Erase paragraph format W-Shift-P 
Left W-Shift- L 
Right W-Shift- R 
Centered W-Shift-C 
Justified W-Shift-J 
Open space W-Shift-0 
Indent first line .5" W-Shift-F 
Nest paragraph .5" W-Shift- N 
Unnest paragraph W-Shift- M 
Hanging indent W-Shift-T 

Mouse and Key SeQuences 

Move 0 ption- Shift-click 
Copy Option-click 
Copy format Option- W-click 

QP.ti o na 1 Cursor Key~ 

Adding Shift to any of these sequences 
extends the selection in the directio n the 
cursor moves. 

Cursor Up Option- W-o 
Page Up Option- W- p 
Line Up 0 pti on- 3€- [ 
Word Left Option- W-j 
Cursor Left Option- W- k 
Cursor Right Option- W-1 
Word Right Option- W- ; 
Beginning of sentence Option- W- ·- j 
Left end of line Option-W-'-k 
Right end of 1i ne Option- W- '-1 
End of sentence Option- W- ·-; 

cu·rsor Do'tt'n 
Page Do'tt'n 
Line Do'tt'n 
Bottom of Screen 
End of Document 

Option- W-I 
Option- W- . 
Option- W-I 
Option- W- ·- I 
Option-a€- '-. 
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Tofu Invitation -
-
-

-
-

........ 
Description 

-
-

-
-
-

~PA~~~ 

ljou m-e cordi.aUy i.nvi.ted to Q tofu am! 5aU tosti.f19 party 

to~ th& F«dwft of 

~~~ 

a weeft. -f.oruJ celefrratiDn of th& spU-i.t of 
SOtj>mn products am! tHeir- role i.n uni.versi.ty (Wi.nq . 

Joi.n faculty am! studmts to discuss 

sum topics as: 

71ie HisllJry of Tofu 

am! 

Soy6mns and Society. 

Pt:ease join us 

Wednesday, Novembet- 13, 7 PM. \ ~~··~~-~-~ . 
Although you could create an invitation like this in MacPaint, the large 
amount of text makes Mac Write the application to choose. In preparing 
this invitation, the bamboo borders were transferred from a MacPaint 
document by way of the Clipboard (using Copy and Paste). The 
bamboo graphics were then resized to make them wide enough to form 
an appropriate border. They were inserted into the header and the 
footer to allow for a two-page invitation with identical borders on each 
page. Double-spacing, center justification, and Venice font (in various 
styles and sizes) were used for the text 
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Bean Quiz 

Description 

Biology 387 
Bean Quiz 

Name:--------- Date:------

~--------------- A 
.--,.,.--""""---- 6 

The diagram above shows Lbe major parts of a young bean plant. Fill in Lhe 
name of each pan and give a brief dest.Tiplion of its function. 

A: Name: Description: 

8: Name: Description: 

C: Name: Description: 

D: Name: Dest.-riplion: 

This document was written using Microsoft Word. All of the solid 
lines in this quiz were made by using the underscore as a leader 
character. 

When you are defining tabs in Word, you can select a leader character, 
if you choose to use one. Then, when you press Tab, the space 
between the insertion point and the next tab stop is fi lled with the leader 
character. 

The graphic used in this quiz was created using MacPaint and 
MacDraw. 
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Tofu Times 
Newsletter 

Description 

This v ... llllltJ lilt :50111 
~ ., .. irltnoMtlon of 
...,_, pnMts to lhls llltwrsttv. 
To oe'lollrrt., •..,., of n.nt 
~ hln jotiN to,._ Tofv fnt 
:so .................. rtiOfteflllt 
sprit of MP,Ibe-. ~ wl thtr 
rvlt h ll'llnntt!lllmg. 

11W1 ~I Hilton ef n. ,_,. 
Tiltrr wllloonrlht ~.,., 
rnn1s tilt wm..- Totu rtst :so 
-.,lilt lnl),j .-.rt ~ f1( 

lilt V"'· 

Tofu Queen Pageant 
Tho :50111 ..... 1 Tefll ~ P..,t 

• -""to~""-~ lvfMV 
~,. .. lilt'""-'""' wl 
~.......mtlts. Tho 
u~~onotis~tokwgtr 

"""last v-·· rooonl crowd of 
4/XXJ .tlondMJ. 

Tho ftstMtits 'lf1ll ~ villi .. 
- ...... lilt pnrilont of lilt 
J«rror class, R14>ort Brodonts Ul, 
""" wiD .,.. Oft lilt loplo .,. ofu wl 
lilt ~lilll efltt.. • R14>ort Ills._, 
'""I ..tin ill lilt "Tofi>-Jt's Not 
.Mt fOI' C.JtforniMIJ Afturnor•" -..... 

Serving the Soy Community 
for Ouer Two Yeors 

Special Issue: Tofu Fest 50 

Tho mNt of lilt ,.,..m (100 ... 
iltoftdo4l- right .nor Rl4>ort's 
.,..-. 11dJ v ... ·• PI9NAt w111 k 
dlridod toto two pwts. Thtn 'lf1ll M 

.......... '"""~ ond. 
swWnsutt -..titian· Tho sov
~ ........ titian yas fhlllltd 
-....,...,~ ..... ~mod 
t!lat ~ut, ..... ~,·
OOftlostants wtoo -w atrwd 

FwuYian dtrtpr -· 
Tht.,....Tflll~'lf1ll,ofooon., 

MorownH~o¥111trotgrmgl984 

.-.. Jomlflr Ooolz. 

Taf11 W1111Utng 
c.rtm~ vou"W an tr1od to wwt 
......... lrilh tofu,IIUI rt Tofu fnt 
:10. vou'll 90\ a o111not 1o wwt 
........, irtofu. Tlllt's ...._lhls 

v ... ·, fnttritln w111 ""''* • totv 
'tti'Htllng """-'t. l1on ond 
_.,.n.,..wm.,...tofw ..... ,...a-.-·· ..... ~w., 
.., mlltl 

Tofu Dunlctng Pool 

For-ofvou....,.,.Mttor 
suHod lo ...-.teet sports. thtre 
Yill0110e "9rir1 M a tofu Grim9 pool 
'""'",.., c-.IHt ,.., ~ 
lbllit>,l. Mombors of lilt S., 

~--'-""' ,.., lilt School of .... lb.n 'lf1ll 
... tins s1ttbJ "' lilt booth. This 
~~~ouw k .-.rt "",., .n .,... 

It lltitw aJa •I 

TOfU EX111bltlons 

YW1ua~ an 1ooa1 ,_, ........ .,. 
nt.n'lon of""" foods 'lf1ll hln • 
booth h lilt t>Mntton haD. Thtre 
Yill.-tdl~ M lllllfi Jour0H ef 
*Yb ........... fact,llooOI 
.,..,.~~as ...... rnerttd ,., ..... 
tvont, sov-mi'lt ~.villi~ 
ranging from "T efll Hqo l'lrdl" lo 
"Tofu s.s- Sot<~ a-~·. 
Hownw ,llllt....., booth will 
oontm mac* foods,-- ..... 
... .m '"poro~~aw • flln ,.., wm 
..tm~···to~-. 
~-,..,...ts 
.._....... boill 111t sov~>e-. 1urtto 
rt s-r Soy.~ a lilt tofu pot piK 
from~ c.rtm),j,no .. 

-..ill 9" ..... """"· 

A"""'-91 nwst ef lilt boolhs ril 
oontm food ltlms, llltre 'lf1ll M • 
soetion of lilt l?dofrit haD rnerttd 
,., nonfood sov ltlms. llris 
arrbitbls projoet, known as "Tofu 
M of lilt KitcNn: A Slrw;lt fOI' 

Fntdom"w .. ~ll¥ 
~ l'la9t. pnrilont of lilt 
~ScWnot~..W 
Assootatlon. 1'1a9t was lilt frst to 

.,_t - mttrtlon han"""' <• 
nonnort predict rnadt a most 
..rth),j of JOV domatins) M ..W 
tollltfood...-.b ........ 

The Tofu Times is a multi-column document created using Microsoft 
Word. You use Word's Division Layout command to make the 
document multi-columned. After choosing Division Layout, a dialog 
box will appear. You may change the number of columns by entering a 
value other than one in the box labeled "Number of Columns." In this 
case, "3" was entered into "Number of Columns" to make the 
newsletter a three-columned document. Note that for multi-columned 
documents, only one column appears on the screen; therefore, you must 
print the document to know exactly what it looks like. 
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Exercises 1. Based on your experience with word processing software, describe 
how you think writing a paper using a word processor differs from 
using a typewriter. Which would you rather use? Why? 

2. How are Mac Write and Microsoft Word different? What are the 
features you like and dislike about each? If you could use either, when 
would you prefer to use Mac Write and when would you prefer to use 
Microsoft Word? 

3. What is a What You See Is What You Get (WYSIWYG) word 
processor? Why is WYSIWYG important? 

4. Why is the ability to integrate information from other applications 
important? Give examples of when you might use this ability. 

5. Change the fonnat of the letter you created in the Introduction to 
Mac Write module so that the entire document is full justified and the 
first line of each paragraph (except for the Tofu Queen's quote) is 
indented 1/4-inch. Describe the changes you need to make to the three 
rulers in your document. 

6. Imagine that you're an author using Mac Write to write a book on a 
personal computer called the Macintosh. Suddenly, you discover that 
somebody in the marketing department has changed the name of the 
computer to Macintosh Plus. Describe the steps you would take to 
make the necessary changes to your document. 

7. Think of a good use for Microsoft Word's Print Merge capability. 
Create your own merge and main documents and print the resulting 
customized documents. 

8. In the Introduction to Microsoft Word module, your document 
includes two figures, one of which is split between pages. What is the 
best way to ensure that all of Figure 2 appears on one page? 

9. In the Introduction to Microsoft Word module, you stored a short 
phrase in the Glossary. Microsoft Word Glossary entries can contain 
graphics as well as text. Using MacPaint, design a letterhead for 
yourself which includes your name, return address, and a graphic. 
Then, define a Glossary entry in a Word document that uses it. 

10. What is a division (in terms of a Microsoft Word document)? In 
the Introduction to Microsoft Word module, you created a separate 
division to hold the title page. In a larger document (say a book or 
paper with several chapters, and perhaps an appendix), divisions 
become more important. Think of at least three parts of a large 
manuscript which would be fonnatted as separate divisions and explain 
why. 
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Spreadsheets 
About Spreadsheets 
Introduction to Microsoft Multiplan 
Advanced Microsoft Multiplan 
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About 
Spreadsheets 

A spreadsheet is a group of items (numbers or text) arranged in 
horizontal rows and vertical columns to emphasize relationships among 
them. One common application of a spreadsheet is an accountant's 
ledger books, where the columnar tables are used to keep track of the 
flow of money. Your checkbook register is a more familiar example of 
a spreadsheet. Each column of the register contains one piece of 
information for every transaction, and each row contains all of the 
information for one transaction. 

For people who use spreadsheets to record a large number of complex 
numbers and relationships, a problem arises when the information in 
the spreadsheet needs to be changed. Imagine that you use the tabular 
format of a spreadsheet to calculate your payments on a car loan that 
you're thinking of taking out. You'd probably want to include numbers 
like the interest rate, the number of payments, the principal and others. 

If a single number changed, you'd have to recalculate all of the numbers 
affected by the change. A tedious and unpleasant task if you have a 
large spreadsheet, or one that changes often. 

Enter spreadsheet applications software for your personal computer. 
An electronic spreadsheet. With it, the computer can do your 
calculations for you-even complex calculations-fast and with a high 
level of accuracy. You enter the numbers into the spreadsheet grid, 
enter formulas elsewhere in the grid, and the computer does the 
computation. A formula is a relationship between one or more numbers 
in the spreadsheet. For example, the formula 

Profit= Income- Expenses 
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About 
Microsoft Multiplan 

expresses the relationship between the number for income and the one 
for expenses. 

Using the numbers and formulas you enter, a spreadsheet can quickly 
calculate the result. So quickly, in fact, that you can change the 
numbers in the spreadsheet and watch as the computer recalculates and 
updates the other related numbers automatically. 

The ability to update formulas instantly is especially useful for what are 
often called "What If?" analyses. With "What If?" analyses, you use 
formulas to create numerical models that express the relationships 
between different quantities. "What if our sales doubled in July? How 
much extra tax would we pay?" "What if we closed our Boise office? 
How much money would we lose?" This kind of numerical modeling 
is used often in the sciences and the fmancial world to predict the 
behavior of various systems, whether they be mechanical systems such 
as the structure of an airplane, or economic systems such as the 
relationship between defense spending and inflation. 

Microsoft Multiplan is an electronic spreadsheet program for the 
Macintosh. The Macintosh's unique user interface makes working with 
electronic spreadsheets easy by allowing you to use the mouse to select 
different parts of the worksheet, choose commands, and enter cell 
references. 
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The Task As a budding entrepreneur, you decide to form a small business to sell 
sushi to the student body. This idea seems like a sure win. But to be 
sure, you want to calculate some of your expenses in order to estimate 
your expected profit. 

One of your largest expenses will be purchasing and operating an 
automobile for picking up supplies and delivering sushi to various 
student residences. 

You realize that once you include car payments, insurance, and 
gasoline expenses, your calculations can become quite complex. 
Therefore you have decided to use Microsoft Multiplan to help 
you estimate your car expenses. 

You'll learn the basic spreadsheet techniques in Multiplan and use them 
to design a spreadsheet that calculates the monthly cost of owning and 
operating an automobile. Throughout the module, you'll use "What 
if?" analysis to answer questions such as, "What if I decide not to buy 
the Mazerati Biturbo?" 

You'll use the results from this spreadsheet in the Advanced Microsoft 
Multiplan module, where you'll calculate the total revenues and 
expenses for your business. 

When you're finished, your spreadsheet will look like the one shown 
on the following page. 
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·· ··· ········································ ······ ·· ··························· ················ ·············· ··· ····· ········ • 0 0 • 

• • 0 • 

• 0 0 0 

························· ·············· ·········································· ································ ············· 
ITEM : AMOUNT : : : 

········· ·· ······ ······················· ·················· ··························· ···· ···· ····· ···· ························ - . ~~-~- P.~Y'!l.~~~~ .... ....... ........ ~ .................. .. . ~ ..... ............... ~ .................... ~ ................... . 
Price of Car $5000.00 : 

············· ··· ····· ··· ······· ······························ ······· ········ ········ ·············· ···························· 
.. P.~.~~- -~-~Y.~.~-~~- ....... .. ........ ~ ..... ~~-~9~ ~ .~9 .. ~ ........ .. .......... ~ .................... ~ ............ .... ... . 
. . P.~.i-~.~~P.~.'- ......................... ~ .... . ~?.~9~ ~ .~9 .. ~ .. .................. ~ ...... .. ..... ....... ~ ................... . 

0 0 • • 

.. ~~.'!l.~~~ .. ?!..~.~Y.~.~n~.~- ....... : ......... ...... -~~ --: .................... : ............. ....... : ................... . 
lnterestRate : 1.001: : : 

·· ···························································································································· 
Subtotal : $60.74 : : : ................................. ........... ..... ... ............................... ............ ............................... 

Insurance : : : : 

:: ~~~:~~:(i:~Y.:: :::::::: : :::::::::::::: : j:: :: :::: :~ ~~ ~·:9~::):::::::: ::::::::: ::: j:::::::::::::::::::: j:::::::::::::::::::: - Collision : $0.00 : : : .............. ........... .......... ...... .................................. ..... .. ...... .. ..................................... 
Fire/Theft : $1.00 : : : ................................................. .... ........ ... ...... ............................ ..... .................. ... .. 

SubtotaL $51.00 : : : 
··························••ooooooo••••·········••••••oooooo oo oooooooooooooo oOOO OOO OOOOOoO•••··········•oooooooo••••••OoOo oooo 

• • • 0 

Gasoline : : : : 
····················· ·· ··················· ·· ········••o••·················· · ············· · ·••oooooooooooooooooo oooooooo ooooooo 

MPG : 25 : : : 
···············••••••OOO•o••····· ·· ························· ·· ·····••o·•····················· ·· ··••oOoO•ooooooooooooooo ooOOooo 

.. P.r.~.~-~!.9.~ ~ .l.?n ....... ............. ~ ....... .. . t'. ~ -?~ .. ~ ... ...... ...... .. ... ~ ............. .. ..... ~ ..... ....... ....... . 
Miles/month : 500 : : : 

· · · · · · · ·· · ······· · ··••oooo oooooooooooo ••·· ······· ··· ·· ····· ············•••o •oo •o••••ooo ooooooooooo ••········ ······ ·····•·o••• · 
Subtotal: $24.40 : : : 

·······················••o •• ········· ··· · ····· · ····· · ········ · ··•• ••oooooo•••••••••ooooooooooOo•••••••ooooooooooo oooo•• •••···· . . . . . . . . . . . . 
················· ··· ···· · •o••···················· ···· · ··o••••••• o••············oooooooooooo••············ · ••••oooOOOOOOOOOOOOO 

Grand Total: $136.14 : : : OOOOOOOOOOOoOOOoOOoooooooooooooooooooo oooo ooo ooooooooooooo••···· · ···· ·· ·•o•• •o•oooo•••••••••·•ooooo••············· · ··· ········ 
• • 0 • . . . . . . . 

··········· · ··· · ········••o •ooooooooo ooooo•••··· · · ···· ···· · · ···· ·••oooOOOOOoO•••••••oooooooooooooooooo•••••••ooooo••••• · ······ . . . . . . . . . . . 
OOOOOOOOOO OO OOOOOOOOo O•• · ··· · ··············· ··········· ······ ··· · · · ······· · ·············•••o• •····· ······ ······· · ··········· · · . . . . 

• 0 • • . . . . 
· · · · · ··· ····· ··· ···········•••Oooooooo•• • •• ······ ·········· ·····•ooo•••• ········· · •·•o ooooooo•ooooooooooooooo••••••••••••ooooo . . . . 

• • • 0 . . . . 
·········••o ••·······················•·o···················•••••Ooooooo oo oo ooo o••·· · · ·········· • OO OOOOO OOOOOOOOO OOOOOOOOOOOO OO 

• • • 0 . . . . . . . . 
···········•••ooo•·•••••··················o•••••············· ·· ·••ooooooo•••·•· · ······o••••••••ooo••·············· ·· ·······••o . . . . . . . . . . . . 
······· · ••o••··············•••ooooooooooo••······•••o••······ · ···· •o••········ ··· ················o ••········ · ····· ······· ····· . . . . - . . . . . . . . 
OoOoOOoooooo ooo ooooo O•••••••••• ooooooooo•••• ••·········· · ···· · ··········· · ····· · · ····••o•••••••••o••················•oo••····· . . . . . . . . . . . oooooooooooooooooooooooo•••oooooooooooooooooo••••••o••• •········ · ooooooooooo•••••• •••OOOOOoOooo oo Ooooooooooooo oooo •••••······· . . . . 

• • 0 • 

• • 0 0 

················ ·· · ·· · ·······• •••••o••• ······················ · ·· · · ·· ············ · ··········•••••••ooo•••••••••••oooooo o•• ····· . . . . . . . . . . . . 
............... ooooooo••················ · ···· ··•·•o•••····· · ··················· · ······· · ········••o ••••••••••••••o••··· · ······ . . . . . . . . . . . - ·············••ooooooooooooo•··· · ········•·oooooooooo•·•··· ··· ·o••···············•••ooo ooooooooo oooo•• •••••••••••o• ••··· ····· · 

• 0 • • . . . . . . . 
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Getting Started 

The Multiplan 
Worksheet 

Multiplan 

Current Cell Address 

Cell Contents Window 

Row Header 

Current Cell 

Column Header 

You'll begin by inserting the Multiplan disk into your Macintosh. 

Turn on the Macintosh and insert your Multiplan disk-label 
side up and metal end first-into the built-in disk drive. 

You'll soon see the Macintosh desktop with the Multiplan disk icon in 
the upper right-hand comer. 

If necessary, double-click on the Multiplan disk icon to view 
its contents. 

Now you'll open Multiplan by double-clicking the ·Mu1tip1an icon. 

Double-click on the Multiplan icon to open the application. 

If you are using a backup copy of Multiplan, you will be asked to insert 
the master disk. 

A new worksheet appears on the screen. 

f'i 
. i 

····~·················· ··················j··················j· Scroll Box ·········· i · 
............ : .......... .......................... : .................. : .................. : .. ............... . . . . . . . . . 

··················=·················· ··················=··················=··················=·················· . . . . . . . . ···························· ····· ···· ·················································· ······ ··········· ········ , , : : : : 

··:::::::::::::·:.:::: ::·::·::::::::: :::::::::::·::::·:1·:·::::.::::::::::·.:·::··:··:::::·::1.::.:·:.·.:::.:::: :1 

. . . . ~ :::::::::::::::::::::::::::: ::::::::: :::::::: ::::::::::::::: :::::: : ::::::::··s~~~·ii' ····= .................. ,. 
oooooooooooooo+oo•:•••••••• • o••••••o• l••• l•••••••••••••:••••••••••••••••••:••••••••••••••••••:•••oo•••• . . . . .. ....... ......... ( ............ .............. ....... ~ .................. ~ Size Box .......... .. 
..................................... ......... ............................. .................... . . . . . . . . . . . . . 

A Multiplan spreadsheet is made up of many small boxes called cells. 
In a Multiplan spreadsheet, cells are used to store pieces of information. 
A single cell can contain a text label, a number, or a formula (a 
relationship between other cells). 

Each cell is referred to by its row and column number. For example, 
R 1 C 1 is the cell at the intersection of row 1 and column 1 (in the upper 
left comer of the worksheet), and R2C10 is the cell at the intersection of 
row 2 and column 10. 
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The Formula Bar -

The Cancel Icon 

® 

-
-

ft 

Rows run horizontally across the worksheet. Each row is identified 
by a number appearing in the row header to the left of it. 

Columns run vertically down the worksheet. Each column is 
identified by a number appearing in the column header at the top 
of it. 

In a document, one or more cells may be highlighted (blackened). 
These cells are called the current selection. One of these cells will 
have a white border. This cell is referred to as the current cell. 
Any label, formula, or number that you type will be entered into ·the 
current cell. 

Notice the two boxes above your worksheet. One contains the text 
"RlCl" and the other contains a blinking cursor. These two boxes 
make up the formula bar. The box on the left always contains the 
current cell address, which tells you the row and column of the 
current cell. When you start a new worksheet, the current cell is always 
RlCl. As you move around the spreadsheet, however, the current cell 
address constantly changes to let you know where you are. 

To the right of the current cell address is the cell contents window. 
This window holds the actual information in the current cell. If the 
current cell contains a label or a number, you'll see it here. If the 
current cell contains a formula, you'll see the formula here and the 
computed result of the formula in the document 

There is one other item of interest in the formula bar-the cancel 
icon-but you can't see it now. The reason you can't see it is because 
you haven't done anything, so there isn't anything to cancel. As soon 
as you type something in the current cell, the cancel icon appears in the 
formula bar. 

Now you'll enter some text into the worksheet, so that you can see how 

the cancel icon works. r 1-1- ,·/~~--~~ 
Type your n me. ""? ~ ~ 

v~ ;e~ ~ 
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Typing Labels 

-' File Edit Select Format Options Calculat 

R1 C1 @ Mr. Bill 

Untitled 

w-;-i ... ~~~~~·~•,P!I.;r~1111- ~ . ~ ~ I ~ I 
2 : : : . 

11§}-----i .................. : .................. : ... ... . ........... : .................. : . 
3 : : : : 11§}-----i .................. : .................. : .................. : .................. : . 
4 : : : : 1&-----i ...... . ........... : .................. : .................. : .. . ............... : . 

5 : : : : 11§}-----i .................. : .................. : . .. ............... : .......... . .. . .... : .. 
6 : : : . 

1&-----i . . ............ ····: ............ ······:· ·· . . ............. :····· · ·· .... . .. . . ·:·· 
7 : : : . 

~~--1 •••• • •••• • ••••••••:••oo•••••••••••• • •:•••• • •ooooooooooo•:•••• • •• •••••• •• •••:oo 

8 . : : : 
1~__;_-1 .••• •• ••••••••• • • • : •••••••••• • ••••••• : •••••••••••••••••• : ••.••••••••••••••• : •• 

9 . . . . 

As you begin to type, three things happen. 

• First, the text that you enter appears in the current cell. 

• Second, the same text also appears in the cell contents window of 
the formula bar. 

• Third, a small icon appears between the current cell address and the 
cell contents window in the formula bar (see the diagram above). 
This is the cancel icon. By clicking on the cancel icon, you cancel 
changes you have made to the current cell. In this case, clicking on 
the cancel icon will erase the text that you've typed. 

Click the cancel icon. 

Your name disappears from both the formula bar and the current cell. 

The remaining items on the screen (the menu bar, title bar, scroll bars, 
and size box) should be familiar to you by now. If they are confusing, 
consult the Introduction to Macintosh module. 

You start creating your worksheet by typing labels in cells. 

The first labels you enter will be column headings for your spreadsheet. 
There will be two columns: one will contain labels describing the 
expenses, and the other will contain the corresponding values. You'll 
enter the two column-heading labels first. 
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Selecting a Cell 

Typing Text in the 
Current Cell 

The Enter Key 

Formatting 
Text Labels 

To select a cell, you position the pointer on the cell (the pointer will 
become a cross) and press the mouse button. Select cell R3Cl , the cell 
at the intersection of the third row and first column, now. 

Move the pointer into cell R3C1 and click. 

Now the current selection, this cell is blackened, or highlighted. It is 
also the current cell because it has a white border. 

All text, numbers, and formulas that you type will be inserted into the 
current cell. The characters will also appear in the formula bar. 

Type "ITEM". 

o o o o o o I o o I • • o • • o 0 ~ o o o o o o o o o o o o I o o o o o ~ o I o o o o o o o o o I o o o o o o : o o o o o o o o o o o o o o • • • o ~ o o o • o • o o o • • o • o , o o o 

·················=·········· ···· ··· ·:· ·················=··················: ······· ········ ··· 
........... ...... : .................. : ... ............... : ........... .... ... : ................ .. : ......... ........ . 

: : : : : 
······ · · · ········~···· ··············~··· · ······· · ······~··················~················ ·· ~ · ··· · · ········ ·· ·· 
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··········· ·······:· ··· ··············=··················=····· .. ···········=········ ··········=··· ··············· . . . . . 
· · · · ············ · ·~· · ·······••••l•ooo~•• l••· ············~····· .. ·· · ··· · · · ··~ · · ··· · · · ··········~ ········· ··· ······ 
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....... ........... : .... .. ..... .. .. ...... ................ : ......... ........ . : ................ .. : ..... ............ . . . . . . . . . . . 

:::::::::::::::::: ::::::::: :::::::::::::::::::::::::::::j:::::: :::::::::::::::::::::::::::::::::::::::::::::::::: 
······ ··· ·········~·············· ···· ~1···· · ····· · · ·· ···~· · · · ····· · · ···· · · 1 ~ ··• • • • 1••····· · · ··~ 1 • • • · ······ ·· · · ··· 
......... ......... : .... .............. : ............. .... . : ........ .......... : ....... .. ......... : ............ ..... . 

: : : : : . . 

If you make a mistake while typing this label, use the Backspace key to 
correct the error. Alternatively, you can use the mouse to move the 
cursor within the formula bar and correct the error using the standard 
Macintosh editing techniques. 

Press the Enter key to accept this label. 

When you are entering labels, numbers, or formulas, pressing the 
Enter key causes Multiplan to accept the entry but does not change 
the current cell location. Before a label or number is entered, you 
can't change its formatting. 

Because this label is a column heading, it would look better if it's 
centered within the cell. You can control the way that a label is 
formatted by choosing the appropriate command from the Format 
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Moving through 
Your Spreadsheet 

menu. You'll center this label now. 

With cell R3C1 still selected, choose Align Center·trom ·the 
Format menu. 

Next, you'll insert a label in cell R3C2, the cell directly to the right of 
the current cell. You could use the mouse to select this cell , but there is 
an easier way. You can use special keys to accept what you have typed 
and move through your spreadsheet: 

• Return moves the current cell down to the next row. 

• Shift-Return moves the current cell up to the previous row. 

• Tab moves the current cell right to the adjacent column. 

• Shift-Tab moves the current cell left to the adjacent column. 

Keyboard Commands for Cell Movement 

(Shift )e:J 
moves one cell left 

(Shift ) (Return) 

moves one cell up 

(Return) 

moves one cell down 

e:J 
moves one cell right 

You'll use the Tab key to move the current cell to the next column now. 

Press Tab to move the current cell to the right. 

R3C2 becomes the current cell. 

If you use keys to move beyond the area of the spreadsheet that is 
visible on the screen, Multiplan will automatically scroll the spreadsheet 
for you so that the current cell remains on the screen. To move more 
quickly through your spreadsheet, use the scroll bars along the right 
and bottom sides of the window. 
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Changing 
Column Widths 

Practice using the Return, Tab, Shift-Return, and Shift-Tab 
keys to move around the spreadsheet. When you are done, 
move back to cell R3C2. 

Type "AMOUNr' to enter a label for the second column. 

Also center this label within its cell. 

Press Enter to accept this label. Then choose Align Center 
from the Format Menu. 

Next, you'll enter a label for "Car Payments", the first expense that 
you'll calculate. But first you'll have to change the position of the 
current cell. 

From R3C2, press Return to move down one row, and then 
Shift-Tab to move one cell to the left to cell R4C1. 

The current cell should now be R4Cl, directly below the cell containing 
"ITEM". When you type the label for this cell, all of the text may not fit 
in the cell, depending on which fonts are installed on your disk. Don't 
worry if all of the text doesn't fit in the cell, because as long as you can 
see it in the formula bar, Multiplan knows it's there. 

Type "Car Payments". 

Once the text has been entered, that is, after you have pressed the Enter 
key or selected another cell, the part of the text that will not fit in cell 
R4Cl will flow over into R4C2. There is nothing in that cell, so that's 
okay. However, if cell R4C2 contained some text or numbers, then 
only the part of the label that could fit in cell R4Cl would show up. 
The rest would still be there, but it would be hidden. 

Enter the text now. 

Press the Enter key. 

All of the text appears on the screen, but when you enter a value for the 
down payment in R4C2, part of the label will be hidden, and the 
spreadsheet will look very cramped. Fortunately, Multiplan allows you 
to change the width of a column so that you can fit more or less text in 
it. You can change the width of the column containing the current cell 
by dragging the appropriate column head to the left or right. 

Use the mouse to position the pointer between the column 
heads for column 1 and column 2. 

+ The pointer should change shape to show a double arrow as you 
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position the pointer between the two column heads. 
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When the pointer changes shape, you can change the width of the 
column by dragging to the right or left. 

Press the mouse button and drag to the right until the column 
is approximately twice the width oflhe origina·l column. 

Notice that when you change a column's width, all other columns shift 
left or right to accommodate the change. 

The next cell that you want to enter a label in is R5Cl. 

Press Return to make RSC1 the current cell. 

Your spreadsheet will be divided into four parts-Car Payments, 
Insurance, Gasoline, and Grand Total. Under the labels for each of 
these items, you'lllist the expenses that determine the cost of that item. 
For example, to calculate your monthly car payment you need to know 
the price of the car, the down payment, the number of payments, and 
the interest rate. Since you use these numbers to determine the car 
payment, their labels will be indented under the Car Payment heading. 

Press the space bar twice to indent, then type "Price of Car". 
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Formatting 
Numbers 

No Decimal 
Decimal 
Scientific 
Bar Graph 

Number or Decimals ... 

Align left XF 
Align Center XG 
Align Right X H 

Commas 

Column Width .•. 

Enter the value $8000.00 for the price of the car in the cell to the right 
of the label you typed. 

From cell R5C1, press the Tab key to move right to cell R5C2. 

Cell R5C2, just to the right of "Car Payments", is now the current cell. 

Type "8000", then press Enter to accept the label. 

Notice that Multiplan "pushes" numbers against the right edge of 
the cell, and text against the left edge. Also, when you frrst enter 
numbers, they appear in general format, without commas, dollar, 
or percent signs. You can change this by choosing the appropriate 
commands from the Format menu. You '11 format the price of the car 
as a dollar amount. 

Make sure cell R5C2 is still selected. Then choose Dollar from 
the Format menu. 
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• File Edit Select Format Options Calculat1 

RSC2 II ~§:o:!io1 

Untitled 
1 I 2 I 3 I 

1 JM--__, oo o ooooooooooo o oooo ooooooooooo ooooooo:ooooooooooo oo ooooo:oooooooooo oooooo oo : oo 

2 : : 0 

m-...::....~ oooo ooo oooooooooooooo ooo o oooooooooooo:oo•oooooooooooooo o :o o oooo o oooo oo o o ooo:oo 

3 ITEM : AMOUNT · : 
~._--l••ooo o oooooo ooooooooooooooo oooo o ooooo:oooooooooo o ooooooo : o•OOoo o oooo oo •• • ••: oo 

i Car Payments : : : 

~._-s----l:: ~0:1:~:~:~f: ~~:~: :::::::: ::: :::: :-_t=l•m•l·t.•j: :o.:: ::::::::: :: ~ :: 
6 : : 

w--~ ··· ···· ·· · ····· · ··· ······ · ·· · ······ · · :···· · ··· · ·· · · ··· ··:············· ···· ·: · · 

7 : : 0 

M--~•oooooooooooooooooooooooooooo oo oooooo:ooooooooooooo ooooo:oo oooooooooooooooo:oo 

8 0 : : 

w---looooooooooo o oooooooooooOOOooooooooooo : oo oo o oo ooooooooooo:OOOOOOOo oo oooooooo:oo 

9 : : : 

Notice that when you use a dollar format for numbers, several things 
happen. First, the selected cells show a dollar sign ($) before the 
numbers. Second, all the numbers appear with two places to the right 
of the decimal point. Third (and for now, you'll have to take our word 
on this one), negative numbers are shown in parentheses instead of 
with a minus sign, which is a common practice in spreadsheets. 

You're ready to type in the rest of the information needed to calculate 
your car payments. 

From cell RSC2, press Return to move down to the next 
row, and then Shift-Tab, to move one column to the left to 
cell R6C1. 

Press the space bar twice and ·type "-Down ·Payment". 

Next, you'll enter a value for the down payment, and format it as a 
dollar amount. 

Press Tab to move one cell to the right, to cell R6C2. 

Type "3000", press Enter, and choose Dollar f rom the 
Format menu. 
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• File Edit Select Format Options Calculatr 

:I R6C2 II ~~:o:~to! 
,. 

Untitled 
1 T 2 1 3 I 

1 
m--- --1·········· · ··························:··················:············ · ·····:· · 

2 . : : m-----1 ·· ··· ....... . ..................................................... . .. . .... . . . 
3 ITEM : AMOUNT : : 

m-----1············· ·· · ····························································· 
4 Car Payments : : : 

Fi:}--s --1 · · i:i~·i·~-~ · ~t-· ;:~·~· · · · · · · · · · · · · · · · · ~ · · $a·a·aa ~·a·a· · ~ ·· · · · · · · · · · · · · · · · ·: · 
::==6: ::~~:~0::~:~x0:~:~<:: :::::::::: !rililil :~::::::::::::I 

7 
~.j..----1·· .......... . .. . ............. ······················· ·· · · ····· ·············· .. . . . 

8 : . : 
~.i~l----i· . .... . ........... .. ....... . . . . . ... .. : ... . ... . . .. ....... : .. . .. .. . . . . ....... :. 

9 : : : 

Now you're ready to move on to the next item, "Principal". 

Move to cell R7C1 by pressing Return, and then Shift-Tab. 

Cell R 7C 1 should be the current cell. 

Press the space bar twice, then type "Principal". When you 
are finished, press Tab to move one cell to the right. 

You're ready to enter the principal for your car loan, that is, the amount 
of money that you will have to borrow. The principal can be calculated 
from the price of the car and the down payment by using this formula: 

Principal = Price of Car - Down Payment 

In our example, the principal is $5000 ($8000 - $3000). 

Noticing this, you could simply enter "5000" in cell R7C2, but then 
you would have to recalculate the value and reenter it each time that 
either the price of the car or the down payment changed. Because you 
will be considering many different cars, this would be a lot of work. 
By using a formula, however, you can tell Multiplan to perform 
calculations on values contained in other cells and to display the results 
of these calculations automatically. 

You'll enter a formula for the principal now. 

4- 17 SPREADSHEETS: INTRODUCTION TO MICROSOFT MULTIPLAN 



The Equal Sign 

Absolute 
References 

In Multiplan, you must start all formulas with an equal sign, so that 
Multiplan knows they are formulas and not just text or numbers. 

Make sure that cell R7C2 is the current cell. Select it if it's not. 
Then type an equal sign, "="· 

To calculate the principal, you need to subtract the down payment from 
the car price. You'll type a formula to reference the two cells that 
contain these two amounts. 

The easiest way to reference a cell in a formula is to simply type the 
cell's row and column address. This is know as an absolute 
reference. You'll enter the formula for the principal as the price of 
the car (R5C2) minus the down payment (R6C2). The formula tells 
Multiplan to take the number in cell R5C2, subtract the number in R6C2 
from it, and store the result in R7C2. 

Type "R5C2 - R6C2", then press Enter. 
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R7C 2 

Untitled 
1 I 2 1 3 l 

1 
m-----1········· · ························· ··:· ······· ·· ········:··················:· · 

2 . : : 
m-----1·· ··································· ··· ···· · · ·· · ·· ···· ·· ······ · ········ · ···· 

3 ITEM : AMOUNT : : 
m-----1 ··· · ···· · ·········· · ··· · ·············:· ··· · · ·· · ········ ·:··········· · ···· · ·:· 
:u--4----1 ~~.':' .. ~~Y.'!l.~~~~ ....... ......... : ... ............... : .................. :. 

5 Pri ce of Car : $8000. 00 : 
m--~ · ·················· · ··· · ···························· ·· · · ·· · ········ · ··· · ··· · · 

6 Dovn Payment : $3000. 00 : : 

m---7---l :: ~~:;:0:~~P.~:l: ::: : :::::::::: ::: : : : :-:::::::::::::::::: ~: 
8 : : : 

m--~ ···· · ··· · · ········· · ··········· · ·· ··· :·· ····· ···········:···· · ······· ·· · ·· ·:· 
Q : : : 

Notice that when you press Enter, the formula is still displayed 
in the formula bar, but that the result (5000) is now displayed in 
the worksheet. 

The formula is now complete, but the result would look better with a 
dollar sign in front of it 

Choose Dollar from the Format menu. 
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Realigning Text 

-

There are two more numbers you will need to compute the amount of 
your car payments: the number of payments that you will make and the 
interest rate. Enter these values now. 

Press Return, then Shift· Tab to move to cell R8C1. 

R8C1 should be highlighted. 

Press the space bar twice, type "Number of Payments", and 
then press Tab to move one cell to the right. 

Now enter a value for the number of payments. Your car loan will be 
paid off in 60 monthly payments. 

Type "60". 

Finally, you'll enter the interest rate. 

Press Return, then Shift-Tab to move to cell R9C1. 

R9C 1 should be highlighted. 

Press the space bar twice, type "Interest Rate", and then press 
Tab to move one cell to the right. 

To calculate the amount of your car payments, you will need the interest 
rate per month, not per year. For simplicity, we are going to assume a 
12% per year rate, so the monthly rate will be 1%, or .01. 

Type " .01 " , then press Enter. 

You'll format the interest rate as a percent. 

Choose Percent from the Format menu. 

When you use a percent format with numbers, two things happen. 
First, the selected cells show a percent sign (%) after the numbers. 
Second, the numbers you have formatted show a decimal point and two 
places to the right of it. 

You now have enough information to calculate your monthly car 
payments. But first, you'll need to type in a label. 

Press Return, then Shift-Tab to move to cell R10C1. 

Type "Subtotal", then press Enter. 
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./General 
Dollar 
Percent 
No Decima l 
Decimal 
Scientific 
Bar Graph 

Number Of Decimals ... 

Align left 
Align Center 

•·•rr• fl:rro 

Commas 

Column Width ... 

Relative 
References 

XF 
XG 

You'll have three subtotals, one each for car payments, insurance, and 
gasoline. You'll look up the subtotals more often than the other 
numbers, so you want to be able to locate them easily. Therefore align 
the labels for the subtotals against the right edge of their cells, where 
they will be closer to their values. 

With cell R10C1 still selected, choose Align Right from the 
Format menu. 

You are now ready to enter a formula to compute the amount of your 
car payments. The formula you'll use is a common one used to 
calculate loan payments. You may have seen it in a math class. If not, 
don't be alarmed, just bear with us. 

Car Payment= 
[Principal x Exp(Interest Rate x #of Payments)] I # of Payments 

where "Principal" is the principal of the loan, "Interest Rate" is the rate 
of interest charged per payment period, and"# of Payments" is the total 
number of monthly payments that will be made. 

"Exp()" means to take the exponential of what is in parentheses. 
You may have studied the exponential function in a math class. If 
not, don't worry. 

You'll use the exponential function to calculate the amount of your 
car payments. 

Press Tab to move one cell to the right. 

You're ready to begin typing the formula. When you entered the 
formula for Principal, you used absolute references. That is, you 
looked up the address for each of the cells you referenced, and then 
typed it in. This can be a long and tedious process. Fortunately, there 
is a better way. 

When you defme a formula, you can have Multiplan automatically 
add cell references for you by simply clicking in the cell that you 
would like to reference. You'll enter your next formula this way, 
but first you must type an equal sign so Multiplan will know that 
what follows is a formula. 

While R10C2 is still selected, type an equal sign,"="· Then 
click on cell R7C2. 
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Relative References 
Versus Absolute 
References 

................ ITEM .................. A.M.otiNr ... ~ ................................................. ... .. 

: ~~~: r.~r:~:~~i~::: ::::: ::::::: :::::::::::::::::::::::::::::::::::: · ::::::::::::::::: · :::::::::::::::::: 
Price of Car $8000. 00 : .. iiii.;.;;{ .F,~y;.;.;~-,;i ................ $3'cioo ~ ·a·o .. ~ .................... · .. · .... · .. .. .. · ................ .. 

:: P.~:1:~~!P.~:\ : :: :::::::::::::::::: :: ~~:~:q~ ~:~:o::: :o:: :::::::::::: :::::::::::::::: :: :::::::::::::::::: 
Number of Payment:~ 60 : : :!~~:~~~:~:t: :~:~~:~: :::::::::::::: · · ... · .. · ·1· ~ ·a·o'l. ' · ·: ::::::::::::::: :::::::::::::::::: :::::::::::::::::: 

...................... ... ~!-!~.~0.~~.1. 
. . ·················· ························································· ............. ... .. ................. . . . . . ..................................... : ............ ...... : ......... ............................................ . . . . . . . ··············· ····················· ·:··················:·················· ····· ············· ................. . . . . . ·· ··· ································:············ ····· ·:············ ······ ...... ....... ..... ···· ··· ··········· . . 

Multiplan automatically inserts a cell reference for you. 

This reference looks a bit different from the cell address you typed 
earlier. It's called a relative reference. Relative references differ 
from absolute references because, instead of referring to cells by their 
row and column numbers (like RlOCl), they refer to cells by their 
position in relation to the current cell. For example: 

This reference 

R[-3]C 

RC[3] 

R[5]C[-3] 

Refers to 

The cell three rows above the current cell in the 
same column. 

The cell three columns to the right of the current 
cell in the same row. 

The cell five rows below and three columns to 
the left of the current cell. 

In this case, R[ -3]C refers to cell R 7C2 because the current cell 
is R10C2. 

Relative and absolute references work exactly the same way as long as 
you don't move your formulas to different parts of the worksheet 
Even if you insert cells in the middle of your spreadsheet (you'll see 
how to do this in the advanced Multiplan module), Multiplan will 
automatically adjust all references (both relative and absolute) for you 
so that you don't have to retype them to account for the new cells. 
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Using Functions 

The type of reference you use will make a difference when you copy a 
formula from one cell to another. When you copy a formula, an 
absolute reference will always refer to the same cell. For example, 
"R3C2" in a formula will always refer to cell R3C2. A relative 
reference, however, will refer to a different cell when the formula is 
copied. 

For example, you have just inserted the reference "R[-3]C" in cell 
RlOC2. In this case, the reference R[-3]C refers to R7C2 (the cell three 
rows above the current cell in the same column). If you copy this 
formula into cell RlOC3, the reference will no longer refer to cell 
R7C2. This is because R7C2 is no longer "three rows above the 
current cell in the same column". If the formula is in cell R10C3, 
R 7C3 will be referenced because it is three rows above R 10C3 in the 
same column. 

- ...----,....... ··· ········:···············:···············=·· ·············:···············:········· ··· ···' ·' 
···· ······ ·····= ······ ······· ··=······ ··· ······:·· ········· ····:······· ···· ····=·· ···· ··· ······= ··· ········· ··· : : 
··············=· ············· ·:···············=······· ········=···············=······ ·········=·· ········ ·· ··· 

·········· ·· ···:··· ··· ·········=···· ········· ··=···· ···········=········· ·· ····=· ···•· ·········: ... .. ......... . 
····· ········· ·:· ··· ····· ····· ·=··· ······· ···· ·:···· ···········=· ·········· ····=·· ···· ·········=····· ····· ··· ·· 
· · · · · · · ·· ·· · · ·· ~ · · ·· ·· · · · · · · ·· ·~ .. .. . ... .. . . . .. ~ . .... . .. ... . ... ~ . .............. ~ .. . ..... .. .... . ~ . .. .... ... .. .. . ! ; 

···· ··········:· ······ ········:······ ······ ···:···············:············ ···:·· ·············: ·· ·· ··········· 

You're ready to type in the rest of the formula, but you have a problem. 
The formula listed above uses an exponential to compute the amount of 
your car payments. Fortunately, Multiplan has several built-in 
functions to help you calculate complicated formulas. Functions 
make your formulas easier to enter. Multiplan includes functions that 
calculate sums, averages, standard deviations, and so on. You use a 
function either by typing its name directly into the formula bar, or else 
by having it inserted automatically using the Paste Function command 
from the Edit menu. 

You'll paste in a function to compute the exponential now, but first you 
must insert a multiplication sign,"*". Note that the asterisk (*) is often 
used to signify multiplication in computer applications. 
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Undo Typing 
Cut 
Copy 
Paste 
[ fPIH 

Show Clipboard 
l'tlxte m 1d l.ink., 
IJ nlink ... 

3€2 
3€ H 
3€C 
3€ U 
:•:EJ 

Fill Fli9 t11 :•: FJ 
Fi ll Uow n :•:II 
SOIL. . 

Continue the formula in cell R10C2 by typing a multiplication 
sign,"* ". Then choose Paste Function ... from the Edit menu. 

You'll be presented with a list of functions that Multiplan recognizes. 

Using the scroll bar, scroll until the function EXPO is in view. 

Click on the EXPO function, so that EXPO is highlighted. Then 
click OK. 

g 
Jill 

""' 

•·r~~~~:~~~::··•llll 
:~~EH() ~· 

OK tt J 

Cancel 

. . ...... .. .... .......... ............. .... ............ . . . . 
···· ····· ·············· ····· ········ ··· ·· · ·· ·· ··· ·· . . . . ... .... ...................... .................. ... . 

. . .•.•• . . • . .. . .. . . . . . . • . . ····· . .. . ... . ... .•.. . •. . •.. 

·· ·· ··· · ···· :· ··· ·· · ··· ·· · · ·· ··; · ·· ··· ·· · ···· ····· 
....... .... .. ... ... ... .. .. .. ... .............. ... . 

···· ··· ························ ··········· ··· ·· ··· . . . . . . ........... ... ......... ...... ... .... ..... ......... . . . . . . . . .. . ... .... ...... .. ... . . ...... . . .. . .. . ... ... ..... . . 
..... .. .... ... ... ... ............. .. .. ........... .. . . 

1,!:;:=;:=========~· ·············· · · ··· ······················· ···· ··· 
... ............... .. . . 

The beginning of a function EXPO appears in the formula bar with the 
insertion point between the two parentheses. 
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-' File Edit Select Format Options Calculat• 

R1 OC2 1®1 =R[-3]C*EXP() 

Untitled 
1 I 2 I 3 I 

1 
lU---I···"······ · · ······"'''"''''' ' '" ' '; ' "''' ' "'"'"''';"" ' ''"' ' " ' " ' ': ·· 

2 : . : 
I!IJI---1 ................ .. ......... ... ...... . : ....... . .......... : ...... ... . .. .. . .. . : .. 

3 ITEM : AMOUNT · : 
15-....:;_-1·· ····· · ··· .. ···········"''''"'''":'"' '' ' ' '" ' "''":'"'"'"''''"''':" 

4 Car Payments : : · m---1 ·· ...... . .... ... ... . ... . .............................................. . ...... . 
5 Price of Car : $8000 o 00 : 

_ _ 6_,:: ~?:~~: :~:~y~:~:~~: ::::::::::::: ~::~~:~:q~ ;:~: ~: :: ::::::::::::::: ~:: 
m---7~ .. P.~.i.':!P~P.~.1 ...... ........... ..... ~ .. ~?.~.q~ ~-~·q·. ~ .................. ~ .. 

8 Number of Payments 60 : 
m----1············· ························ ········· ·············· ··· ·· ···· ··· ··· ··· 

9 Interest Rate : 1 o OO'l.: : 

You include the argument of the function in parentheses. The argument 
that you'll use for the EXPO function is the interest rate multiplied by 
the number of payments (see the formula for car payments on page 20). 

You'll use relative references to enter this argument now. 

Click on cell R8C2 and type a multiplication sign,"*'~. Then 
click on cell R9C2. 

Recall that R8C2 contains the number of payments, and R9C2 contains 
the interest rate. 

Your formula is almost complete, but you still need to divide by the 
number of payments. You must be careful, though, because the 
insertion point is still inside the parentheses. If you type in the rest of 
your formula now, it will be considered part of the EXPO function. 
Therefore before you type in the rest of the formula, you'll set the 
insertion point after the closing parenthesis. 

Move the pointer into the formula bar after the closing 
parenthesis,")", and click to set the insertion point. 

Finally, you can type in the rest of the function, which includes another 
relative reference to the number of payments. 

Type a division sign, "f', then click on cell R8C2. 

Your formula is now complete. 
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Using "What If?" 
Analysis 

Press Enter to enter the formula. 

. . . . ......... .. ... ..... .. ... .... ... ...... :·· ······ ·· ·· ··· ···: ··· ··· · .. ····· ·· ·· ... .. . . .. ..... .. .. ···· ·· ··· ········· . . . . 

::::::::::::::: (r~~:::: ::: :: : : : ::::::: ~~9.Y~i :: : : :::: : : : ::::::::::: :::::::::::::::::: :::::::::: :::::: :: 
. ~~.r . .P~Y.r:t:u:~!~ ... .. ....... .. . ~ ...... .. .. .. .... .. : ..... ............. .. .......... .. .. ....... .. .. ... .. .. . . 

Price of Cor : $8000.00 : : ~~~~~t.~~~:~~·. :: . : : : :·:::.::.: ~~~~~ : ·~l ::.::: : .: :: ::::.:::: :. :: .. :: .. :::.:::: ::.:::::.::::::: .. 
Number of Payment:~ : 60 : , · ·~·~ ~·~~~·~·i ·li·~~·~· · · · · · · · · · · · · · · ~ · · · · · · · · · ·~·: ·aa 'l.~ · · · · · · · .. · · · · · · · · · · · · · · · · · · · .. · · · · · · · .. · · · · · · · · · · · · · · · 

~: :: :: : : :: : :: :: : : : : ::: : :~~~~~~~):li .. iHi&Bj::o::::::::::::: :::::::::::::::::: :::::::::::::::::: . . . . ······ ··· ··· ············ ············:··············· ···:·· ·········· ······ ·· ··· ··· ·· ··· · ·· · · ................. . . . . . ··· ······ ············· ··············:······ ··········· ·:·················· ·············· ···· ········· ······ ··· . . 
············ ··· ·········· ··········· :··················:·······"········· ················· · ... .. ............ . . . . . .... ... ...... ... ..... .. ..... ......... :· · ·· · ·· ······· ··· ·:· ··· · ·· .. ········· .. .......... ... ... ............ ... .. . . . . . 

The formula remains in the formula bar, but the result, 151.84323 
appears in the cell R10C2. 

You'll want a dollar format for this number. 

Choose Dollar from the Format menu. 

You've finished calculating your car payments, but you may be 
wondering why you used a spreadsheet in the first place; you probably 
could have done all of your figuring on a pocket calculator in two 
minutes. Spreadsheets are invaluable, however, when you want to do 
"What If?" analysis. "What If?" analysis involves three steps: 

• First, you ask a "What If?" question about your spreadsheet. For 
example, "What if the price of the car I'm buying were $ 10,000 
instead of $8000?" 

• Second, you alter the appropriate cell or cells in your spreadsheet. 
In this case, to change the price of the car to $10,000, you would 
change the value of R5C2 to 10000. 

• Third, you observe how different values in the spreadsheet change. 
In this case, you would probably be most interested in the final 
amourit of your car payments. 
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Next, you'll do a small-scale "What If?" analysis on the portion of the 
spreadsheet that you've completed so far by changing the price of the 
car you'll be buying to $10,000 from $8000. 

Click on cell RSC2 to select it. Then, type "10000". Finally, 
press Enter to accept the change. 

. . . • .• .. . .. . ~ ...... .. .. .. .. .... ~ . . . . .... ......... j . . .. . .. . . . . . . . .. . ~ . . . . ... ..... . .. . 

'ffi{~s;£;:. : ~~~;;r:rr 1 J 1 

Number of Payments : 60 : : : '· 

: : :l ryt:~~~~:~::R:~~:~ : ::~~~ta:ia:;:: : ::~~:;~~t~~~ : : ::: : :::: : : : : : ::::: : : :: :: : :::::::::: :: : · :::: :: : : : : : :: :: i 

::::::: ::::::::::::::::::::: ::::::::::::::::::::::::::::::::::::::::::::::1::::::::::::::::::::::::::::::::::::: : 
' ' ' ' ' ' ' ' ' ' ' ' o ' • o ' o o ' • • ' ' o ' • o ' o ' o ' o ' 0 ~ o o o ' ' ' ' • • • • • • ' ' • ' ' ~ ' o ' ' ' ' • • I • 0 ' 0 o o • 0 • ~ • • • 0 • o • ' • ' • • • • • • • • ~ ' • ' o ' ' o o ' o o o ' ' o + ' ' 

••••• • • • • ••• • •• 0 ••• • • •• • • • •• ••• ••• • • ~ • • • ••••••••• • •••• • ~ • ••• •• • • • • • • ••••• • : • ••• • ••••• •• • ••••• ~ •• ' • • ••• • • •• •••• • • 

Three things happen. First, the value in R5C2 is changed to $10,000, 
which is probably not surprising to you. 

Second, the principal of your loan, given in cell R 7C2, has changed 
from $5000 to $7000. Remember that the principal of the loan is given 
by the formula: 

Principal = Price of Car - Down Payment 

From this formula, you can see that if the price of the car has increased 
by $2000 (from $8000 to $10,000), then the Principal must also 
increase by $2000 (from $5000 to $7000). When one cell in the 
spreadsheet changes, Multiplan recalculates all of the formulas in the 
spreadsheet to reflect the change; this is why it's important to use 
formulas to express relationships between cells. 

The third change occurred in cell R10C2, your monthly car payments. 
The amount of each car payment has gone from $151.84 to $212.58. 
Remember that the formula used to calculate your car payments is 

Car Payment= 
[Principal x Exp(Interest Rate x #of Payments)] I # of Payments 
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Although this formula may be confusing, note that nothing to the right 
of the first multiplication sign,"x", has changed, but the principal has 
increased. From this, you should be able to see that the amount of your 
car payments will also increase. As further evidence, consider that if 
the principal-the amount you are borrowing-has increased, and you 
are still going to make the same number of payments at the same interest 
rate, then each payment will have to be larger. 

The most important thing for you to understand now is that Multiplan 
recalculates the spreadsheet for you each time you change the numbers 
in one or more cells. 

This completes your introduction to "What If?" analysis, but you'll use 
it again once you've completed more of your spreadsheet. 

Before you calculate your insurance and gasoline costs, you should 
save the work that you've done so far. 

Choose Save As ... from the File menu. 

You are presented with the Save dialog box. You11 type in the name 
for your document. 

Type "Car Costs", then click Save. 

The work you've done so far is now saved to disk. 

A region is a group of cells that lie next to each other in the 
spreadsheet. You can simplify the process of entering information by 
selecting the region of cells where the information will reside before 
entering it. When you select the region first, Multiplan knows in 
advance which cells to use. As a result, both formatting and moving 
through the cells of the region is faster than working with each cell 
individually. You'll see how this works in a minute. 

First, you'll select the region of cells you'll be using for this section. 

Click on cell R11C1 and drag down and to the right until 
the pointer is on top of cell R14C2. Then, release the 
mouse button. 
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Moving through 
Regions 

:::::::::::::: : i :r~~: : :: ::::: :::::: : :: ~:M:a:y:N! ::: ~:: :::::::::::::::: :: :::::::::::::::: :::::::: :::::::::· 
Car Payment:! : 
· · p;:;·~·~ · ~ r· c~·~· · · · · · · · · · · ·· · · · · ·s-1· aa·ao ~ ·a·o · ·: · · · · · · · · · · · · · .... · · .. · ...... · .. · .. · · · .. · .. · · .... · .... 

:. ~~:;;,,:,~~~~~~: :::::·:::: ::: : :~~6·~~ : .~.~ :: l.:: .:·:::::·: ::::: ·:·:·:·:::: ·:·:::: :::::::::::::::::: 
Number of Payment s 60 ; 

:: i ~i:~~~:~:~: :fi:~i:~ :::: ::::::::::: ::::::::: ): ; :~:o'l:~:::::::::::::: : ::: :::::::::::::::::: :::::::::::::::::: 
12. 58 : 

Eight cells should be highlighted, indicating that they are selected and 
the current cell should be RllCl. If not, try selecting the region again. 

Next, you'll type the label for the section in the first cell of the region. 

Type "Insurance", then press the Enter key twice. 

Notice that each time you pressed the Enter key, Multiplan 
accepted your entry and moved to the next cell in the selection. 
Multiplan moves through a region in the same way that you move 
through a page of a book you are reading-from left to right and top 
to bottom. 

When you reach the last cell in the selection, pressing the Enter key 
again moves the current cell back to the first cell of the selection. In this 
way, you can go back to make corrections if necessary. You'll use the 
Enter key now to practice moving completely through the selection and 
back to the beginning. 

Press Enter until the current cell moves throughout the entire 
selected region and back to cell R12C1. You should have to 
press Enter once for each cell in the region, eight times in all. 

You're now ready to enter the information you'll need to calculate the 
amount of your insurance premiums. You'll be buying three kinds of 
insurance-liability, collison, and ftre/theft. First you'll enter a label 
for liability insurance. 
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Press the space bar twice to indent this label, then type 
"Liability". When you are finished, press Enter. 

The current cell should now be R12C2. If you typed Return or Tab 
instead of Enter, then the region will be deselected. Reselect it and start 
over, being sure to press Enter after you type the first label. 

You'll enter the estimate that you have for liability insurance. You 
know that it will cost you $150 for six months, so you'll use a formula 
to enter a monthly estimate of $150 divided by 6. 

Type "=150/6", then press Enter. 

Notice that Multiplan jumps to the next cell without giving you a chance 
to format the last as a dollar amount Don't worry, later you can format 
all of the numbers at once. 

Now enter information for collision insurance. It's $100 for 
six months. 

Press the space bar twice, then type "Collision". When you 
are finished, press Enter·and ·type ''=1·00/6". 

Your fmal estimate is for Fireffheft insurance. It's $50 for six months . 

Press Enter to move to cell R14C1. 

Press the space bar twice, type "Fire/Theft", press Enter, and 
finally, type"= 50/6". When you are finished, press Enter to 
accept this formula. 

All cells in the region should be completely filled. 
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Using the SUM() 
Function 

3 ITEM AMOUNT ll§t---; ·· . . ........ . .... . .......................... . .. . .. .... ... .............. .. .. 
4 Car Payments 

11!1----i .. ...... ............ .......... .. .. . ................ .... ............ .. .... .. 

5 Price of Car $1 0000. 00 
lla----i ....... . . ..... .. ................... ............. ......... ... ........ . .... . 

6 Do \<In Payme nt $3000. 00 lla----i .. . .. . .......................... ...... . .. . ....... ...... ................. . .. 

7 Principal $7000. 00 
l!a-----1 .. .. .. .. .... .. ... .. ...... .. .. ............. .. .. .. ......................... .. 

If you've made any errors, use the Enter key to move through the 
region and correct the mistake. 

Next, calculate a subtotal for insurance, and then format all four 
numbers as dollar amounts. 

Select cell R15C1, and type "Subtotal". 

Press Enter. 

Format this cell so that it's aligned correctly. 

Choose Align Right'fromlhe·Format menu. 

Next, define a formula to calculate the total cost of your 
insurance premiums. 

Press Tab to move to the right to cell R15C2. 

You might enter the formula using absolute references and 
addition signs: 

= R12C2 + R13C2 + R14C2 

or using relative references and addition signs: 

= R[-3]C + R[-2]C + R[- l]C 

But it is easier to add cell values using the Multiplan function SUM(). 
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Referencing 
a Range 

You'll use SUM() now to calculate the insurance subtotal. 

Choose Paste Function ... from the Edit menu. 

The function dialog box appears. 

Use the scroll box to scroll through the list until you find the 
function named "SUM()". Click on it, and then click OK. 

The beginning of a function, =SUM(), appears in the formula bar with 
the insertion point between the two parentheses. Multiplan 
automatically adds the equal sign for you. 

You can specify an argument to a function as a range of cells when the 
argument is made up of a group of cells that lie next to each other on the 
spreadsheet. You specify a range of cells by typing a reference (relative 
or absolute) to the first cell, then typing a colon (:),and finally a 
reference (again, relative or absolute) to the last cell in the range. 

This diagram shows several cell ranges, and the text you would type to 
include them as an argument to a function: 

··············:···············:·············· 

: : : : : : : : : : : : : : : ~ : : : : : : : : : : : : : : : ~ : : : : : : : : : : : : : : : ~ : : : : : : : : : : : : : : : ~ : : : : : : : : : : : : : : 
···············= ···· ···········=···············=···············: ··· ··· ········ 
············· ··:··· ·········· ··=· ···· ·· · .. ·····=· ··············:·············· 
···············=···············=· ······ ········=· ··············: ··· ··········· 

When working with relative references, though, it's not always easy to 
determine references for cells that are far from the current cell. 
Fortunately, you can enter a range as an argument by clicking on the 
frrst cell in the region (the one at the top left), and dragging through 
the region. 

4- 31 SPREADSHEETS: INTRODUCTION TO MICROSOFT MULTIPLAN 



Formatting 
a Region 

In this case, you want to sum cells R12C2, R13C2, and R14C2. 
You'll enter a reference to the region they define as an argument to the 
SUM() function now. 

Position the mouse pointer on cell R12C2. Press and hold the 
mouse button and drag down to cell R14C2. Then, release the 
mouse button. 

As you drag, "R[-3]C : R[-l]C" appears in the formula bar to reflect the 
range that you've selected with the mouse. 

Your formula is now complete. 

Press Enter. 

Multiplan accepts the formula. The result 50 should appear in the 
current cell. 

Next you'll want to format all four numbers under Insurance as dollar 
amounts. To save time, you can select and format them all at once. 

Select the region starting with cell R12C2 and extending down 
to cell R15C2 by dragging through it. 

Remember, to select a region, position the mouse pointer over the first 
cell, press and hold the mouse button, and drag through to the last cell. 
Release the mouse button when your selection is complete. 

Choose Dollar from the Format menu. 

All values in the selection are now displayed with the dollar format. 
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................ 1.i iii.i .................. :A.M'ouii:r .. ·:····· ................................................ . 
.................................. .. ····································· ........................... ........ . 

. ~a.~ .. ~~Y.'!:'.~~~~ ........ ....... ..... ............. : ........ ............................................. · 

.. ~r.i.c.e. ()f.~~.~ ............... ... $.1. 0.9.q~: .9.q .. : ... ......... ........ ......... ....................... .. 
. ~a:w.~ .P.a Y. ":l.e.') ~ .............. .. ~3.9.q~: .o.q .. : ................................ ........... ........ .. 
. ~~.i.n.c iP.~.\ ....................... !?.9.q~: .9.o .. : ............ .............. .......... ................. . 
. ~~.'!:'.~!':~ .. C?.~ .~.~Y. ":l.~.') ~.s ................. ~.q.L .......... ........ ...... ........................... . 
In teres t Rate 1. OO'l.: 

::::::::::::::::: :: : :::: ~~~:i~ii.i : : :J?:i ~ ~ :~:~: : :: ::::::::::: :::::: :::::::: :::::::::: ::::::::::::::::: 
: ·::<}.::::::::::: :: ::::::::::::: ::: :: :::::::::::::::: I 

You have one more subtotal to calculate, and then you'll be able to 
calculate the total cost of operating the car. 

You must calculate the amount of money that you expect to spend on 
gasoline each month. There are three things you'll need to include: the 
number of miles per gallon you expect your car to get, the price per 
gallon you think you'll have to pay, and the number of miles you think 
you'll be driving each month. Then the total gasoline cost (per month) 
will be given by the formula: 

gJfotal Gasoline Cost = (MPG * Miles per Month) I Price per Gallon 

You can enter all of the information at once by first selecting a region, 
and then typing the information. You'll need a region five rows tall and 
two rows wide, which you'll select now. 

If cell R16C1 isn't visible, use the vertical scroll arrow to bring 
it into view. 

Click on cell R16C1 and drag down to the right to cell R20C2. 
Then release the mouse button. 
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If the region you've selected doesn't look exactly like the one shown 
here, try again. 

Note that if you try to drag down past the area visible on the screen, 
Multiplan scrolls the spreadsheet so that all of the selected area appears 
on the screen. 

Now you'll enter the information that you have for your monthly 
gasoline expenses. Note that when you are working with a region, any 
individual formatting must be done later. Any formatting you do while 
the whole region is selected will affect every cell in the region. 

Fill in the selected cells with the text shown below. Be sure to 
use Enter to move from one cell to the next. You can simply 
press Enter twice after the first cell to leave the second one 
blank. Click in the appropriate cells to create the relative 
references in the subtotal cell. 

Gasoline 
MPG 
Price/gallon 
Miles/month 

Subtotal 

25 
1.22 L 

500 /·AJ/l~VT 
= R[-1]C I R[-3]C * R[-2]C V" 

You'll want to reformat some of the information you just entered. 
Specifically, you'll use the dollar format for the gasoline price and the 
subtotal, and you'll align the label for subtotal against the right edge of 
its cell. 
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Using Names 

Defining Names 
for Cells 

Select cell R18C2 and choose Dollar from the Format menu. 

Then, select cell R20C2 and choose Dollar from the 
Format menu. 

Finally, Select cell R20C1 and choose Align Right from the 
Format menu. 

Do~o~n Payment : $3000.00 : : · · 

: ~~;n:ciP.~:i ::::::::::::::::: ::::::: ~?:9:q~: :9:q::::::::: ::::::::::::'::::::::: ::::::::: :::::::::::::::::: 
Number of Payments : 60 : : · ·~ ·ni·~~~~-~ ·R·~ i·~ · · · · · · · · · · · · · · · ~ · · · · · · · · · -~· : ·a·ci'l.~ · · · · · · · · · · · · · · · · · · ~ · · · · · · · · · · · · · · · · · · .. · · · · · · · · · · · · · · · · 
· · · .. · · · · · .. · .. · · · .. · · · ·s~b;;;;;;i ~ .. · · ii"i 2 :·s·a· · ~-· · .... · · · .... · · · · ~ · · · · · · · · · .. · .. · .. · .. · · · · · · · · · · · .. · .. 
····································:······· ······ ·····:··················:·················· ................. . 
-~~u-~.~!'!~-~ ...................... : .................. : .................. : ................................... . 
Liability : $25.00 : : 

:: ~~(j i~i~:~:::::::::::: :::::::::::::::: i l: ~; :~:?: ::: :::::::::::::::::: :::::::::::::::::: :::::::::::::::::: 
Fire/Theft : $8.33 : : · · · .. · · · · · · · · · · · · · · · · · · .. s~b;~·;~·i ~ · · · .. isii: ·a·a· · ~ · · · · · · .... · · · · .. · -~ · .. · .. · · · · · .. · · · · · .. · · · .. · · · · .. · · · · · 

~~:~:~ i :(~~ ::::::: : :::::::::::::::::::::::::::::::::::::::::::::::::::::::::: ::: ::: ::::::::: :::::::::::::::::: 
.. I-:1?.L ......... ...... ........... ~ ............. 2.5 .. : ............... .. L .............................. .... . 
. . P.r.i_c_el_9.a) .1.?.~ ................ : ..... .. -~-~- :.2.2_.: ........ .... . .. ... L........... ...... .. .. .. .. ...... . .. . ' 

: 500 : : . . . . . . . . . . . . . . . . . . . . . 

You've now entered all the information you'll need to calculate your 
monthly car expenses. Now, you'll obtain a grand total using this 
formula: 

Monthly Grand Total = Insurance + Car Payment + Gasoline 

So far, you've been entering formulas with relative and absolute 
references. A more intuitive way to reference cells is by using names. 
You can give a name to a single cell or a group of cells and then 
reference them in formulas using the name. For example, the formula 
that calculates the amount of your car payments is in cell R8C2. If you 
would rather refer to R8C2 by name, you could call it something 
meaningful like Car _Payment. 
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All Cells 
LBst Cell 
N8me .. . 
l.inl: .. . 

XA 

Show Actiue Cell XS 

Multiplan's rules for naming cells are: 

• Names must start with a letter, but can consist of letters, numbers, 
periods (.),and underscores(_). 

• Names cannot include spaces. 

• Names cannot be cell references (for example, R8C2). 

• Names can be up to 31 characters long. 

Define names for each of the subtotals in your.document. 

Click on cell R1 OC2, then choose Define Name ... from the 
Select menu. 

fl OK II;) 

~__ ___ -lbj= ( Cnncel 

········· ····:··················:·················· 
············ =··· ······· ········=·················· 
...... ......... ..... ..... ..... ........ ............ 
......... ... : ........ .......... : ....... ... .. .. ... . . . 

~l;:::!!!~!!!!!!!!!!!!!!~· . . 
... .... .. ...... ... ................................ . . . . 

:::::::::::::::::::::::::::::::::::::::::::::::::: 
· Ftr e/The ft : $8 .33 : : : 

:::::::::::::::::::::::::~~~ii.ii.~ :::::::f~~; :~:q:::::::::::::::: ::::::::::::::::::::::::::::::::::::::::::: 
~~.~.'? ).t.~~ ........................ : ...... ............ : ... ..... .......... : ............... ... : .............. ... . 

MPG ; 25 : : : 

:: ~~:i~:~(:9:~j :1:?:~ :::::::::::::::::::::::: :~ :1: ;:?:~ ::: :::::::::::::::::::::::::::: :::::::::::::::::::::::::::: 
Mtle5 / m onth : 500 : : : · · .. · .. · · · · · · · · · · · · · · .. · ·s~t;i~-i~·i : · · .. · ·s·24: -~·a · ·:····· .. ········· .. :··· .. · .... ········: .. ········ .. ······ 

The Define Name dialog box appears and prompts you for a name that 
will refer to the cell. The window with the scroll arrows shows 
previously defined names. Since you have not defined any names yet, 
none appear. 

Below the window, there is a box in which you enter the name you will 
give to the cells that are selected. 

If the selected cell (or the first cell in the selected range) contains a label, 
Multiplan will suggest that label as the cell name. In this case, 
"Subtotal" is the label for the selected cell, so Multiplan suggests the 
name "Subtotal". You might click OK to accept Multiplan's 
suggestion, but in this case, you want a more descriptive name. 
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Using Names in 
Formulas 

You'll name the cell "Car_Payment". 

Type "Car_Payment", then click OK. 

Note that you must put an underscore between the two words because 
Multiplan doesn't allow blank spaces in names. 

Before entering a formula for the total cost, you'll also define names for 
Insurance and Gasoline. 

Use the procedure outlined above to define the name 
"Insurance" for cell R15C2 and "Gasoline" for cell R20C2. 

Remember that to define each name, you must 

• Select the cell. 

• Choose Defme Name from the Select menu. 

• Type in the name, and click "OK". 

Finally, you'll define a formula to calculate the total monthly cost of 
operating your car, but first you'll have to enter a label. 

If necessary, use the horizontal scroll bar to bring R22C1 into 
view, then Select cell R22C1 and type "Grand Total". 

Press Enter to accept this label. 

Align this label right in its cell. 

Choose Align Right from the Format menu. 

Finally, define the formula. 

Press Tab to move one cell to the right. 

The current cell should be R22C2. 

Enter the following formula: 

= Car_Payment+lnsurance+Gasoline 

Note that rather than cryptic cell references, you used the names that 
you defmed in your formula-this makes it much easier to check your 
formulas for errors. 

Press Enter to accept the formula. 
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What If? Analysis 
Revisited 

"286.98053" appears in cell R22C2 if you've done 
everything correctly. 

ln~urance . . · · i: i~b·i·lii;,· · · · · ·· · · · · · · · · · · ··· · · · ~ · · · · · i2s :·a·o· · ~ · · · · · ·· · · · · · · · · · · · ~ · · · · · · · · ·· · ·· · ·· · · · · · · · · · · · · · · · · · ·.. •· 
··c~iiisiij~··•• .................. , ...... $.is: ·s·7··~···•• .. •·••·• ..... ~ ................ .................... ' 

: :~i~~dh:~ ft: : :::::::::::::::::::::::::: :~~ ;:~:~ :: :::::::::::::::::::::::::::::::::::::: ::::::::::::::::: 
....... .. ....... . .. ...... ~~~.~?.~~.~. j ..... . ~.~~: .o.q .. : ... ... .. .......... : .......... ... ................. .... . 
Gaaol ine : : : .. M.Pii ............................. , ............. 25· ·~· .... .... ... ...... ~ ..... ..... ... ..... .............. .... ' 

: :~~:{~:~i.9:~j):~:~ :::::::::: :::::::::::::: ~ :1: ; :?:~::: :::::::::::: ::::::::: :::::::::::::::: :::::::::::::::::: . 
Milea/ month : 500 : : 

:::::::::::::::::::::::: :~~~i?.ii( ::: ::: {~~; :~~:::::::: ::::::: ::::::::: :::::::::::::::: ::::: ::: :::::::::: . . . 

::::::::::::::: ::::~;:~:~:~ : !?.i~:i(tM¥1Cil:!nD): :c:>. :::: :::::::: j::: ::::: :: :::::::: :::::::::::::::::: i . . . . . . 

If an error message appears, make sure that you have not made any 
typing errors while entering the formula. If there is still a problem, 
redefine each of the names, and then reenter the formula, making sure 
that the names you defined are exactly the same as the names you use 
in the formula. 

You'll want the Grand Total to appear with a dollar format. 

Choose Dollar from the Format menu. 

Now that your spreadsheet is complete, you can experiment with the 
full power of "What If?" analysis. The spreadsheet that you've created 
calculates the monthly cost of owning and operating a car, so your 
"What If?" analysis should be centered around the question: What if I 
buy this car rather than that one? You'll complete this cost analysis 
now for the following two cars: 

Price of Car 
Liability 
Collision 
Fire/Theft 
MPG 

Porsche 944 (red) 

$24,000 (new) 
$300/6 months 
$250/6 months 
$6016 months 
15 (maybe) 

Old Buick (rust) 

$5000 (used) 
$300/6 months 
$0/6 months 
$616 months 
25 

You'll calculate the monthly operating costs for both of these cars. 
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Enter the information given in the previous table for the 
Porsche 944. Now, your spreadsheet should look like this: 

-~~.Y '.'"!'.t.~ ... .. . ......... ; ............... ; ............... ; .............. . ; ............ . .. ; ... .... ....... . 
. . ~r~~~- ~.( r:;~r ... .. ........... : .$7.'! 9.Q9.-~9 .. : ....... ........ : ....... ........ : .... ......... .. : ..... ......... . 
. .!?~.~ !'. r. ~W!l.~ry! ......... .... ; .. $.~9.Q9. -~9 . . ; .... .... .... ... ; .... ........... ; ..... ........ . . ; ....... . ...... . 
. . ~r.~~ ~.iP.~ 1 .... .. .. ..... .. ..... ; .$7.1. 9.QM9 .. : ....... ........ ; .......... ..... ; .... ......... .. ; ....... ...... .. 
.. f.!~ro ~.~~ .~f.~ ~.Y'.l)~!'.t.~ ...... : .......... ~9 .. : ....... . ....... : . ......... . .... : ............. .. : . .. ..... ..... .. 
lntorut R•t. : 1 .009i5 : : : : 

:::::::::::::::: :::: j~~~:~i~i :::: :i~:~7><:::::::: : : : :: ::: :::::::::::::::::::: :: :::::::::::::::::::::::::: 
!t:'f!J.r:~~!=.~ ...... . .. ..... ...... : ............... : ......... . ..... : .... . .. . ....... : . . .. . .. .. ...... : ... .... ....... . 
.. l., i.~~il.i!ll ..... . .......... .... : ..... $.:'19 .. Q9 .. : ....... ... ..... : .. ... ....... ... : ..... .......... : ............. . . 
.. G~Hi.~ t.~ry .... .. ..... ........ . : ..... $.'! J .• E .: .. ..... .. ... ... ; ....... .... .... ; .... ... ...... .. : ............ .. . 
. f.ir.~ !.-r:~~.~t ..... ....... ...... : ..... $.1. 9.-~9 .. : ............... : .. .. ... ........ : .... .... ..... .. : .. ..... ....... . 
.. . . . .. . . . .. . .. . . . . . .. ~~!>.\.~\~!: .... HQJ .. E . : ............... : .......... ... .. : ............... : ............. .. 
Ciosolint : : : : : 

:~~~~:~~~:~;~~::::::::::::::::::::::::~dtc::::::::::::c:: : :::::::::c:: : ::::::::T:::::::::::::: 
Milt s / month : 500 : : : : 

:::::::::::: :: :: ::: 3~~\~i~i: :: : : :$:~9:.~7:::: :::: ::::::::::::::::::::::::::::::: :::::: ::::::::::::: :: ::::: 

As you can see, the monthly cost of owning a Porsche 944 is $780.07. 
Now, calculate the monthly cost of owning an old rusty Buick. 

Enter the information for the old Buick given in the table on 
the previous page. When you are done, your spreadsheet 
should look like this: 

.. l., i.~~il.i.lll : ::::::::::::::::::: ::: :J~P..ii9:: ::::::::::::::: :::: :::: :: :: ::: ::::::::::::::: :: ::::::::::::: 

.. G~Hi.~i.~ry ........................... $9.-R9 ................. .. ..... .. .................................. .. 

.. ~in !.-r:~~.~~ ......................... $J..Q9 ................. ....... ............ .. ..... .. .... ............ . 

.... .... . ... .. ... ..... ~~!>.1.~\~1 ..... t?J .. Q9 ......... .. .................... . .... .. ...................... .. 
~.~~~Jjry!., ..... ....... .... .. .. .... ...... ... ..... .... ... ..... .. ............ ... ...... .. .. ..... .... .. ...... . 
. . 1:1.~9 ....... . .. ... .. .. . ... .............. ~:? ... ........ ........ .... ... . .. .. . ...... ... .............. . .... . . 
.. ~ri~~/q.•JJ~!l ....... .. ......... .. .. . $J .. n ............................... .... .. ..... .. .. .. .... .. ...... . 

Mtlos/ month 500 

::::::::::::::::: :::: :~~~~:~i~i :: : ::J:i~:-~9:: ::::::::::::::: ::::::::::::::: :::: ::::::::::: ::::::::::::::: 
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Finishing Up 

The Page Setup 
Command 

Printing 

Quitting 

The cost of owning an old rusty Buick is only $136.14. Perhaps now 
you can truly appreciate the power of "What If?" analysis. You could 
have made these same calculations on paper, but you probably wouldn't 
have; it would have taken too long. "What If?" analysis takes much of 
the number crunching out of decision making, allowing managers to 
consider more options, and hopefully to make better decisions. 

Before closing, you will want to save and print your worksheet. You'll 
need this document to complete the Advanced Microsoft Multiplan 
module. 

Choose Save from the File menu. 

Your document is now saved on the disk. 

When you print a Multiplan spreadsheet, you tell Multiplan how to 
format the page using the Page Setup command. 

Choose Page Setup ... from the File menu. 

Here you can choose to print your spreadsheet with or without row and 
column numbers and gridlines. You can print it with a header or footer 
or both on each page, if you like. And you can control the printer 
margins for paper types. 

Uncheck the box for "Row and Column Numbers" so that the 
printer won't print row or column numbers. 

~ . 
Type a footer for your spreadsheet, such as "Auto Expenses". 

Click OK. 

Next choose Print ... from the File menu. 

You are presented with the standard Print dialog box. 

Make sure that the printer is turned on, selected, and 
connected correctly to your Macintosh. 

Click OK when you're ready to print your spreadsheet. 

Now you're ready to return to the desktop. 

Choose Quit from the File menu. 

You're back at the Macintosh desktop. 
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Review You've completed the introductory Microsoft Multiplan exercise for the - Macintosh. If all has gone well, you've learned: 

• How to select a cell by clicking on it 

• How to type text labels in cells 

• How to type numbers in cells 

• How to format text labels using commands from the Format menu 

• How to move through a spreadsheet using the Return, Tab, and 
Shift keys 

• How to enter formulas using numbers, relative references, and 
absolute references 

• How to use functions to make entering formulas easier 

• How to do "What If?" analysis 

• How to select a region by dragging across the cells in the region 
and how to move through a region using the Enter key 

• How to format a region 

• How to defme names and use names in formulas 

• How to save a Multiplan document on your disk -
• How to print your document 

What To Turn In Turn in a copy of your printed spreadsheet. Be sure to save this 
document; you'll need it to complete the Advanced Microsoft Multiplan 
module. 
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The Task As stated in the Introduction to Microsoft Multiplan module, you are 
thinking of starting a business to sell sushi during lunchtime in the 
student union building. You have already done some preliminary cost 
analysis. Specifically, you have calculated the expected cost of owning 
and operating an automobile used to pick up supplies and deliver sushi 
to outlets around campus. You will now prepare a spreadsheet that will 
use that information, plus other projected costs and expected income, to 
calculate the amount of profit that your sushi business will produce if all 
of your projections are accurate. 

There will be several parts to this Multiplan module. First, you'll create 
a list of business expenses. 

Next, you'll use Multiplan's Paste and Link command to 
dynamically link the document you created in the introductory lab 
into the spreadsheet that you'll create in this one. Specifically, you'll 
insert your final result from the "Car Costs" document into a list of 
business expenses. 

You'll also use Multiplan's Iterate command to calculate the amount of 
sushi that you'll need to sell just to break even. 

Finally, you'll use the Fill Right command to copy the formulas 
you've defined to expand your one-month profit projection into a 
three-month profit projection. 

When you're finished, your spreadsheet should look like the one 
shown on the next page. 
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Getting Started 

I . 
Car Costs 

Multiplan 

Formatting 
the Worksheet 

Make sure that you have completed the Introduction to 
Microsoft Multiplan module. 

Many of the concepts explained in the introductory module will also be 
used to complete this advanced module. You will also link the 
spreadsheet you create in this module with the one that you created in 
the introductory module. 

Turn on the Macintosh and insert your Microsoft 
Multiplan disk-label side up and metal end first-into the 
built-in disk drive. Make sure the "Car Costs" document that 
you created in the introductory module is still on your disk. 

You '11 soon see the Macintosh desktop with the icon of the Multiplan 
disk in the upper right-hand comer. 

If you haven't completed the introductory Multiplan .module or have 
thrown out the spreadsheet you created with it, please go back over the 
earlier module before you attempt to do this. (You need the Car Costs 
spreadsheet from the introductory Multiplan module in order to 
complete the advanced Multiplan module.) And, while completing this 
advanced module, don't be shy about having another look at the 
introductory module to remind yourself about entering text and 
numbers, defining names, using formulas and functions, and other 
topics that it covered. 

If necessary, double-click on the Multiplan disk icon to view 
its contents. 

Now you'll open Multiplan by double-clicking the Multiplan icon. 

Double-click on the Multiplan icon to open the application. 

If you are using a backup copy of Mulitplan, you '11 be asked to insert 
the master disk; do so now. 

Multiplan creates a new, untitled, document for you. 

The spreadsheet that you will create in this module will be similar to the 
one that you created in the introductory module. Specifically, you will 
have labels along the left side of the worksheet, with the corresponding 
values to the right of them. From the introductory module, you know 
that the labels generally take up more room than the preset column 
width. Therefore before entering any text or numbers in the 
spreadsheet you'll increase the width of the first column. 

Increase the width of the first column to approximately double 
it's original size. 
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Entering a Title 

Entering 
Text Labels 

Remember that to change the width of a column, you must 

• Use the mouse to position the pointer between the column head for 
the column you want to change and the column next to it. 

• When the pointer changes shape to show a double arrow, drag to 
the right or left to change the width of the column. 

You are now ready to enter a title for your worksheet. 

Select Cell R1 C2 and type "Sushi Dreams Profit Worksheet". 
Press Enter to accept the label . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ~ .................. ~ .................. ~ . .. .. .. .. .... . .. .. ~ .... ............. . 
-... ................................. ~ .................. : ........ .......... : ... ... . .... ... .... ~ ... .............. . 
• • • • • • • • • • • • • • • • • • • • • • • • • • 0 • • ••• • •••• ~ ••••• • • • • • • • ••••• • ~ ••• • ••• •• • • • • • • •• • ~ ••• • • •••••••••• • • • ~ •• • •• • •••••••••••• 

, , , , 0 , 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 o 0 o o o , , , o , , o o , , ~ , o o , , , , , o o , o , , , o o o ~ o , o , o o o o o I o I o I o 0 o 0 ~ 0 • o • • • o • o • • • • • o • • • ~ • o • • o • o • • o • • o • o o o o 

• • • • • • o • • • • • • • • • • • • o o o o o 0 o o • • • I o o o o o o : • • • • • • • • • o • o • o • o o o : • • • o o o o o o o o o o o o o o o ~ o , o , o , o , o , , , , , , , , , ~ , , , , , , , , , , , , • , • • , , 

, , , , , o , , o , , , , , , , , • , , • • o , o , , o • o o o • • • • • ~ • • • • • • • o • o • o • o • o • o ~ • • 0 • o • • I • • • • • I • 0 • o ~ o • o • o • o • o • • • • • ' ' ' ' j 0 ' ' ' ' ' ' ' ' ' ' ' ' ' ' ' ' ' 

' ' • ' • ' • ' ' ' ' ' ' ' ' ' ' ' ' ' ' • 0 • • • • ' ' ' ' ' • • • • • ~ • • • • • • • ' • 0 • o • o • o • o ~ o • o • o • • I • • • • • o • • • o : o • o • o • o • o ' ' ' ' ' ' • o o ~ o • o o ' ' ' ' ' ' ' • ' • ' • • • 

............... ......... ........ ..... : .................. : ...... ... ......... ~ ........... ....... ~ .............. ... . 
········· ·· ··· ····=·········· ········:········· ··· ······=· ···· ······· ···· ·· :· ················· . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ' .. .. ~ .... ...... ........ : ..... ... .......... ~ .. ... ..... .. ...... ~ .... .... .. ....... . 
,. , ,. , ,. , ,. , ,. 0 00 0 0 ., ., , ., " , , ,. .. o • o : o , o , o • ,. ,. , ,. , ,. , , ~ ,. , ,. , o ,. , ,. , , • ,. , : ,. ,. , ., , ., 0 • I o0 • o • : • o • o • 0 • o • 0 • 0 " • " o 

• • • ••• • • • •• •• • • 0 • • • • •••••••••• • • • • ••• ~ •••• • • • ••••••••••• ~ •••••••• • • •• •••••• : ••••••••• • • • •• • • 0 • ~ • • • 0 • • • ••• • •• • • •• • 

... ............ .. ........ .. ... ...... . ; ........ ... ... .... : .... .. ..... .. ..... : .. ........... ..... : .... .... ......... . 
. . . . . 

Remember that extra text will flow from one cell into the cell to the right 
as long as that cell is empty. 

In the introductory module, you entered .each row .in .order-first the 
label, then the number or formula. However, you're now familiar with 
Multiplan's basic editing techniques, so it'll be easier for you to first 
enter all the labels, and then all the numbers, and then do the 
formatting. This is because some of the tasks that you did for each cell 
in the introductory module could be done to many cells at the same 
time, such as formatting numbers or labels and defining names. 

Your spreadsheet will be divided into two areas: expenses and income. 

Because there will be several types of information in the first column, 
you must be careful about how you format different cells. You '11 use 
three kinds of formatting: the two headers for expenses and income 
will be centered, the three totals (total expenses, total income, and 
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Naming Rows 

profit) will be aligned right, and the rest of the cells will be aligned left. 

Now you'll fill the first column with labels for your spreadsheet. 

Enter labels in the first column of your worksheet until it looks 
like the one shown ·here. ·use·the -appropriate ·commands from 
the Format menu to align them as described above and 
displayed below. 

............................... ?-~~~j .l?r.~~~~r~~m .¥.~~~~-~~!~ ..... .. ... .. : ............... : ...... ........ . 

~~.;;~,r: ?:( ~~ioii> i'r-:~ :::::::::::: ::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: :::::: ::: 
............................... : .. .. ........... : ............... : ............. .. : ..... ................. .... .. .. . :: 
.......... ~.'!P~M!~ ..... ... .. . : ... ....... ..... : . . ........ . .... : . .............. : . .............. : ...... . .. .. ... . 1 

~::~!::::::::::::::::::::: :: :::::::::::::::::::!:::::::: : :: : : : :!::::: : ::: :: ::: : : ::::::: : :::::::!:::::::::::::::. 
~-~'!<: .1:1.~ \~r!~J~ .. .. ........... : .......... ..... : ............... : ..... .......... : .......... . .... : .. .... ........ . 
W~9.~ .c;9~.t .................... : .... ........... : .. .. ....... .... : .... . .. ... .... . : .. .. .. ... ... ... : ........ · · ·· · · · 
.. .... ....... . T.~ \~1 -~~P.~~m: ....... . .. .... . : ............... : ............... : .... .......... . : ........ ...... . 
......... ............... ... .... : .... .......... . : .... ..... .. ... . : ... .. ... ..... .. : .. .. . . .. .. ... . . : .... .. .. ...... . 
........... .If'.~'?~'-···········=···· ·· · · ·· · ····=···· · ··········= · ·· · • · ·· ·· ···· · = ·· ·· · ·· ·· ·· ·· ·· =·· · · ·· ········· 
~-~~~L~~.'PP.l.~~ ~- ............. : ....... . .... . .. : .. ..... ........ : .... . ......... . : .... . .......... : .. . .. ... . . .. .. . 
.. .. ... . ... ... .. .1'9~ ~.1. !mm~ : ....... ..... .. . : ....... ..... .. . : ..... .... ..... . : ..... .. .. ... .. . : .. .... ........ . 

······ ····· ·· ·=······ ·· ·······=······· ····· ···:···· ·········· ·=·· ····· ···· ·· ·· 
······ ·· ·· ····· :······· ·· ···· ··:···· ·· ··· ·· ·· ·· :·· ····· ··· ·· ···:··············· 

·······························=···············:·· ········ .. ···:···· ·· ·········:······· ··· ·· ·· ·:··· ······· ····· l ................... .. ... .. .. ... ; .. ... .......... ; ..... ...... .... ; .... .. . .. .. ... . ; . .. ... .. ....... ; .............. . . . . . . 

Because this spreadsheet is going to be a complicated one, you'll use, 
wherever possible, names for cell references so the formulas you define 
are easily understood. Instead of naming single cells, however, you'll 
name entire rows for this worksheet. This is because after you create a 
profit projection for one month, you'll use a copying shortcut to extend 
the analysis for three months. But to do this, you'll want the names 
you define to refer to entire rows, rather than single cells. That way, 
when you say 

Rent+ Car 

in a formula, Multiplan will understand that you mean the value in the 
"rent" row for this month plus the value in the "car" row for this .month. 

The difference between naming a group of cells and naming an 
individual cell is important when you use names to reference cells in 
formulas. When you define a name for a single cell, and then use that 
name in a formula, the reference will be an absolute one to that cell. 
However, when you define a name for a group of cells, and then use 
that name in a formula, the reference will be a relative one to the cell that 
is at the intersection of the named region and the row or column that the 
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All Cells 
Last Cell 
Ndffl(! ... 

I. ink ... 

:I€ A 

Show Actiue Cell :l€ S 

current cell is in. This is an important concept, but is not easily 
grasped; be sure that you understand how references to named cells 
work before you go on. 

For now you'll name row 3 "Number_ of_ Samplers", but you must 
select a region before you can name it. 

Click on row 3 in the row header. 

. . . . . . . . ........................... .... ........... ............................................. .. ............ .. ........ . . . . 
........... ~.~ P.~.':l.~~~ ... .... ... .. : .................. : ...... ............ : ............... ... : ........ ... ..... . 

t : : : : ······················· ········:· ·················:··················:··············· ···;·· ··· ··· ········· . . . . .............................. ; .................. ; .............. .. .. !··· ······ ·········=·················· 
Mater1a1 ~ : : : · ····························· ·· ·············· ··················································· ····· ······· 

.... 9.~. ~?.~.t ......... .. .. .. ....... : .......... ........ : ... .. ... . .. . ... .. . : .. .. ... ... ........ : ................. . 

.. . . . . . . . . . . . ! ?.\~.1 .. ~.~.1?~~.3.~~ : ...... .... .. ...... : ................ .. : ..... ............ . : ................. . 
. . . ............................... .. ... : .................. : .................. : ... ...... ...... ... : ..... ............ . 

............. !."~!:?.':1:1.~ ..... .. ... .. . : . ..... .... .. .... .. : ............ ...... : ... ......... ... ... : .. .. ..... .... .... . 
~~-~-~~. ~~.'!'J?) .~ :.~ ... .. . .. .... .. ~ ... .. .. ........ ... ~ ... .. ...... ... .. 0. ~ . . . . . . . . .... . .... . : . .. .. . ..... . .... . 

Total Income : : : : 

The entire row is selected, and should be highlighted. 

Choose Define Name ... from the Select menu. 
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Define Nome 

fl ( OK It) 

.__ _____ __..td""-' [ Cancel J . . ...... .. ...... ..... ... ..... .................. ..... . . 
·· ·· · ·· · ·· ······· ··· ·· ············ ·· ·· ·•····· ··· ·· . . . . 
.. .. ... .. . .. .. .. . ... ... . .. . . .. ... . .. ..... . .. . . .. .. Nome: IJ'tttm.I§M.i8$1ulah§J 

. . 
~~=;:;:;::::::;::;======.:;:;!.l. , .. .......... : ..... .. ........... : ...... .... ....... . 

'!'!..~.9-~ . ~C?-~ _t_ .. ... .. ... .... ....... : ... ... ..... ..... .. ... .. ... .... ..... . ~ .. .... ..... .... ... ~ ... ... ... .. ... .. . . 
... ... .. .. .. . . !C?. ~ ~-1- . ~-~p~~-~-~~~ ... ........ ..... .... ····· .. ··· ··· ... ;, .... . .... ... ... . _; .. . ... ..... .... . . . . . . . . . . 
·· · · ·· ·· ············ ·· · ··· ·· · ··· ·· ·· · :·· ···--- ··· ······· ···· ··············:······ ··········· ·: ····· ··· ·· ··· ···· 

I ncome · · · ················· ····· ············ ··· :··· ··············· ··· ···· ···········:··· ··· ···· ······ ··=· ··· ············ ·· . . . . . 
Total Income : ....... . . .. . ..... . : .. ..... .. .. . . .. . .. : ·· · ·· · ·· · ·· ...... . 

This time you should see the phrase "Number_ of_ Samplers" in the 
Name field of the dialog box. Multiplan put the name there because it 
found that label in the first column of row 3. "Number_ of_ Samplers" 
is a good name for the row because it describes the row's contents. 

Click OK. 

Remember that to define a name for a row, you must 

Select the row by clicking in its row header. 

• Choose Define Name ... from the Select menu. 

• When the dialog box appears, either type in a name, or click OK to 
accept the name that Multiplan suggests (in this worksheet, you'll 
always accept Multiplan's suggestion). 

Define names for the following rows. 

Give this row: 

row 6 
row 7 
row8 
row9 
row 10 
row 13 
row 14 
row 16 

This name: 

Rent 
Car 
Raw Materials 
Wage_Cost 
Totai_Expenses 
Sushi_ Samplers 
Total_! nco me 
Profit 
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Entering 
Numbers 
and Formulas 

Linking 
Spreadsheets 

You're ready to enter numbers and formulas into your worksheet. 

The first row in your worksheet, the one labeled "Number of 
Samplers", will contain your estimate of the number of" Sushi 
Samplers" (each plate of sushi that you sell will actually contain three 
kinds of sushi, so it's called a" Sushi Sampler") that you'll be able to 
sell in one month. From the surveys you've taken to estimate demand, 
you project that you'll be able to sell200 Sushi Samplers the first 
month. You'll enter "200" for the number of samplers now. 

Select cell R3C2 by clicking on it. Then·type "200". 

Next, you'll enter the amount that you'll have to pay for rent. This will 
be $600. 

Select cell R6C2 by clicking on it. Then, type "600". Finally, 
press Enter to accept this number . 

. . . . .. . . . .. . .. . . .. . .. .. . .. .. . .. . .. . .. ! ~u.s_h! . ~~.e.a~s .. Pr:~f! t .. W.~~:~-~~e.e.t . .. . .. . .. : . .. ... . .. .. ...... . 

~~~:~~~: :~:~ :s:~~p:( ~:~~:::::: .: :::::::::: ?~~: : :: : ::: ::::::::::::: i::: :: :::: ::::::::: !: ::::::::::: :::::: I! 

::::::::::: :~:~r.~:~:s~~::::::::: ::. :· ................. = . . :::":::::::::::I::::::::::::·::::::':.::.:::::::::::: 1: 

Car : . : : :; 
Fi~.;.; ·;,1~;~;:;~·~·s· ·· · ·· · · ········:···· .. ............ , ............ ..... . :········ .... ...... :······· ..... ...... '! 

~~9:~: ~~;:t:: :::: : ::: : ::::::::::::::::::::::::::::::::::::::::::::::::!::::::::::::: :::::::::::::::::::::::: ij 
.. ... ......... ! o.~a. l .. ~.XJ>!l~.s.~:' : .. ... ... ... ... .... : . .. ... .. .... .... .. : ........... ... .. . . : .... ...... .. .. . .. . 

:::::::::::: ! :~~~:~:~:::::::: :::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: ::::::::: 
Samplers . . . . 

....... :::::::::!~~~(: i ~~~:~~ ::::::::::::::::::::: : :::: :: ::: : ::::::::::::::::::::: : :::: : ::: :: :: : ::: :::::: 

Eventually, you'll want to use a Dollar format with "Rent," but 
you'll take care of that later, after you've entered all of your numbers 
and formulas. 

The next expense that you'll enter is the cost of operating the car that 
you'll use to pick up supplies and deliver sushi to various retail outlets 
around campus. You'll enter a total for that now, but you'll want to use 
the value you calculated in the introductory module. 

You could copy the number from your Car Costs spreadsheet, but each 

4-51 SPREADSHEETS: ADVANCED MICROSOFT MULTIPLAN 



Page Setup ... 
Print ... 

Quit 

time you changed a number in the first spreadsheet (for example, to 
consider several different cars), you'd have to remember to update the 
number in this spreadsheet to reflect the change. 

Fortunately, there is a better way. You can link the two spreadsheets 
so that every time the Grand Total cell in the "Car Costs" document 
changes, the changes will be reflected in this spreadsheet, too. 

To link two spreadsheets, you simply copy the information from one 
spreadsheet (it will then be on the Clipboard), and then use the Paste 
and Link ... command to paste it into the other document. Multiplan 
remembers where the information carne from, and each time you open 
this spreadsheet, it also reads the linked information from the other. 

For example, to link the "Car Costs" document with this one, you'll 
open the "Car Costs" document, copy the cell containing the Grand 
Total, return to this spreadsheet, and Paste and Link the 
information here. 

You'll open the "Car Costs" document now. 

Choose Open ... from the File menu. 

If Open is disabled, you have probably forgotten to press Enter to 
accept the number "600". Make sure you press Enter before selecting 
Open from the File menu. 

You are presented with a dialog box asking if you would like to save 
the changes that you've made so far. 

Click Yes. 

Because this is a new document, you are asked to name it 

Type "Sushi Profits", then click Save. 

You are presented with one more dialog box. Here you select the file 
that you would like to open. You want to open "Car Costs". If there 
are many documents on your disk, you might have to use the scroll 
arrows to find the "Car Costs" document. 
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Car Cosh r!1 
Fun Numbers 
Sushi Profits 
Zoltor the Spreodsheet 

Multiplon Moster 

! ,---=-:----:-----.. 
Open ~ ] J ( Eject 

Concel ] J ( Dr iue 

.. .. c;~.e . ~ o_,_t .. ..... .. ... .. .. . .. ... ~ .. .. ..... ...... ... ~ .. . ... ... . ....... . ~ .... ... .. ..... .... . ............... .. 

. . . . . . . . . . . . . ! o.t ~.~. E.~.ll~n.~.~ ~ ~ ... ......... . ... .. ~ ...... ... ......... ~ .. ... ............. ..... ... ... ...... . . . . . . ........... ..... ....... ...... ........ : ...................... ... .. .. ... ..... : ................. . ... ... .. ... ....... : . . . 
I ncome : : : ···················· ···························· ··· ············ ················· ·············· ................. . 

~u·'·~ i. ~O.rn.Jll .er: '· ..... .. .... .. ~ ..... ........ ..... : ..... ... . . .. . .. ... ~ ..... . .... .. .. ....... ... . ...... . .... . 
Total Income : : : .. ........................ ............................... ...... .............. ..... ............................. . . . . . . . . . . 

Select the document named "Car Costs". Then, click Open. 

The "Car Costs" document opens on your desktop. You'll want to 
copy the information that you would like to use to link the two 
spreadsheets. In this case, it is just one cell, the Grand Total 
Cell-R22C2. 

If necessary, use the vertical scroll bar to bring cell R22C2 
into view. 

Insurance : : : 

:: ~~t~i~i~~:: :::: :::: : : : :::::::::::::::I~~ ::~~ : : j::::::: ::::::::::: ~::::: ::::::::: .... J . ... ... . .. . .... .. . 

:: f. i~:~h:~:~f:t:::::: : ::: :: :::: : ::: ~::::::: :~ :1: ~ :~:~ : : ~:::::: : : : : : : : : : : :: 1::::::::::::::::::::::::: :::::::::::: 
........ ... ..... ...... . .. ~~b.to.t o.l. j ..... J~ .1. ~ .~.~ .. : ...... .... . .. . ... . : . ... .. . ........... ) . .. ...... .. . ..... . 

. . ········ · ·· ······:····· ····· ···· ····:· ··· ········ ······ . . ......... .. .. .... : .... ...... ........ : ................. . 
. ~r.i.C.:.~'.9.~l .l.o."! ................ : ....... ... 1. ~ .2.2 .. : ...... ..... ... .. . . L ................. : ... .............. . 
Miles / month : 500 : ; : 

::::::::::::::::::::::: :~~~i~~~~: ::::: )~~ ; :4:o:::::: ::::::::::::::: r:::: ::::::::::::::: :::::::::::::: ::: 
. : : ; 

:::::::::::::: :::: :ci~~~:~ : ! ~:i ~:~: : ::::¥. j :~~;: j :~ :: J::::: :: ::::::::::: l::: :::: ::::::::::: J ::::: ::::::::::::: 
······ ············ ·········· ·· ······:·· ·············· ··: ··· ············ ···:···· ········· ·····:····· ··· ·········· . . . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ~ .. .... .... ........ ~ ......... ...... ... ~ ................. . ~ ... ........ ...... . 

. . 
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Peste Nome ... 
Peste Function ... 

Fill Right 
Fill Down 
Sort ... 

3f:R 
31: 0 

Next you'll copy the information. 

Select cell R22C2, which should have a value for "Grand Total" 
in it, and choose Copy from the Edit menu. 

Now return to "Sushi Profits". 

Choose Open ... from the File menu. When the dialog box 
appears, select the document named "Sushi Profits". Then, 
click Open. 

The "Sushi Profits" worksheet opens. You're ready to Paste and Link 
the information. 

If it is not the current cell, select cell R7C2. Choose Paste 
and Link ... from the Edit menu. 

Paste ond linlc 

Vou ore linking to R22C2 on Cor Costs. 

OK ~J Cancel 

.... ... .... ... ! o.t~.l .. ~-~J>(ln_s_~!j ~ ... . .... .... ...... ~ .. ....... .... .. . .. ~ ... ... ... .. ... ..................... . 
. . 

You are presented with a dialog box telling you that you are linking to 
cell R22C2 in "Car Costs" , and asking if you would like cells shifted 
down or shifted right. When you paste cells into a full worksheet, 
Multiplan must make room for them. Multiplan gives you a choice of 
either moving down or to the right, the cells that are in the way to make 
room for the new cells. 

In this case, it really doesn't matter which direction you choose because 
there's nothing important either to the right of or beneath cell R7C2, the 
cell that you are going to fill. 

Click OK to shift cells right. 
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Cut 
Copy 
Paste 
Clear 
Show Clipboard 
l'ns1 e i lrl<l Link ... 
Unlink ... 

Paste Function ... 

Fill Right 
Fill Down 
Sort ... 

:•:1. 
X H 
XC 
x u 
X B 

XR 
:leO 

A cross appears at the upper left comer of cell R6C2, marking the 
point where you pasted from the clipboard. The link is made. Note 
that you can refer to linked information in a formula, but you cannot 
change it or copy it Linked information can only be changed in the 
source document 

Now you'll enter numbers for raw materials. 

You've determined that it will cost you $3.00 in raw materials to 
produce each sushi sampler; therefore your monthly raw-material cost 
will be the number of sushi samplers you sell in a month multiplied 
by 3. Next, you'll enter a formula to calculate your monthly 
raw-material cost. 

Select cell R8C2. Then, type"="· 

Remember that you must begin all formulas with"=". 

Type "3 • ". 

Remember that you've already named row 3 "Number_of_Samplers". 
By including "Number_of_Samplers" in the formula, you'll add a 
relative reference to the cell that is at the interesection of row 3 and the 
column that the current cell is in. In this case, the reference will be to 
R3C2. Use the Paste Name ... command to include a name in 
a formula. 

Choose Paste Name ... from the Edit menu and select the name 
"Number_of_Samplers". When you are done, click OK. 
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Press Enter to accept this formula. 

"600" appears in cell R8C2 if you've done everything correctly. 

You're ready to enter a formula to calculate your wage cost. Unlike 
your raw-material cost, which depends on the amount of sushi that you 
sell, your wage cost is a fixed cost; it stays the same every month. In 
fact, you know that you'll have to hire someone to work 100 hours a 
month (25 hours each week), and that you'll pay at the rate of $4 an 
hour. You could just enter $400 in R9C2, because you know the 
amount will be fixed. You'll use a formula, however, in case you have 
to pay more than $4 an hour to lure students out of the library, or you 
need to hire more than 25 hours of help per week. 

Press Return to move down one cell to R9C2. Then, type 
"=100 • 4". Finally, press Enter to accept this formula. 

. . . . · · · · · · · · · · · -~·; ·s·~~p; ~-~-~ - ·· · · · ~ ··· · ·· · ·· · · 2·oo · · ~ · ·· · ·· · · · · · ·· · ·· · - ~ · · · · ·· · ·· · · · · · · · · · ~ ·· · · · · · · · · · · · · · · · · 
··· ····················· ·· · ·· · ·· ····: ········ ··· ·······:········ ·· ·· ···· ·· :·· ···· ········· ··· :······ ··· ·· ······· ! 

:::::::::: :~:~ P.~:~:~~~:::::: :::::::::::::::::::::::::::::::::::::::::::::::::::::::: ::::::::::::::::::::::::: ! 
: 600 : : : l 

.. : ... :::: :::::::::::::::::::::::::::: :~ ~~; :; ~??:~: : :: : :: ::: ::::::::::::::::::::::::::::::::::::::::::: :::::: i' 
~a.~ . ~~!(l~.I.C!.l.L ............. · . . 
~a.11.e . ~?.~.t. ........... . ........ . ........ .. ... .. . ; .................. , ..... ............. ! 
.... ..... .. ... ~?.~?.1 .. ~.~P. (l ':l.~.t:~ : ............. ... .. : .... .. .. ... .... ... : .. ...... .. ·· ·· ·· .. : .. .... ... ... ..... . . . . . . . . 
········· ··· ············ ·············=···· ····· ·· ·······=··········· ·······=··········· ······· =· ·········· ······· j 

Income : : : : : 

~~~ri! : ~~:~:~ ) :~~~:::::::: :::::: [::: ::::::::::::::: [:: :::::::::::::::: [::::::: ::::::::::: [::::::::: ::::::::: . 
Total Income: : : : .............. .................. ...................... ......................................... .. ... .. ...... .... . . . . . . . . . . . . 

You're ready to sum your expenses to obtain a total. You've defined 
names for the rows containing each of your expenses; therefore you can 
use the following formula to calculate their sum: 

Total Expenses = Rent + Car + Raw_ Materials + Wage_ Cost 

If it is not already the current cell, select cell R10C2. Then, 
type"= Rent+ Car+ Raw_Materials +Wage_ Cost". 

Note that you can type a name in a formula instead of pasting it in with 
the Paste Name ... command. 

Press Enter to accept the formula. 
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~a.'!': .~!JI !':r.i.-?.1.~ .. ..... .... .. .. . ~ .. .... ..... ~.~.o .. ~ .......... ...... .. ~ ...... ............ ..... ... ... ... .. . 

~~:9:~ : ~~:~jii~(: ¥.~:~~~~:~~1'nuwiia\:: : :: : ::: : ::: : ::: : ::: : ::: : :: : : : :: : : :: :::::::::::::::::. 
. . 

................ ... ............ ... ... : .. ... . ............ : ..... ....... ...... : ............... ... ········· ····· ·· ·· . . . 
...... ...... ! .~~~.":~.': .. .. ....... .. : ... ............ ... : ............ ... ... : .. ................ ... ....... ... ... . . 
. ~-~·~ ! . ~a.IT.~P.l.~ !':s ....... .. .... . : .... .. ... .. ....... ~ .. ...... ....... ... ~ .. ........... ...... .. ...... .. .. .. .. . 
. . . . . . . . . . . . . . . . . ! ~.~a.~ . 111c.~.r.n!': j ..... .. ... .... .... j .......... ........ j .. ... ............. ........ .... .... .. . 

. . . . . . 

If you've done everything correctly, "1736.1373" appears in 
ce11R10C2. 

Although the names are defined for entire rows, when you use them in 
formulas, they are relative references to the cells at the intersection of 
the named row and the column that the current cell is in. For example, 
in the formula above, you could have replaced "Rent" with R[ -4]C, and 
the formula, although less readable, would be functionally the same. 

If you do get an error message, check to be sure that all of your names 
have been defmed correctly and that you have typed them in correctly. 
If all else fails, try redefining names for the rows that you are using, 
and reentering the formula. 

You're ready to enter values for the Income area of your worksheet. 

Your only source of income will be from selling sushi samplers. To 
determine the amount of money you will make from selling sushi, 
you'll need to know how many samplers you'll sell, and the price 
you'll receive for each one. 

The number of samplers has already been entered (in row 3). Because 
you've decided to charge $8 for each sushi sampler, your total income 
will be the number of samplers you sell multiplied by 8. You'll enter a 
formula to calculate this amount now. 

Select cell R13C2 and type "=8 * Number_of_Samplers". 
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Formatting a 
Group of Cells 

Finally, you'll calculate total income and profit. Because your total 
income results from selling sushi samplers, your total income will 
simply equal sushi income. 

Press Return to move down one row. 

The current cell should be R14C2. 

Type "=Sushi_Samplers". Then, press Return twice to enter 
the formula and move down two rows to cell R16C2. 

You'll make a formula for profit, which is simply total income minus 
total expenses. 

Type"= Total_lncome- Totai_Expenses". Then, press Enter to 
accept this formula. 

"-136.1373" should appear in cell R16C2. 

Your profit statement is nearly complete. But you'll want to use a 
dollar format with some of the numbers in your spreadsheet. 

It would be faster to format all of the cells at once, but you can't select 
all of column 2 and then use a dollar format with it because one of the 
numbers in column 2 (Number_ of_ Samplers) shouldn't have a dollar 
format You'll now select the region of cells from rent (row 6) to profit 
(row 16). Then, you'll give all of the cells in the region a dollar .format. 

Select the region between cell R6C2 and cell R16C2. 
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Remember that to select a region you must 

• Move the pointer on top of the first cell in the region. 

• Press and hold the mouse button while dragging through the region 
to the last cell in the region. 

• Release the mouse button. 

.... ........ ~~P.~.n.s f!s ... ........ . ························ ······ ······ ·········· ···· ··· · . . . . ... ..... ......... :·· ···· ·· ·· ·· ·· ····:···· ·· · ···· ·· ··· ·· . . 
··· ···· ··················· ········· ····· ··············· . . . . . . ··········· ··················· ················· ··· ··· ·· 

0 • ... .. ... ......... : ............... ... : ................. . . . . . 
·············· ···=········ ···· ······:·················· 

• 0 

... ... .. .. ... . .. . : ........ .......... : .... ...... .... ... . . . . . 

... ... ... . ... . .. . : .............. .... : ............. ... . . . 

You '11 use a dollar format with the selected cells. 

Choose Dollar from the Format menu. 

All of the selected cells .now .have a .dollar format. Notice that.the .result 
for profit has parentheses around it. That's because your profit was 
negative. Remember that Mulitplan uses parentheses, rather than a 
minus sign (-), for negative numbers with a dollar format. 

You've finished your profit statement for the first month. The results 
are not good, and it looks like you'll lose money if you go ahead with 
the business. 

Before you decide to open your business, it's a wise idea to perform a 
break-even analysis. A break-even analysis will answer the question, 
"How many samplers must I sell in order to break even (not lose any 
money, but not make any, either)?" 

You can use Multiplan's iteration feature to perform a break-even 
analysis. Here's the method you'll have Multiplan use to calculate the 
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Colculote Now :M:= 
,/Automotic Co lculotion 

Monuol Colcu lo tion 
----------------------··--··---------

,10on' t lterot e " 
Set Completion Test 
~PI1~1:1 Corn,ll<!lion rc!~t 

Setting a 
Completion Test 

number of samplers you would have to sell to break even: 

• Set the Number_of_Samplers to be 1. 

• Calculate the profit you would make if you sell one sampler. 

• If that profit is negative, increase the Number_ of_Samplers by 1, 
and recalculate the profit. Otherwise (if the profit is positive 
or 0) stop. 

Using this method, Multiplan counts the minimum number of samplers 
you need to sell such that your profit isn't negative. This number is 
your break-even point because it is the number of samplers you must 
sell to avoid losing money . 

You'll make the necessary changes to your spreadsheet to do this 
break-even analysis now. 

This process of changing cells and calculating the worksheet over and 
over until a certain stopping condition is true is known as iteration. 
Next, you'll tell Multiplan that you'll be using iteration. 

Choose Iterate from the Calculate menu. 

When you are using iteration, Multiplan makes small changes to the 
worksheet and recalculates it over and over, hopefully getting a better 
answer with each calculation. 

In this case, you are estimating the number of Sushi Samplers you will 
have to sell to break even. The iteration process will start by calculating 
the profit if you sell only one sampler. The answer Multiplan calculates 
during this first iteration will probably not be very close to the true 
answer. That is, you will probably have to sell many more than one 
sampler if your profit is going to be nonnegative. During the second 
iteration, Multiplan will calculate the profit you '11 make if you sell 
two samplers. This answer will be closer to the true answer because 
you will lose less money selling two samplers than you will selling 
only one. 

This process will go on forever unless you tell Multiplan when to stop. 
You use a completion test to tell Multiplan when to stop iterating. 
In this case, you'll want Multiplan to stop as .s.oon as.it.has Jound.a 
profit greater than or equal to zero; therefore your completion test 
will be 

=Profit >= 0 

Note that you use the two symbols">" and"=" to test whether one 
number is either greater than or equal to another. 
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ITERCNT() Function 

Undo Entry 
Cu t 
Copy 
P11ste 
Cle11r 
Show Clipbo11rd 
l'us1 <! <1r1<1 Link ... 

xz 
X H 
X C 
x u 
X B 

- Unl ink ... 

Fill Right X R 
Fill Down X D 
Sort... 

-

-

You'll enter the completion test now. 

Select cell R17C2. Then, type "=Profit>:O". Finally, press 
Enter to accept this formula. 

False appears in R19C2. Can you see why? 

Next, you'll tell Multiplan to use this expression for the completion test 
when iterating. 

Choose Set Completion Test from the Calculate menu. 

You've told Multiplan that you'll be using iteration, and you've set a 
completion test. To complete your break-even analysis, you need only 
tell Multiplan which cell to do the counting in. 

You can use the ITERCNT() function to calculate the number of 
iterations that Multiplan has done. ITERCNT() will be equal to 1 after 
the first iteration, 2 after the second, 3 after the third, and so on. You 
can replace the value in cell R3C2 with =ITERCNT() to have Multiplan 
calculate the profit for 1 sampler, then 2, then 3, and so on. 

You'll change the number in cell R3C2 now. 

Select cell R3C2. Then, choose Paste Function ... from the 
Edit menu. 

OK ~) 

Cancel 

. .. .......... ~ ......... ......... ~ ................. . 
• • o • o o • o o I • I o ; o I o I o I o 0 o 0 • • • • • o • • ~ o • • • • • o • o • • • • • • ' ' ' 

······· ····· !·· ················ :···· ······ ······· 
............ : ... ........ ....... : ................ . . . 
............ : ....... .... ...... . : .. .. ...... ... .. . . 
........... ~ ... ... ..... .... ... ~ ......... ....... . . 
···········:··· ···············!·················· 
............ : ... ........... ... . : ........... .. ... . . 
············:··················=··········· ······· . . ·················································· . . 

l,l::;::;:==========!.r·· ··········=········ ··········=·················· 

When the dialog box appears, select the function ITERCNT(} 
(you will have to scroll to see it). Then, press OK. 
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That's it. As soon as you press Enter to accept the formula, 
Multiplan will begin counting, and won't stop until the break-even 
analysis is complete. 

Press Enter. 

A dialog box appears, showing the number of iterations that Multiplan 
has completed. 

I terotion 

Number of lterotions: 13 ( Conce~J 

......... ..... ! ~.~9.1 .. ~.~.~~~.~.«:~ : .. ~! .1.1~:. !.4 .. : .................. : ........ .. ........ : ........ ........ . . . . . 
• • 0 0 . . . . ·················································· ······························································ . . . . 

Income : : : : 
s~;·t\;· s~~·p i ·~~ ;· · .. · · · · · .. · .. : · · · · i; '64:·6·6· ·: · · · .. · · · · · · · · · · · · ·: · · · · · · · · · · · · · · · · · ·: · .. · · · ...... · · · · · 
... ... ........... ;: ~-;~·i . i ~~·~;,;~ : .. .. $' i '64 :·6'6 .. : .................. : ............. .. ... : ..... ........... . 
·· ··· ··· ······· ···· ····· ·········· ···:·· ··· ··· ······ ····:·· ··· ···· ······· ··:· ····· ····· ······ ·:·· ······ ········· . . . . 

P.~:~:~ii ::: : :::::: ::::::::::::::::::: :< ~! :~:? :(;: i :~ :~: ::::::::::::::::::::::::::::::::::: :::::::: :::::::::::: 
. . 

After about a minute, Multiplan stops iterating. When the silicon dust 
settles, you'll see that if you sell less than 228 sushi samplers, your 
business will 'lose money. 

Fortunately, your market projections show that you'll be able to sell 
not 200 but 300 samplers the second month, and 400 in the third 
month of operation. Because of this, you'll want to see your 
quarterly (three-month) profits before you decide if you should open the 
business. 

You'll expand your calculations to cover a three-month period in a 
moment, but first you'll want to change Number_of_:Samplers fr.om 
"=ITERCNT()" back to "200", and then create column headings for 
each month. 

If cell R3C2 is not the current cell, select it now. Then, type 
"200". Finally, press Enter to accept this number. 
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Inserting a Row 

Entering Column 
Headings 

You'll want to insert an extra row to hold the column headings. 
Multiplan allows you to insert a row by holding down the Shift key and 
clicking on the row heading where you would like to insert the new 
row. You'll insert a row below row 2 now. 

Move the pointer on top of the row heading for row 2, and hold 
down t he Shift key. 

The pointer becomes a bar with an arrow pointing down. 

• File Edit Select Format Options Calculat 

R3C2 l~QQl 

Sushi Profits 
1 2 3 

1 :Sushi Dreams Profit Work 
IB-----1· ·· ··· ·· ······ ·· ····· ······· ··· ···· · ·:··· · ·· · ····· ···· ·· :···· · ·· ·· ······ ··· :· · 
~ : : . ......... ... ... ...... ..... .. ..... .... . . .... ... .. .. ... ... . . 

~m--3--1 N~.l!l .~~~- -~-~ -~-~~P.l. ~.r:-.~ ..... . 
4 IB----1· ·· ··· ······ ·· ···· .......... ......... : ........ ..... .. ... : .... . ..... ... . .... :. 

IB--5---1· ... .. ... . .. ~?~P.~.~-~~~- .. ... ... ... : ... .... ...... ..... : ...... ..... .. .... . :. 
6 Rent : $600.00 : : IB----1· .. ..... .. ...... ......... .... ... ... ... .. .... ... .... .. ..... ....... .... .. .... . . 
7 Car : $1 36. 14 : : IB-----1 ··· .. ...... ..... .... ... ... ... .. .. ...... ...... .. ...... .......... ... ......... . . 
8 Raw Materials : $600. 00 : : 

IB---i ·········· ···· ·· ···· ···· ·· ····· ·· ····· ····· ·· ··············· ··· ····· ···· ···· ·· 
9 st : $400. 00 : : 

With the pointer on top of the row heading for row 2, and the 
Shift key held down, press the mouse button. 

A new row is inserted, and all of the text and numbers below it are 
shifted down to make room. 

Don't worry about any of your references becoming incorrect; 
Multiplan will update them for you. 

Before entering column headings, you must select the cells where 
they belong. 

Select the region from cell R3C2 to cell R3C5 (by dragging 
through it). 

Now you'll enter the column headings. 

Type "January", press Enter, type "February", press Enter, 
and type "March". Then, press Enter to move to the right to 
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Generol 
Doll or 
Per cent 
No Decim ol 
Decimol 
Scientific 
Bor Groph 

Numb er Of Decim ols ... 

Align Left :Je F 

Align Right "' :Je H 

Commos 

Column Width ..• 

Filling Formulas 

cell R3C5 and type "Total". Finally, press Enter to accept this 
fourth label. 

Note that if you press Return instead of Enter, the six cells will be 
deselected. Reselect them and start over. You'll want center alignment 
for these headings. 

With the region still selected, choose Align Center from the 
Format menu. 

. ................................. . 

. . . .. . . ~~- .!?.' -~-~~!>.~ ~-~-~ ...... ! ........... ?.~.o .. .................. ! .................. : ........ <? .... . 
o o o oo o o o o o 'E:'~P~'~'~~~o o' o o o o o o o o o ~ 'o o o o + o' o o o o ' • • • • • • • • I oo o • • • • • • • • • • • ~ • • • • • • o •• I o I o o o 0 o 0 ~ o o o o o o o o o o ** o o o o o o 

Fi~~-~ ·· · ···· ·· ·········· · · ········· :· .. ·s-s·aa:·a·a·· .................. ~ .................. : ............ .... .. 
c:~~· · · · · · · · · · · · · · · · · · · · · · · · · · · · · · · ·: · · · · s i 'j6 :· i ·4· · · · · · .. · · · · · ...... · ~ · .. · · · · · .. · · · · .. · ·: · · · · · · · · · · ... · .. · · 
Fi ~.;; ·;..;~~~~·;~·~·;·· ····· .. ·······:····s-s·aa:·a·a·· ........... .. ..... : .................. : ................. . 
· · · · · · · · · c:;;;·i · · .. · · · · · · · · · · · · · · · · ·: · · .. s-i·aa: ·a·a· · · · · · · .. · · · · · · · · · · ·; · · .. · · · · · · · · · · · · · ·: · · · · · · · · · · · · · · · · · · 
: .. . :. :::::::: j ~:i~:~:: ~:~P.~~:~:~~ !:: ~ ! :?:~~; : i :.j :: :::::::::: :::::::::::::::::::::::::::!::::::::::: ::::::. . . . . .... ....... ............... ..... ..... :········ ·· ·· · ·· ··· ....... ........... :· ··"···· ··· ····· ·: ···· ···· ···· ······ . . 

You're ready to copy the formulas in column 2, but don't worry, you 
won't have to type in all of the formulas and numbers again, or even 
paste them one at a time. Using the Fill Right command, you'll be 
able to copy the formulas and numbers for January into the columns for 
February and March. 

To use Fill Right, you must first select the area that will be filled as well 
as the area that you will fill it with. Don't worry about selecting an area 
that is too large to fit on the screen because Multiplan will scroll the 
worksheet for you automatically when you try to drag the pointer off 
the screen. 

Move the mouse pointer to cell R4C2, press the mouse button, 
drag down and to the right to cell R17C4, then release the 
mouse button. 

Now you'll fill the columns for February and March with the numbers 
and formulas for January. 

Choose Fill Right from the Edit menu. 
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All of the formulas you've defined are copied, turning a one-month 
projection into a three-month projection. As soon as you change the 
values for the samplers you expect to sell in February and March, you'll 
have a three-month profit forecast. 

Enter "300" in cell R4C3, and "400" in cell R4C4. 

Note that when there is something in a Multiplan cell, you can change it 
by simply selecting the cell and typing the new information. 

Look at your profit now. You see that the profit forecast is very 
different when you are selling more samplers! 

You will now calculate three-month totals for expenses, income, and 
profit, but first you'll define names for columns 2, 3, and 4. 

Click on Column 2 in its column head. 

The entire column is selected, and should be highlighted 
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•. 

--- ~--

c=..___~:::=--------=----

f. ~-~-r:~a.r:.'(. : ... .. ~.a_r:~~- . ... : .. ... ~~-~~~- .. .. 
. .... .... J.o.q __ ~ ·· ·· · ·····-~-~-q--1 ................. . 
. . . . . . . . . . . . . . . . ~ .................. ~ ....... .. ........ . 

... i.soi:i:·a·a··:····is.oi:i:·aa··: ................. . 

.. "ii "36:. i ".j .. : .... $ i "36:. i ".j .. : ....... ...... .... . 
···$·9-oi:i:·a·a··:··si·i·ao:·aa··:·················· 
... $.4oi:i:·a·a··:····$·4·oo:·aa··:··········· .. ····· 
#9:3~::i:~::i: : ~#~~;:; :~::::::::::::::::::::: . . . . 
.. .............. ~ .................. ~ .......... ....... . 

s2.4oi:i : ·c,·a· · i · · $3·2-cii:i :·a·a· · i · · · · · · · · · · · · · · · · · · 
~?~:q~ ;:a:q:: ~:: #?~~; :9:q:: ~:::::::::: : : : : : ::: 

Choose Define Name from the Select menu. Multiplan may 
suggest a name, just type "January" for the name of column 2, 
then click OK. 

You'll also want to define names for columns 3 and 4. 

Use the procedure given above to define the names 
"February" and "March" for column 3 and column ·4. 

Next, you'll calculate quarterly totals for your expenses, income, and 
profit. To do this, you'll calculate the three-month sum for 
Number_of_Samplers, and then use the Fill Down command to copy 
the formula for each of your expenses, income, and profit. Note that 
the quarterly total is simply the value for January plus the value for 
February plus the value for March. 

Select cell R4C5. Then, type "=January+ February+ March". 
When you are finished, press Enter to accept the formula. 
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Using the Fill Down 
Command 

Expenses 
ii~·~·~ · · · · · · · · · · · · · · · · · · · · · · · · · ·· · · ·: · · · · $.s.oi:i: ·a·o· · · · · · $s.oi:i :·a·o · · · · · · $s.oi:i :·a·o · · · ·· · · · · · · · · · ·· · · · · 
~~~:: :::::::::::::::::::::::::::::::::: :~ i :~~ ::j :~:: : : ::F:i~: : i :~ :: ::: :~ i :~~ :: i :~:: :::::::::::::::::: 
Ro.., Moterial:s : $600 . 00 $900 .00 $1200 .00 

~a:9:~ : ~~~:1 ::::::::::::::::::::::::::~~ :o~;:o:q :: : :::Fq~;:o:q:: ::::~~:q~::~:o : : :::::::::::::::::: 
... .... ....... ~?.t~.~ .E.~P.~n.~.~~ : .. ~!.?.3~:.1.'1 ... J2.0.3~: . ! .~ .... ~?.~.3~ :.! .~ ......... .... ...... . 

Income ........................................................ ········ ·· ··· ····· ··· ··············· ·········· ········ 
~~.~.~!. ~~.r:'.lJ?!.~!"::' .......... .... : .. ~ 1.~.o~ :.o.q .. .. ~z.<~.o~ : .o.q .. .. ~J.2.q~ : .o.o ...... ............. . 
.. . . . . . . . . . . . . . . . ~ o.~~.l .. ! ~~.~.r:'.l~; .. ~ !.~.q~: .o.o .... ~2.4p~: .9.q ... J3.?.q~: .9.0 ...... ........... .. . 

"900" appears in R4C5. You could go through all of your expenses, 
and then your income, and finally your profit, and for each one type in 
this formula, but that would be very tedious. Fortunately, there is a 
better way. 

You can use the Fill Down command to copy a formula from one cell 
to a group of cells directly beneath it. To use the Fill Down command, 
you select the cell that contains the formula, and the cells in which 
you'd like to put a copy of the formula. Then, you choose Fill Down 
from the Edit menu. 

In this case, you want to copy the formula in cell R4C5. 

You'll use the Fill Down command now to copy the formula in cell 
R4C5, but fust you'll select the cells that should contain a copy of 
the formula. 

Select the region from cell R4C5 to cell R17C5 (by dragging 
through it). 
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IJn tln 
Cu t 
Copy 
Pos t e 
Cleo r 
Show Clipboard 
I' n sf <~ <111<1 l.ink ... 
Unlinlc ... 

Past e Nome ... 

:•:z 
X H 
XC 
xu 
X B 

Paste Function .. . 
lll>soluf <~ fl<~f<~ r<~n< P :•: r 

Fill Right ,, 
Sort. .. 

~R 
· . I 

.. .... .. .. .. ~.~P.!'.n.~~:' ....... . .. . . ·· ··· ····· ·· ·· ·· ·· · ······· ········ ··' ·· ·· ··· ····· ·· ·· ·· 
Rent $600. 00 $600. 00 : $600. 00 

~~:r:: ::::::::::::: ::::: ::::::::::: : ::::¥. ! :~~; : ! :~ :: ::::¥. ! :~~; : ! :~ :::::::F~~ ;: ! :~ :: 
Ra'W Matertall! $600.00 $900.00 : $1200.00 

~~:9:~ : ~~~:~ ::::::::::::::::::::: ::::¥.4~~; :~:~: : ::: :¥.~:~~; :~:~: : : ::::~:~:~~; :~~:: 
.............. ! a.~~.l .. ~.~P.~n.~.e~ .. ~ !.?.~~ :. ~ .4 .... ~2.~.~~ :. ~ .~ .. ; .. ~?.~.~~ :. ~ .~ .. 

Income . 
s~·~hi · s~·,;;·pi ·~~; ············· ··si·sao:·a·o·· ··si4.oo:·a·o··:··s32.oo:·a·o· 
:::::::::::::::: :x~i~:i : !~?:~:r?i~ : :~i :~~~;:~:~:: :: ~?~:~~;:~:~::::: ~#~~;:~:~ : 

Now you'll use the Fill Down command to copy the formula in the first 
cell of the region (R4C5) to the rest of the cells in the region. 

Choose Fill Down from the Edit menu. 

: January : February : March 

~~~:b~~::~:~ :~~~P.~i~:~::::::::::::::::::?~:o::::::::::::::3:~:~ ::::::::::::::4:a~: : 
. . . 

·· ···············:····· ·· · ······ ·· ··:· ··· ········ ······:················ ·· 
. ........... ~.~ P.~.':l.~~:' .. . .. ...... . : . .... ..... ..... ... : ........... ....... : .. ... .. .......... . 
~e.':l.t ............................... : ... J6.q~ : .~.q .. : .... ~.~.q~ : .~.o .. : ... J~.q~ :.9.q .. 
Car : $136. 14 : $136 .1 4 : $136 .14 · · · · · · · · · · · · · · · ·· · · · · · · · · · · · · · · · · · · · ·: · · · · $s.cio :·a·o··: · · · · $.9.6o: ·a a··:··$ i ·2·oo: ·a·· 
wage cos t · · ·· · ·· · · · · · ·· · ·: .... $.4.6o :·a·o· · :· ... $.4.6o:·a·o··: ·· · ·$4.6o:·a 
:: ::::::::::::! ~i~:~: : i::~:~~~~:~~ ::: ~i :1:~~; : !~ :: :: : #a:~~; : !:~ ::::: ~?~:~~; : i :~ 

: : : 
·····································:·· ···· ···· ········:··· ···············:······ ··· .. ····· 

Income · : : 
5;;~·h1 · 5;;,;;·p i ·~~; · · · · · · · · · · · · ·: · · si"S"oo: ·a·o· ·: · · $2·4·oo: ·a·o· ·: · · s3·2·oo: ·a·· 
:::::::::::::::::! ~i~( : i ~?:?:r?i~ ::: ~! :s:o~: :a:o::::: ~2:~:a~ ::o~:::: j#ci~; :~:~ .. 

: : 
··················· ··················:·····································:·················· 

The formula is copied, and the correct monthly total appears in all of the 
cells of the region. Note, however, that for each row that has blank 
cells in the second, third, and fourth columns, a "0" appears in column 
5. You'll remove the unwanted zeros now. 
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Using "What If?" 
Analysis 

Clear each of the cells in column 5 that contain "0". 

To clear a cell you must 

• Select the cell. 

• Press Backspace. 

You'll want to use a dollar format with all of the cells in column 5 
except for cell R4C5. You will now format all of these cells at once by 
first selecting the region that contains them, and then choosing Dollar 
from the Format menu. 

Select the region from R7C5 to R17C5 (by dragging 
through it). 

. . . ....... ............................ ................................................... .. ... ... ................. . 
Expenses : : : 

iie~-~ · · · · · · · · · · · · · · · · · · · · · · · · · ·· · · ·: · · · ·is·aa :·o·a· ·: · · · ·$·s·aa: ·a·a· ·: · · · · is·aa :·o·a· 
c~~-· · · · · · · · · · · · · · · · · · · · · · · · · · .. · · ·: · · · ·$ i ':36: · i ·4 · ·: · · · ·$· i'36: · i ·4 · ·: · · · · i i ':36: · i ·4 · 
ii~.;; · ;.;~;~;:i~·~·~· · · · · · · · · · · .. · · ·: · · · ·is·aa: ·a·a· ·: · · · ·$9.oo: ·a a··:··$ 1·2·aa: ·a·a· 
~~9:~ :~;;~:~ ::: :::::::::::::::::::::: :Fq~; :~:q :::: :: :~:~~~ ;:~:q:: ::::: ~:~~~ ;:9~ : 
.............. ! ?.~?.1. -~-~P.~n:s.~~: .. ~~.?.~~: . ~ -~ .. : .. ~?.~.~~ :. ~ .~ .. : .. ~?.~.~~ :. 1 .~ . . . . . . . . . . ······························· ·········· ··················· ···· ···· ························· 
.............. '.r:-~~.r:r:'.~ ............. ~ .................. ; .................. ~ ................ . 
Sushi Samplers : $1600.00 : $2100.00 : $3200 .00 

:::::::::::::::::! ;;·~~ : ! ~?.?:~~ r: ~ j :~:o~ ::~:q :: ~:: ~~~:q~; :~:q ::::: ~~:~:q~: :~:q: 
. . . . . ·····································:·····································:········· .. ······ . . 

Choose Dollar from the Format menu. 

According to your projections, you'll make $1091.59 in the first three 
months that you sell sushi. But what if your projections are wrong? 
You'll use What if? analysis now to see how much your profit 
projection changes if some of your estimates are not accurate. 

First, you'll see what happens if you only sell 300 samplers in March. 

Select cell R4C4. Then, type "300" and press Enter to accept 
the change. 

Your quarterly profit plummets to $591.59! 
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Finishing Up 

Let's try another. What if the weather in March is particularly bad this 
year, and you are able to hire students to work for $3.50/hour rather 
than $4/hour (because it takes less money to lure them out of the sun)? 
You'll see how this would affect your profit forecast now. 

Select cell R1 OC4. 

The text "=100 * 4" appears in the formula bar. 

Type "=1 00 • 3.50" to change the formula. Then, press Enter 
to accept the new formula. 

: January : February : March : Total 

....... ~~::~:~:$:o0.P.(~~:~:::::::::::::::::: ?:o:q :: ::::::::::::!o:q:: ~:::::::::::!~:q: :~:::::::::::~:~:q:: 

.................................... : .................. : ... .. ............. : .. ..... ........... : ................. . 
ExpeMel! : : : : 

li~~·~ · · · · · · · · · · · · ·· · · · · · · · · · · · · · · · ·: · ·· ·s-s·oa :·o·a· ·: · · · · $·s·oa :·o·a· ·: · · · ·s-soa: ·a·a· ·: · · $ i ·a·oa :·ao· · 
c~~· · · · · · · · · · · · · · · · · · · · · · · · · · · · · · · ·: · · · ·s-; ·:is:·; ·4 · ·: · .. · s; ':is:·; ·4 · ·: · · · · s; ':is:·; ·4 · ·: · · · · $.4.oa:·4·i · · 
R~,;; · ;.,;~ i~~i~·~·~· · · .. · · · · · · · · · · ·: · · · · $·s·oa: ·ao · ·: · · · · s9.oa: ·o·a· ·: · · · · $.9.oa: ·o·a· ·: · · $2·4·oa: ·a·o · · 

~~::.~ : ~:·:~ ~~0:1 : ~~:~~~:~·e~!:. ~ t}j~ :.i.~: . i:: ~~b:j~ ::;:~: : ~~~1,t:~~~1 .4.1.r~~ : :~:~ : . 
............. ·~ -~~~·,:.:.·~ ... ...... .. .. ~ .. .......... ...... ~ .. .......... ..... '1' .......... ....... ~ ...... ... ........ . 

~~:~:h~ : ~~:~:~ ~t~~~: : i ~~:~~~ :: · ~ ;·;~~ :·~:~: :: : . ~~::6~ ::6:6:: I ::~~;~~; :~:~ :.:: .~~:~·~~; :~.~:: 
. . 

Your profit increases to $641.59. 

Note that you could also have mov.ed .the .pointer into .th.e fo.rmula .bar, 
selected the "4", and typed "3.50". Both methods accomplish the 
same thing. 

You're finished now, but before quitting, you'll save and print 
your worksheet. 

Choose Save from the File menu. 

The final version of your spreadsheet is saved to disk. 

Choose Print... from the File menu. 

You are presented with the Print dialog box. 
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- Quitting 

-
Review -

-

What To Turn In 

-
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Select High for Quality and either Continuous or Cut Sheet for 
Paper Feed. 

Click OK when you're ready to print your spreadsheet. 

You'll return to the desktop. 

Choose Quit from the File menu. 

You're back at the Macintosh desktop. 

You've now finished the Advanced Microsoft Multiplan module. 
this module, you've learned: 

• How to link spreadsheets so they will share information 

• How to name rows and use names for rows in formulas 

• How to format a group of cells by changing their alignment 

• How to insert rows into the worksheet 

In 

• How to "Fill" formulas to avoid typing the same formulas many 
times 

• How to use iteration to do a break-even analysis 

• How to set a completion test for iteration 

Tum in a copy of your printed spreadsheet. 
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Checkbook 
Register 

Description 

201 : S-28 Pacific Bel l 25.00 ..f 2000.00 .......... ....... ........ .... .. .. .... ....... .... ...... ........... ........................... ... ... ... . ... ................. 
~~.? .. :. ~:-.2.8 .. ! ~.Y.~ . :· .~~ .. ~~ ... ... .... ........ ............... . 1. ~ : .9.0 ... :!. .. ....... ..... ............ ! .?.~~ : .9.q .. 
~9.~ .. :. ~:-.?.~ .. ~.~ :.~~ .. T~~r.':l.t.~.~J.r.~.~~. L ........... }.q~ : .9.o ... f . ........................ ! .~.a~ : .9.q .. 
:-: :-::-.~ :. ~ :-.9.~ .. ~~.~.~~~~ .............................. .................... :!. .. ...... ! .~~: .~.~ ........ 1 .~.4~: .~.~ .. 
~~.~ .. :. ~ :-. 1 .1 ... ~~r.k ! !~9 .. t!~.~.~u ~9.~,.> .... ......... ...... .. 1. ~ : .9.q .. . :!. .. .. .. .................... ! .a.~~:.~.~ .. 
~~.~ .. :. ~ :-. !.~ .. ~9.~~.'!-:~.YJ~!l.~.~ ......................... ! .~~ : .~.~ .. . :!. .. ........................ ! .?.1. ~ : .9.~ .. 
206 : 7- 13 Kairos House 15 .00 ..f 1697.03 

~~L:>~T~ :: ~~~:q~~:7:~~~: : : : : : ::::::::: : : : : · : : ::::: ::: : ::::?~ ; :~:~ :: ::~:: ::::::::: ::::::::: :::::: ! :~:~? ; :~:c : 
:-: :-::-.~ : . } :-.! .q .. !nt.~:.~.~.t ................................................... :!. .. ...... ... ~: .4.q ........ ! .~.~ .1. : .~.1 .. . 
~~.~ .. : .. ~ :-.2.3 .. !~.~ .. ~~f~ . !.i.f!l.~~ ......................... .. .. ~~ : .~.q .. . :!. .. ................ .. ...... ! .~.1~ : .~.1 .. . 
:-::-.:-.~ : .. ~ :-.?.~ .. ~~P.~~!~ .............. .. ......... .......................... . :!. .. ...... ~.~~ : .~.~ .. ...... ! .?.1}: .!.? .. 
- - --: 7 - 27 Withdr a...,a l 40.00 ..f 1872 . 17 

~~(L:?~:?( ~ ~:~:q~~7~~~::::: : : : ::: : ::::::: : : : : : : : : ::::Jq~;:9:q:: :::::: ::::::::::: ::::::: : :::J?:?~J?:: 
~ 1.9 .. : .. ~:-.?.~ .. ~~.C?.i.~i.C? .. ~~! ! .. ................ .. ... .. ........ .. ~~: P.q .. .......... .............. .. .... 1 .?.~~ : . ! .? .. 
~! . u .. ~:-.?.~ .. ~.~:.!~ .. T~~r.':l.t.~n .. <. r.~.~n ........ . .. .... ~.q~ :.9.q .. ...... .................... .... ! .~.~~ : .! .? .. 
----: 7-30 Withdra...,a l 10. 00 ..f 1402. 17 

~!:fL: ~:.:~:~:: ~~:~:~!~ :~9:~~1~~:: : : :::::::: : : : : : :: : :: :::: : :::~~;:o~: : :::::: :::::::::::::::::: :::: ::!:~:~~J?:: 
:-::-::-.~ : .. ~:-.9.~ .. ~~ ~~~.r:.~~.~ ! ................ ... .............. .. ~~ : .9.q .. . :!. .. ...................... .. ! .~.~~: . !.? .. 
----: e-05 Deposit ..f 1005. oo 2327. 17 

~!TL· ~:.:~:~:: ~~:~:q~~7:~~ ~:·: : : : : · ::::::::::: : ::::::: ::::::i~( :~:q:: ::;:: :::::::::::::::::: ::::::?:?i?J?:: 
:-::-.:-.~ : . ~ :-.9.? .. ~~.~.~~ ~ ! ................................. .. ................ :!. .. ...... ~.o ~ : .o.~ .. ...... ?.~.~~ : .?.~ .. 
:-: :-.:-.~ : .. ~:-.9.8 .. ~!~~~.r:~~.~ ! .... ................ ....... .. .. .... ~~ : .9.q .. . :!. .. ................ .. .. .. .. ?.~.~~ :.?.~ .. 
----: B-09 Interes t ..f 10 . 20 2600.46 2 ; ·~ .. : .. a::i·o .. PizZ:~ . ti~i ............ .. ........................ 2s:·o·ci ............ ...... .............. 2.5.75:·4·6 .. 
~!:~:r~:.:if ~~:~~:~ :9r.~9. :$~:9~~ :(a:~~~~ idi ::::::a:q~ ; :9:q:: :::::: :::::::::::::::::: ::::j?:?~;:~:~:: 
~ ! .~ .. : .. ~ -.! .~ .. ~~.!?.~~~.:-.q~ ~ .. .. ........ .... ........... . .. .. ! .q~: .9.q .. ............................ .. !.~?~:.~.~ .. 
217 : B-15 Fannie Mae Candies 100.00 1575.46 

Using Microsoft Multiplan, this spreadsheet was created to replace the 
checkbook register that is found in every checkbook. 

Using the Page Setup ... command, the spreadsheet was made to print 
sideways by changing the o!jentation from Tall to Wide. 

Fill Down was used to copy the same formula into all of the cells in 
column 7. 

Only the SUM() function was used to create this spreadsheet. 
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Grade Sheet 
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Description 

-
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-

Grade3 for History 101 : "The History of Pine Valley· 

Name Test I Test 2 Test 3 Final Grade 
Bogart, Kent 67 87 81 79 
Bogart, Lars 93 98 99 97 
Colby, llza 100 31 90 75 
Cort I andt, Daisy 99 80 76 85 
Cortlandt, Nina so 52 100 67 

Cortlandt, Palmer 100 100 100 100 
Cudahy, Tom 80 75 72 76 
De l ton, Mark 90 87 88 88 
Gardner , Jenny 99 89 100 96 
Gardner, Opa l 10 12 I S 12 
Hubbard, A119le 100 100 99 100 
Hubbard, Jesse 90 80 70 80 
Kane, Erica 75 80 81 80 
Kincaid, Rick 80 79 80 80 
Martin , Joe 100 g8 95 98 
Martin, Ruth 89 90 9 1 90 
Martin, Tad 50 60 70 60 
Nelson, Enid 56 87 99 81 
Nelson, Greg 89 98 80 89 
Sago, Benny 89 78 76 81 
Sago, Estelle 50 80 79 70 
Skywa lker, luke 110 110 110 110 
Sloan, Jasper 100 100 100 100 
Tyler, Phoebe 80 84 83 82 
Wellinford , La119ley 0 12 5 6 

Average 78 78 82 79 
Standard Deviation 28 26 21 21 

Lowest Final Grade 6 There was at least one perfect 3core. 

Highest Flna I Grade 110 At l east one person failed . 
Number of Students 25 

This spreadsheet uses several Multiplan functions to calculate statistical 
information for a group of students who are in the same class. To make 
creating functions easier, names were given to the four regions in 
columns two, three, four, and five which contain test scores and final 
grades. 

The AVERAGE() and STDDEV() functions were used to calculate the 
average and the standard deviation for each of the tests and the frnal 
grade. The highest and lowest grades in the class were calculated using 
the functions MAX() and MIN(). Finally, the COUNT() function was 
used to count the number of students in the class, and the conditional 
function IF() was used to print out a message if there were either any 
perfect scores or if anyone failed. 
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Exercises 1. What structure is used to store information in a spreadsheet? Be 
sure to discuss the relationship between rows, columns, and cells. A 
sketch may be helpful. 

2. What are the advantages of using an electronic spreadsheet versus 
using a physical (paper) spreadsheet? What are the disadvantages? 

3. What is "What If?" analysis? How is it used? Why is it useful? 
Give an example. 

4. What is an absolute reference? What is a relative reference? What 
is the difference between an absolute and a relative reference? When is 
one preferred over another? 

5. What is a function? How do functions make spreadsheets more 
useful? 

6. What does it mean for a function to require one or more arguments? 
Give examples of functions which require arguments. 

7. What are the advantages of naming cells? 

8. What are the advantages to linking spreadsheets? 

9. With Multiplan, you use the Macintosh mouse to move between 
cells in a spreadsheet. How would you do this on another computer 
without a mouse? Discuss the advantages and disadvantages of using a 
mouse. 

10. In Multiplan, how do you enter an absolute reference in a formula? 
A relative reference? Give an example of a formula using both types of 
references as they appear in Multiplan. 

11. Explain how Multiplan's Fill Right and Fill Down commands 
work to make entering groups of formulas easier. 

12. What is a region? How do you select a region in Multiplan? How 
do you include a reference to a range of cells in a formula? 
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About Business 
Graphics 

Because spreadsheets make numerical calculations fast and easy, 
computer users have the power to generate huge tables of numbers in 
the time it would originally have taken to complete a single calculation. 
But generating numbers is one thing, and understanding what they 
mean is quite another. With all these numbers available, it becomes 
important to be able to present them in a way that can be quickly and 
clearly understood. 

Business graphics applications are designed to take a mountain of 
numbers and create charts and graphs that convey the information in a 
clearer, more easily understood way. When a group of numbers is 
presented graphically using a bar or line chart, for instance, it's often 
easier to spot trends and summarize the overall picture quickly. 
Business graphics can clarify meaning and add impact to an otherwise 
confusing set of numbers. In short, business graphics applications can 
make a picture that's worth a thousand words (or numbers). 

Of course you could use a graphics application like MacPaint to create a 
chart or graph. But the the magic of a business graphics application is 
that it makes the artwork easy. In many cases, you simply enter the 
numbers you want to plot and choose the type of graph you'd like. The 
application does the rest. 

What's more, business graphics applications make it easy to update 
your graphs with updated data. If the numbers that you're graphing 
should change, you can change your chart just as quickly. Try that 
when you're graphing with pencil and paper. 

Also, in many cases, business graphics applications can be integrated 
with spreadsheets so that changing a number in the spreadsheet update 
the graph instantly. 

5-2 BUSINESS GRAPHlCS: ABOUT BUSINESS GRAPHICS 

n 

-



-

-
-
-

About Microsoft 

Chart 

Microsoft Chart is a business graphics applications package for the 
Macintosh. Chart takes advantage of the high-resolution graphics of the 
Macintosh to generate column, bar, pie, line, scatter, and area charts in 
a wide variety of styles and formats. Experimentation is easy with 
Chart so you can choose the style and format that makes your point 
best. If none of the preset formats suits you, Chart allows you to 
customize your chart with borders, legends, and labels as well as a 
selection of patterns and type styles. 

Aside from making your chart visually interesting, Chart also allows 
you to sort, and analyze, and graph the data you enter using statistical 
functions and trend analysis. You can enter your data by typing, or use 
the Macintosh Clipboard to Cut and Paste from other applications like 
spreadsheets and databases. 

While not as well integrated as truly "integrated software" like 
Microsoft Excel or Lotus Jazz, Chart has the ability to link a chart with 
a Multiplan spreadsheet so that changes in the spreadsheet will be 
reflected in the Chart. 
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The Task For your Social Psychology project on interpersonal relations, your 
group has just finished its survey on dating patterns at your school. 
The results are in and now they need to be summarized graphically for 
your final presentation. You'll need three different charts. But rather 
than laboriously drawing them by hand, you decide to let Microsoft 
Chart be your graphic artist. 

In the first chart you create, you 'llleam the basics of Microsoft Chart: 
how to enter data and plot it in a number of different chart types. 

In the second chart, you'll create a scatter plot and use Chart's powerful 
data analysis capabilities to perform a trend analysis on your data. 

In the third chart, you '11 compare two sets of data by plotting them both 
on the same set of axes. You'll also use Chart's creative formatting 
capabilities to customize your chart. 

With all this in store, you make a date for Wednesday night with 
Microsoft Chart and your favorite Macintosh .... 
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Getting Started 

Chart 

The Windows 

You'll begin by opening Microsoft Chart from the desktop. 

Turn on the Macintosh and insert the Microsoft Chart 
disk-label side up and metal end first-into the built-in disk 
drive. 

You'll soon see the familiar Macintosh desktop with your Microsoft 
Chart disk icon in the upper right-hand comer. 

If necessary, double-click on the Chart disk icon to view the 
contents of the disk. 

Now you're ready to open Chart by double-clicking on its icon. 

Double-click on the Chart icon to open the application. 

In a few seconds, two windows appear on the Macintosh screen. 

The smaller of the two windows, titled "New Series", is called a data 
window. When you enter new data into Chart, it will appear in a data 
window. Each group of numbers that you plot is called a data series 
and appears in its own data window. If you're working with more than 
one data series, you'll use one data window for each data series. The 
New Series data window is always available to add additional data 
series. 

The larger window, labeled "Untitled", is known as the chart 
window. When you click the Plot Series box in your data window, 
the chart appears in the chart window. 

Note that both windows can be moved and resized just like windows in 
other Macintosh applications. If you're a little rusty, moving and 
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Your First Chart 

Series, Categories, 
and Values 

Data Types 

resizing windows is covered in the Introduction to Macintosh module. 

The frontmost window on the Chart desktop is known as the active 
window. The title bar of the active window is highlighted. In this case 
the New Series window is active. You'll activate a window to bring 
it to the front so that you can work with it. For instance, when you're 
entering data, you'll activate the data window. When you want to see 
or make changes to your chart, you11 make the chart window active. 

Now that you're familiar with the Chart desktop, you're ready to start 
your first chart. 

A data series is a set of data points. Each data point is composed 
of a category and a value. The categories are plotted along the 
horizontal or X-axis, while the values are plotted along the vertical or 
Y -axis. Microsoft Chart takes a data series and plots it. 

The population of the United States over ten years is an example of a 
data series. In this case, each data point would be comprised of a year 
(the category) and the population in that year (the value). 

The data window on your screen is labeled "New Series" because it is 
used each time a new data series is created. The New Series window 
should be in front (active) any time you want to enter a new data series. 

If necessary, activate the New Series window by clicking in it. 

If you cannot see the New Series window, choose List. .. from the Data 
menu to bring the data window to the front. 

Before entering your data, you should specify what type of category 
information you'll be entering. Chart recognizes four types of category 
information: Sequence, Date, Text, and Number. 

With Sequence or Date information, you specify a starting point and the 
interval between points. Chart then calculates and enters the category 
for each data point as you enter the value. For instance, if your data 
was taken yearly, you would choose Date as the category type, enter the 
first year and choose one year as the interval between data points. 

With Text and Number, you enter both categories and values. Text lets 
you _enter any letters or words as a category, while Number accepts 
only numbers. 

Notice that in the Data menu Sequence ... has a check mark by it This 
is because Microsoft Chart is preset to accept sequential data. 

The data for your first chart is a summary of how the surveyed couples 
met. The categories will be the different ways in which the couples 
met, and the values will be how many of the couples surveyed met in 
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Sort ... 
Bnnlqz.t~ ,., 

List... 3€ L 

Naming Your Chart 

each way. The category type, then, will be Text. 

Choose Text •.. from the Data menu. 

A dialog box appears asking you to specify various properties of your 
series. For a text series, you can specify the name of the series, as well 
as the labels for the category and value axes. The text that already 
appears in the boxes was automatically preset by Microsoft Chart. 

TeHt Series 

Series Name: 

Category Name: I H 
~==============~ 

Ualue Name: I Y 
~--------------------~ 

( OK J ( Cancel 

The Series Name box is highlighted, meaning that it is selected. If you 
now type a name for the series, your name will replace the one Chart 
has chosen automatically. If you make a mistake, you can use the 
Backspace key or any of the other Macintosh editing techniques you 
learned in the Mac Write module. 

Type "How Couples Met" in the Series Name box. 

Pressing the Tab key, instructs Chart to accept what you just entered 
and move on to the next box. 

Press the Tab key to accept your entry and move to the next 
(Category Name) box. 

Pressing the Return or Enter keys is the same as clicking OK, indicating 
that you have finished entering information. If you accidentally press 
Return, choose Text. .. from the Data menu to continue. 

Type "How" in the Category Name box and press Tab. 

The horizontal, or category, axis will now be labeled "How" for how 
couples met. 
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Multiple Data 
Windows 

Entering the Data 

Type "Number" in the Value Name box. 

The vertical, or value, axis will now be labeled "Number" for number 
of couples. 

TeHt Series 

Series Name: I How Couples Met 

Category Name: I How 
~==============~ 

lJ alue Name: ._I N_u_m_b_e_~ ______ ___. 

( OK ~1 [ Concel J 

D Plot Serie~ 

Click OK. 

You've now named the chart and labeled the vertical and horizontal 
axes. Next you'll enter the data for your data series. 

Notice that a new window appears that has the name and labels you just 
entered. There are now two data windows. Each time you create a new 
series, Chart creates a new data window. This means that a New Series 
is always available. 

To enter your data in the data window, you simply type in a category or 
value and press-you guessed it-the Enter key. 

Type in the data shown in the following data window, pressing 
Enter after each category or value. 

Don't worry if you make a mistake while entering the data, you'lllearn 
how to edit your entries next. 
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Editing the Data 

Plotting a Series 

0 How Couples Met 
0 rd e r: U§flt<Wi:m~t 

D Plot Series 
How 

thru friends ~ 
in classes ~ 

ad parties ~ 
blind date ~ 

in dorm ~ 
high schoo 1 l 

Number 

26 ~ 
1 1 ~ 
7 ~ 
2~ 

19 l 

Editing in Chart is based on the same principles as editing in other 
Macintosh applications, like Mac Write. To position the insertion point, 
use the mouse to move the I-bar to where you want to insert or delete 
and click. 

You've entered "art parties" when you really meant "at parties". It's a 
simple mistake that's easy to correct. 

Using the scroll bars if necessary, position the 1-bar after the 
"r" in "art" and click the mouse. 

At this point you can insert or delete characters. 

Press the Backspace key to remove the offending character. 

You've entered all the data to create your data series. Next you're ready 
to plot that series in the chart window. 

Click the Plot Series box above the Category column. 

In a few seconds, a column chart appears in the chart window. 

Part of the chart is covered by the data window. To bring it to the front 
you can either activate the chart window by clicking anywhere inside it, 
or you can use the Show Chart command in the Chart menu. 

Choose Show Chart Window from the Chart menu. 
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Types of Charts 

The Gallery Menu 

HIII~S ... 

H1l1l I. <!iJ<Wd 
H1l1l llrrow 

Sel<!< t [hurt 
S<!le< t I' Ill t lln~u 

Redrew Now 
./Automatic Redrew 

There are many types of charts, and each type conveys information in a 
different way. In fact, determining the best type of chart for a particular 
data series depends on the type of data and the intended audience. 

Types of Charts 

Bar 

Line 

Column 

·o~ 

••• ~ 

Scatter 

• 

Chart can create seven types of charts: pie, bar, column, area, 
line, scatter, and combination. Each of these chart types has a 
number of variations available. 

Chart's preselected chart type is a column chart. If you don't specify a 
chart type, Chart will automatically choose a column format. 

Take a look at the chart you've created. As a column chart, it gives you 
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line .. . 
Pie .. . 
Scatter ... 
Combination ... 

Area .. . 
Bar .. . 

..I'Column ... 
line ... 

Combination .. . 

an idea of which types of meetings were more popular than others. But 
it doesn't give a very good picture of what percentage of couples met in 
the various ways. To determine which type of chart expresses your 
data best, you'll experiment with some different types. 

The Gallery menu shows the available chart types and allows you to 
change types with a simple click of the mouse. 

Choose Bar ... from the Gallery menu. 

The Bar Chart Gallery appears with one variation preselected. 

Each Chart Gallery gives you a choice of several variations on a chosen 
chart type. The differences (some are subtle) are reflected in the 
numbered pictures. 

The column and bar chart formats are quite similar in how they present 
data, so perhaps the bar chart isn't the best choice for this data either. 

Click the Cancel button. 

Because the pie chart calculates percentages for you, it is probably best 
suited to showing what proportion of couples met in the various ways. 

Choose Pie ... from the Gallery menu. 

The Pie Chart Gallery appears with a number of possible formats. 
You'll choose the format that displays the percentages next to each pie 
wedge. You choose a format by clicking in the picture of the chart with 
the desired format. 

Choose #6 from the Pie Chart Gallery, and click OK. 
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Using Legends 

Main Chart Type .. . 
Ouerlay Chart Type ... 
AHes ... 

-;Jlli.l • I • 

111!1! nrrow ot 

Select Chart 3€ A 
Select Plot Area 

llf~llrnw Now :)[:"' 
./IIIJ I I>Illll t ic fl<!di'illl' 

Mlll\llll l lll~ l lmw 

Show Chart Window 3€ S 

Congratulations! 

Saving Your Chart 

Printing a Chart 

Though Chart calculated and displayed the percentages for the data, it's 
impossible to tell which pie wedge represents which category without 
referring to the actual data series. Don't worry, Chart allows you to 
add a chart guide, called a legend, that matches each pie wedge with its 
corresponding category label. 

Select Add Legend from the Chart menu. 

The legend is added automatically. 

• thru fr i•nds 

1111 in c lass•s 

r.:J •t p•rti•s 

0 blind d• t• 

0 in dorm 

9 high schoo 1 

You've now created your first chart. You'll save it, print it, and move 
on. 

Choose Save As ... from the File menu. 

A dialog box appears on the screen asking you to name your chart. 

Type "How Couples Met" and click Save. 

In a few seconds your chart will be saved on your disk. 

Chart allows you to print the contents of whichever window is currently 
active. If the data window is active, then the Print Data command 
allows you to print your data series. If the chart window is active, the 
Print Chart command allows you to print your chart. 

You want to print the chart. So make sure the chart window is active. 

If necessary, activate the chart window by clicking in it. 

Make sure that your printer is on, selected (the Select light on the printer 
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Quitting 

New Formnt 
Op en ... 
(IllS <I 

Sell•<! 

Snue As ..• 

Pnge Setup •.. 
Pt int (hat t... 

Quit 

Your Second 
Chart 

Creating a Number 
Series 

should be on), and connected correctly to your Macintosh. 

Choose Print Chart ... from the File menu. 

The print dialog box appears. Make sure all the settings are correct for 
your printer and the paper you're using. 

Click OK. 

Choose Quit from the File menu. 

Quitting takes you back to the Macintosh desktop. This is a natural 
stopping place in the lab, so you may wish to take a break. 

Now that you're familiar with the basics of Chart, you're ready to 
create more sophisticated charts. 

Open Microsoft Chart by double-clicking on its icon. 

Your next set of data compares different responses for money spent on 
a date vs. the "self-rating of enjoyment" for that date. The "self-rating 
of enjoyment" is rated on a scale from 1 (terrible) to 10 (sheer ecstasy). 

You'll enter the data using the techniques you learned while making 
your first chart. You'll choose the data series type and type in the data, 
pressing Enter after each category or value. The data is numerical, so 
you'll choose Number .. . from the Data menu. 

Choose Number ... from the Data menu. 

A number series dialog box appears. Remember to press the Tab key to 
get from one box to the next 

Type "Dating and Money" as the Series Name. 

Type "Money Spent" as the Category label. 

Type "Enjoyment" as the Value label and click OK. 

Enter the data as it appears in the following data window. 

5- 18 BUSINESS GRAPHICS: MICROSOFT CHART 

n 
n 

-

n 

r 

-



-

-

-
-

More Chart Types 

•rr. ·~ 
Area ... 
Bar ... 

./Column ... -Pie ... "t" 

Scatter ... 
Combination ... 

~D Dating and Money 
Order: IWtt1mHI 
D Plot Series 

Money Spent 

14 ~ 
30 ~ 
0 ~ 

1 0 ~ 
62 ~ 

120 ~ 
0 ~ 

55 ~ 
100 ~ 
20 ~ 
4 ~ 

75 ~ 
40 l 

Enjoyment 

6 ~ 111111 

8~ 
5~ 
9~ 
4 ~ 
5 ~ 
8 ~ 
2~ 
3~ 
7 ~ 
8 l [l[l[l 
5 ~ill 

10 1 ~ iO 

You need to choose an appropriate chart type and format for this data 
series. 

Choose Line ... from the Gallery menu. 

The preselected format for your line chart is fine, so click OK. 

Click the Plot Series box in the "Dating and Money" data 
window. 

Bring the chart window to the front by clicking anywhere in it. 

I I I I I I 

1 4 30 0 1 0 62 120 0 ss 1 00 20 4 75 40 
Mon•y Sp•nl 

5-19 BUSINESS GRAPHICS: MICROSOFT CHART 



Choosing Your 
Chart 

Scatter Charts 

Bar ... 
Column ... 

./line .. . 
Pie .. . 

Analyzing Data 

Your group wants to determine whether there is a relationship between 
the amount of money spent on a date and the "self-rating of enjoyment" 
experienced on that date. 

Notice that you entered two data points that had "0" as their category. 
Look in the chart window to see how these data points were plotted. 
There are two zeros along the horizontal axis corresponding to these 
two data points. It's as if Chart doesn't recognize that these categories 
are numerical and that two zeros should be plotted at the same place 
along the horizontal axis. 

What you need is for the category axis to have a scale like the values 
axis does. With such a scale, the category of each data point would be 
plotted at its appropriate numerical place along the category (horizontal) 
axis, just like the value of the data point is plotted at its appropriate 
numerical place along the value (vertical) axis. The chart that provides a 
scale along both axes is the Scatter chart. 

Choose Scatter ... from the Gallery menu. 

Click OK to accept the preselected gallery choi9e. 

Scatter charts and numerical data series are designed to work together. 
In a scatter chart (and only in a scatter chart), a scale is created for both 
the category and the value axes instead of just the vertical axis . Thus, 
you fmd this to be the appropriate chart type to represent your data. 

D•ting ond Monoy 

In • 
• 

:r • 
• 

Enjoym•nt • 

~ l 
• 

• 
• 

• 
0 20 40 60 80 100 

Monoy Sp•nt 

After looking at your chart, you think you see an inverse relationship 
emerging from the scattered points. Chart has built-in capabilities for 
analyzing data and detecting trends. 
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Sequence ... 
Dete .. . 

./TeHt .. . 
Number ... 

Sort... 

List... X L 

Trend Analysis 

Because the analyze commands deal with the data you've entered, the 
data window must be active before you can use these commands. 

Bring the data window to the front either by clicking in it or by 
choosing List... from the Data menu and clicking OK. 

Choose Analyze ... from the Data menu. 

A dialog box appears asking you to choose how you would like to 
analyze the data. 

Select Trend by clicking in the circle to its left. 

Click OK. 

Notice that Chart has created a new series of data, entitled "Trend of 
Dating and Money" and plotted it on the chart using white markers to 
distinguish the Trend series from the original one. 

Activate the chart window by clicking in it. 

,:t • • 

• a•• oo 

: t 
0: 0 0 0 t 0 

0 

~l~--+---+--·~·---0~--~:--~: 
0 20 40 60 80 100 

Mone~ Sptnl 

For those of you who are statistically minded, Chart has just performed 
a linear regression using the method of least squares. For those of 
you not so statistically minded, Chart has determined the straight line 
that best fits the original data. 

You'll notice that the line slopes downward. This indicates that, 
according to your data, there is an inverse relationship between how 
much money is spent on a date and how much enjoyment was 
experienced on the date. In other words, according to your survey, the 
more money your subjects spent on a date, the less enjoyment they 
experienced. 
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Some Creative 
Formatting 

Adding Annotation 

Main Chart Type ... 
Ouerlay Chart Type .•. 
AHes ... 
Oelet e Legend 
Add An0111 

Se lect Chart 
Select Plot Area 

X A 

l ll~ llrnw Now :;::•' 
../llutomntil: Jlc<lrml' 

Show Chart Window XS 

controls tail of arrow 

l • • T 
controls head of arrow 

Perhaps you'd like to draw the viewer's attention to this inverse 
relationship. Chart allows you to draw arrows and add remarks. 

First, you'll draw an arrow that points to the trend series. 

To add an arrow, you first need to tell Chart where you want the arrow 
to go. To do this you position the mouse and click where you'd like the 
tail of your arrow. 

Position the pointer about an inch to the right of one of the 
white markers that make up the Trend series and click. 

A cross appears to mark where you've selected. 

0 0 
0 • 

• 0 

0 • 
2~--+---~-·~--~--~--~ 

0 20 40 60 80 100 
Monty Sptnl 

Choose Add Arrow from the Chart menu. 

Notice the two small black squares, called handles. These handles 
show where the arrow will go and are used for resizing or repositioning 
the arrow. The handle at the lower right controls where the head (point) 
of the arrow will go, while the handle at the upper left controls the tail 
of the arrow. To move or resize an arrow, just drag the handles one at 
a time and release the mouse button when the handle is where you want 
the head or the tail of the arrow to go. 

Drag the lower right handle until it almost touches the white 
marker. 

The pointer becomes a four-way arrow while you drag. 

Drag the other handle until the arrow looks like the one shown. 

A line representing the arrow moves with you as you drag the handle. 
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Adding a Remark 

-

-

-
-
-
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Once you've pointed out the series, it's time to add your remark. 

Click to the right of the arrow. 

A cross appears marking where you selected. Don't worry about its 
exact placement since you '11 move the text later. 

Type "Note the inverse relationship". 

The text appears on two lines surrounded by eight handles. By using 
the handles to change the size and shape of this rectangle, you can 
change the appearance of the text. 

1: t • 
• • • • 

• Note the invtrs. • a•• • F"tbtionshidl 

7r 

0

o 0 ·~ . • 
0 

6 • 0 
0 

0 

~l 
0 • 

• 0 

0 

• 
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0 20 40 60 ao 100 
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Reshaping Text 

Moving Text 

Formatting the Data 

Drag the middle right handle about 1 1/2 inches to the right. 

Notice that when you position the pointer on a handle, the pointer 
changes to a double arrow, indicating the directions in which you can 
move the handle. If you've dragged the handle far enough right, all the 
text will appear on one line. 

If the text is still on two lines, drag the same handle a little 
further right. 

You'd like to move the text next to the end of the arrow. To do this, 
you'll drag the rectangle to the new location. 

Position the pointer on the perimeter of the rectangle between 
handles. 

The pointer becomes a four-way arrow. 

Drag the rectangle to the position indicated in the following 
chart. 

An outline of the rectangle follows. When you release the mouse 
button, the text snaps to its new position. 

• • 
Nott" the- invt rs• r•1ationshiA 

• 
Enjo~m•nl 

$0 $20 $40 $60 $80 $1 00 

There's just one more change for you to make to your chart. You can 
guess from the axis label that the numbers on the horizontal axis are 
dollar amounts. It would be nice if the numeric labels on the axis were 
labeled as dollars. Chart allows you to do this easily. 

Since you're changing the data, the data window should be active. 

Activate the "Dating and Money" data window by clicking in it. 
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Saving Your Chart 

It may take two tries to activate the right window. Remember, if you 
can't see a data window, you can bring it to the front by choosing 
List. .. and clicking OK. 

Choose Categories ... from the Format menu. 

The Categories Format dialog box appears. 

Select Dollar under the Number Format heading. 

Notice that the number in the box indicating the number of decimals has 
changed from 0 to 2. You don't want to clutter up your chart, so you'd 
rather not have any decimals. 

Double-click in the box after the phrase "Number of Decimals". 

The entire Number of Decimals box should be highlighted. 

Type the number 0. 

7 

Categories 

Align 

0 Left 
0 Center 
®Right 

Number Format 

0 General 
® Dollar 
0 Percent 
0 No Decimal 
0 Decimal 

Enjo~m•nt 6 Number of Decimals: ._I o _ _ _ _J 

Click OK. 

5 

4 

3 

TeHt Before: 

TeHt After: 
P======l 

2

$0 ~===;=~OKO;;;;;;;;;;;OK~~J~~;C;an;c;e~l ;;JH-~ 

Now all numbers in the category column are preceded by dollar signs. 
This change is reflected in the chart window as well. 

You've now completed your second chart. Before moving on to 
your third chart, you should save and print your latest creation. 

Choose Save As ... from the File menu. Type a name before 
clicking Save. 

Choose Print Chart ... from the File menu. 
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Your Final Chart 

Entering Data 

Remember that the Chart window must be active (in front) in order to 
print the chart. 

Choose Quit from the File menu. 

Before moving on to your final chart, feel free to take a break. 

Now that you're familiar with the basics of Chart, this third chart 
should be a cinch. 

Double-click on the Chart icon. 

After a few moments, the familiar chart and data windows will appear. 

Your third chart will be a comparison between males' and females' 
responses for which activities they prefer for a frrst date. You'll have 
two series of data. The categories will be the activity and the values 
will be the percentage of favorable responses to the activity. 

First, you'll type in your group's data for males. Your data includes 
text again, so be sure to choose Text from the Data menu. 

Type "Males" as the Series Name. 

Type "Activity" for the Category name and "Response%" for 
the Value name, then click OK. 

Enter the data so that your data window looks like the one 
shown below. 

D Males 
Order: t:w:wi.ntu 
D Plot Series 
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Plotting the Series -

Multiple Series 

-
Copying Data 

-
-

-

-

After all the data has been entered, plot the series by clicking 
in the Plot Series box. 

The preset column chart appears in the chart window. Since you want 
to use a column graph for this data there's no need to choose another 
Gallery option. 

Well, that's half the battle. Now you'd like to plot the data for females 
on the same set of axes. 

Activate the New Series window by clicking in it. 

If for some reason you can't see the New Series window, remember to 
bring it to the front by choosing List. .. from the Data menu and clicking 
OK. 

Choose Text ... from the Data window. 

Change the series name to "Females", but leave the category 
and the value names unchanged. Click OK. 

This tells Chart that you'd like to enter a new data series with the same 
characteristics as the previous one. 

Chart is now waiting for the data. Since all the categories for the two 
series are going to be the same, you can save extra typing by copying 
the original series into the new series and then changing the values. 

Activate the data window entitled "Males". If necessary, use 
the scroll bars to scroll to the top of the data. 

Position the pointer above the word "Movies". 

The pointer should change to a horizontal 1-bar. 

With the mouse button.depressed, drag downward until the 
entire series is highlighted. 

Choose Copy from the Edit menu. 
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Changing Values 

X H 

:ji: IJ 

X B 

Pn sl<! <1r1d Link 
Unlink ... 

A copy of the series is placed on the Clipboard. You '11 now paste the 
copy of the series in the Females data window. 

Activate the "Females" data window by clicking in it. 

Choose Paste from the Edit menu. 

Now you need to change the values to correspond to the data that you 
collected for females. You '11 need to scroll to the top of the window. 

Double-click on the number 65 opposite the word "Movies". 

The number should become highlighted. If not, make sure the I-bar is 
directly over the number and try double-clicking again. 

Type the number 53. 

The new number replaces the old. 

Press the Enter key twice to skip to the next value. 

Notice that after you pressed the Enter key once, the word "Party" was 
highlighted. After you pressed it a second time, the corresponding 
value became selected. 

Change the rest of the series to match the values shown here. 
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Plotting Multiple 
Series 

0 Females 

D Plot Series 

If you make mistakes while entering data, remember you can correct 
them using the Backspace key. 

You'll want to compare the values for females against the values for 
males. The best way to compare two series graphically is to plot them 
both on the same set of axes. Chart makes this easy. 

Click the Plot Series box in the Females data window. 

Activate the chart window. 

Your chart now has two columns for each category. 
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Using Legends 

Plotting Order 

Unfortunately, it is impossible at this stage to tell which column 
represents which series without referring to the actual data. This is 
another good place for a legend. A legend makes it possible to plot 
several graphs on the same set of axes without getting them confused. 

Choose Add Legend from the Chart menu. 

A legend is added automatically. 

Bring the Males and Females data windows to the front by 
choosing List ... from the Data menu and clicking OK. 

Notice the "Order" box in each of the windows. This refers to the 
order in which the series was plotted. The Males data series was 
plotted first, so a" 1" appears in its order box and the first column for 
each category on the chart corresponds to the Males data series. 
Suppose you wanted to have the Females data series plotted fust. 

Activate the Females data window. 

Double-click in the Order box to select it. 

Type "1" to make this the first series plotted. 

When you activate the chart window again, the series is replotted but 
this time the first column of each category refers to females and the 
Order box for the Males data series shows "2". This change is reflected 
in the legend as well. 
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More Creative 
Formatting 

Resizing Charts 

Main Chart Type ... 
Ouerlay Chart Type ... 
AKes ... 
Delete Legend 
111111 nrrow 

Select Plot Area "\ 

1\t~ llrnlll Now :;::~ 

./llu tom11 tie fi<Hir<lll' 

- MIUHJIII lll~ llr!IIJJ 

Show Chart Window XS 

The chart is basically complete. All that remains is to add some 
fmishing touches. Remember, the idea is to make the chart both 
informative and eye-catching. Chart has two menus devoted solely to 
these goals: the Chart and Format menus. Unfortunately, you don't 
have time to cover all the features in these two menus, but you'llleam 
the basics. 

To make room for the legend, Chart made the plot area (the area in 
which the chart is drawn) smaller. Now some of the category names 
are too wide. To fix this, make the chart bigger. 

Drag the window by its title bar toward the upper lett corner so 
it has room to grow. 

Position the pointer in the resizing box in the lower right 
corner of the chart window. 

Press the mouse button and drag outward to make the chart 
window larger so that it fills up most of the screen. 

Notice that the window is larger but the actual chart size hasn't 
changed. 
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Activity 

Choose Select Chart from the Chart menu. 

Handles appear around the chart to show that the chart is selected . 

Drag the lower right handle outward until it just touches the 
resizing box. 
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Changing a Legend 

Moving a Legend 

C<lt H90I"iH~ ... 
Ll<lltl<~~ ... 

Patterns ... 

legend... _ 
lc~H1 .. , 
fiHiL. 
Main Chert... 
Ol•Hrl<l~) Ch<tr1 '" 

0 
Movits P 4lrtv Picnic Ball Dinntr D.anct 

G.amt 

The Chart expands to fill most of the window. To unselect the chart, 
just click anywhere in the grey desktop outside the chart window. 

You could make your chart look even less cramped if you could have 
the legend appear below the chart. Fortunately, this is easy to do. 

You can select almost anything in the chart window simply by clicking 
on it. This is true for text, legends, patterns, axes, and so on. Once 
you've selected an item, you can change it in a variety of ways. 

Select the legend by clicking anywhere on it. 

Small black handles should appear around it. 

Choose Legend ... from the Format menu. 

In a few seconds, the Legend dialog box appears. 

Under the Type of Legend heading, click in the small circle 
next to "Bottom". 

Click OK. 
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Using Patterns -
-

The legend moves beneath the chart, and the columns are no longer 
cramped. The legend would fit better in the lower left comer. You'll 
move the legend manually the same way you moved text earlier in this 
module: by dragging it to the desired position. 

Position the pointer on the perimeter of the legend. 

The pointer should change to a four-way arrow. 

Press the mouse button and drag the legend into the lower left 
corner as shown here. 
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The Patterns .. . option is very useful in the creative formatting of your 
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C<l1 H9ori<~~ ... 
li<Jhl<~~ .. , 

Patterns ... 

Legend ... 
l"HB1 ... 
fiBi~ ,.. 

Main Chart ... 
Oll H ri <I ~J Chm·t •.• 

Renaming the Chart 

chart. It allows you to alter the appearance and pattern of the selected 
object. Since the legend is currently selected, you can now change its 
background and/or border pattern. 

With the legend still selected, choose Patterns ... from the 
Format menu. 
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Patterns 

Background Pattern 0 I nuisible 

IIII IIII D !iill []E3liiJ~~fB ~ ~tzl~ ~ 
Border Pattern 0 lnuisible 

!j] II D IB DE3mi~~fB ~ ~tzl~ ~ 
Border Weight U I I I I I 

Border Style 
®Normal 0 Beuel 0 Double ~ Round 0 Shadow 

[ OK ] [ Cancel 

Change the border style to Round by clicking in the small circle 
just to the left of the word "Round". Click OK. 

This rounds the comers of the legend border. 

The chart's current title is "Females". But that name no longer applies, 
since the chart also contains data for Males. Fortunately, Chart allows 
you to change just about anything. 

Click on the text "Females". 

The title of the chart is now selected, and can be edited as in Mac Write. 
Your intent is to change the current title "Females" to a more general 
phrase, such as "First-Date Activities". 

Double-click on the word "Females". 

The entire title is now highlighted. 

Type "First-Date Activities". 

If the text area is too small, some of the letters may not fit. You can 
enlarge the area by dragging the handle at the center of the left edge to 
the left. 
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Text Fonts, Styles, 
and Sizes 
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Activ ity 

Note that the text area can be extended vertically in a similar fashion. 
However, enlarging it too much will interfere with the plot region. 

With the title still selected, choose Text ... from the Format 
menu. 

A dialog box appears. You can change the font, the style, and the size 
of the letters in the title much like you change type styles and sizes in 
Mac Write, just by clicking in the circle to the left of the desired style or 
size. 

Change the style to bold and the size to medium. Click OK. 
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More Patterns 

Finishing Up 

Page Setup 

New Format 
Open ... 
1: lo :-w 

Sau e 
Saue As ..• 

Page Setup ••• 
Print Chart ... 

Quit 

You may have to resize the title rectangle in order to see it all. 
Remember to use the handles to resize the region. 

You may select the contents of the entire chart, including the legend, the 
title, and the plot area, by using the Select Chart command. 

Choose Select Chart from the Chart menu. 

Choose Patterns ... from the Format menu. 

You will see a dialog box displaying a variety of patterns and styles. 

Change the border weight to medium. 

As you might expect, you do this by simply clicking on the border 
weight you desire. A dark outline is drawn around the chosen border 
weight to indicate that it has been selected. 

Select a double border by clicking in the Double circle. 

Click OK. 

If your new border overlaps with your title or legend, click somewhere 
outside of the border (to unselect the chart). Then click on the text or 
legend. Use the handles around the text to move the selected area so it 
no longer overlaps. 

You've now created a very professional-looking chart. 

Choose Save As ... from the File menu. 

Name your new chart document "First Date". 

Click the Save button. 

Before printing a chart, you can set up a special format for the page. By 
choosing a wide orientation, you can get the chart to fill the entire page. 
You can also add special headers or footers-text that will appear on the 
top or bottom of the page. 

Choose Page Setup ... from the File menu. 

The Page Setup dialog box appears, displaying various options. 
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Finished! 

Review 

What to Turn In 

-

~lm~a~g~e~W~ri~te~r~(~St~a~nd~a=rd==or=W=I=d~e)~============== ~ OK 
® US Letter 0 A4 Letter 
0 US Legal 0 International Fanfold [ cancel ] 
0 Computer Paper 

Orientation: ®Tall 0 Tall Adjusted ~Wide 

Paginat ion: ® Normol pages 0 No breaks between pages 

®None 0 50 percent 

Poge Header: ,.,_1 ____________ ---1 

Poge Footer: _ 

Left Margin: E=::=J 
Top Margin: E=::=J 

Select Wide orientation. 

Right Margin: E=::=J 
Bottom Margin: E=::=J 

Type "Dating Survey" in the page footer box. Then click OK. 

Now go ahead and print your chart Make sure the chart window is 
selected. 

Choose Quit from the File menu. 

You're back at the Macintosh desktop. 

In this module, you've learned: 

• How to enter your data by creating a new series, specifying the 
data's type, and then typing in the data 

• How to plot the data by clicking the Plot Series box and then 
choosing the appropriate chart type 

• How to analyze data using the Analyze . . . command 

• How to use the Patterns ... command to customize borders 

• How to use handles to move and resize a selected item 

• How to format the data using the Categories ... command 

• How to use other creative formatting techniques to customize your 
chart, such as adding and moving legends, text, and arrows 

Tum in a copy of each of your three charts. 
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Cheating 
with Charts 

Description 

Microsoft Chart gives you a number of formatting options that give you 
a great deal of control over the way your chart presents its data. The 
impression your chart makes has a great deal to do with how you 
format it, as the two examples below illustrate. 

Sushi S•mplor 
S•l•s 

The area chart above illustrates sales figures for a six-month period. 
Elements of its format were chosen specifically to accentuate what 
appears to be a very steep downward trend. Using the Patterns ... 
command from the Format menu, a black fill pattern was selected to 
provide maximum contrast. Using the Select Plot Area command from 
the Chart menu, the plot area was reshaped to be taller and narrower, 
making the decline appear more drastic. 
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This second chart is the same type of area chart using the same data as 
the first In this case, however, formatting commands were used to 
make the decline appear more gradual. A grey area fill pattern was 
chosen to provide less contrast with the white background. The Plot 
Area has been widened horizontally and lengthened vertically to make 
the decline appear shallower. 
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Line Versus 
Scatter Charts 

Microsoft Chart can be used to plot numerical results from experiments 
done in the lab. In an experiment to measure cardiac output, measure
ments of the dye concentration in the blood were taken at one-second 
intervals. Because this data was taken at regular intervals, the data 
points should be equally spaced along the category axis. 

Suppose the data wasn't taken at regular intervals, but instead, was 
taken randomly (at nonfixed time intervals). A plotted chart of this set 
of data, then, would show a sparser set of data points. Below is a line 
chart of the dye concentration in the blood plotted against random time 
intervals. 

4 .5 

4 .0 

3 .5 

3 .0 

Dt!• 2 .5 
Concontrotion 2 _0 

1.5 

1.0 

0 .5 

0 .0 ·-·•-:__+->--<1-+-+--+--+--+--i 
0 1 4 6 

Notice that there is the same amount of space between the 1-second and 
4-second marks on the axis as there is between the 12-second and 
13-second marks. This changes the shape of the curve so that it is no 
longer accurate. 

tFrom Measuring Cardiac Output, by B. Horelick and S. Koont, 
Project UMAP, Education Development Center, Inc. , 1978. 
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By changing the chart to a scatter chart (with lines connecting the data 
points), the categories are plotted at the correct place on the category 
axis scale. Thus, the curve remains accurate. Note how it differs from 
the previous line chart. 

4.5 

4.0 

3 .5 

3.0 

Dyo 2.5 
Concentration 2 .0 

1.5 

1.0 

0.5 

0.0 • ·.-:::--+--->----+------+i 
0 

This illustrates the basic difference between a line chart and a scatter 
chart. In a line chart, the categories are equally spaced. In a scatter 
chart, the categories axis reflects the actual values of the data. 
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Exercises 1. What are the advantages of using a computer and an application like 
Microsoft Chart to create charts and graphs? What are the 
disadvantages? 

2. What type of series (Sequence, Date, Text, or Number) would 
you use to put the following data? In each case, which would be the 
category and which would be the value? 

a) The number of earthquakes in California in each of the years 
between 1970 and 1985. 

b) The amount of money a film made versus how many Oscars it 
won. 

c) The number of new cars Americans bought in 1985 and where 
they were made (Europe, Japan, or America). 

d) The number of customers through each of the numbered check 
stands at a supermarket. 

3. What type of chart would you use if you were to plot the series in 
Exercise #2? (Limit your choices to Column, Pie, Line, and Scatter.) 
Plot and explain why you chose that chart type. 

4. Chart allows you to plot two or more sets of data on the same set of 
axes. Give a few examples of different series that might be plotted this 
way. 

5. Using formatting techniques you've learned, reformat the second 
chart that you created in the Chart module. Add a legend (position it 
where you think it looks best), enlarge the chart area, change the font 
and the style of the text, and add a border around the title. When you're 
finished, tum in a copy of your completed chart. 
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About 
Database 
Management 

Data bases are large, organized collections of related information, or 
data. A simple example of a data base is the telephone directory. The 
telephone directory is a listing of people, their addresses, and their 
phone numbers organized alphabetically by last name. 

Database management is the storing, sorting, updating, retrieving, 
and summarizing of the information stored in a data base. 

A data base is made up of groups of information called records. In the 
phone book example, each listing is a record. A typical listing would 
include pieces of information like last name, first name, address, and 
telephone number. Each of these pieces of information is called a 
field. 

The Phone Book as Database 

The information in a typical phone book entry-

Chung, Connie 879 Baykt MP .. .. .. .......... 988-5654 

Is broken up into different fields-

fields 

A complete set of fields forms a record-

Phone Number 
988-5654 

record 

A set of records forms a datafile-

~0 Phone Book 
Name Address C1hJ Phone NumbedC 

211 Chu Bert 975 Boston Palo Alto 322-9877 

w 
212 Chunq Connie 879 Baukt Menlo Park 988-5654 
213 Cronkite Walter 2233 Leaumes Atherton 544-8823 .. ...... . ~ -~ • 0¥ , ,,, , .. 

=~: "":':: : ·-·:.: :.:: :. ·: ·-···-· I • • • •- I I I • ..,., o • • .. I •• • o I I.. .. I I , .. 
: -··-··-· ·-·: ':'':':: : :·. ':" ·..: ·:: · .. ··-··.:. ·- : ·.·..: : ~ : : 

data file 
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For example, a record in the phone book database might look like this: 

Chung, Connie, 879 Baykt Street, 555-7670 

In this example, the number "555-7670" would be the number stored in 
the phone number field, "Chung" would be stored in the last name 
field, and so on. 

Data bases are used virtually anywhere information needs to be 
organized, sorted, or reported. Schools often use data bases to keep 
track of students and their grades, and businesses can use them to keep 
track of inventory, and personnel information. 

Traditional data bases can present some problems, however. Suppose, 
for some reason, that you want a list of everyone in the San Francisco 
area with the first name Bertha. If you got out your trusty copy of the 
telephone directory, you could go through the listings one by one, 
checking each entry for a Bertha from San Francisco. But because your 
telephone directory is organized only by last name, not by first name or 
city, your search would be long and tedious. 

Not too long ago, people who do this sort of thing for a living got 
understandably tired of it and turned to computers for help. With 
computer data base managers, you can quickly and easily enter, update, 
sort, and find the information in your data base. You could organize a 
computerized phone book not only by last name, but also by city or first 
name, allowing you to find the Berthas from San Francisco in seconds, 
not hours (perhaps a mixed blessing). 
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About 
Microsoft File 

Microsoft File is a database management application for the Macintosh. 
Taking advantage of the graphic capabilities of the Macintosh, File lets 
you easily design the way your data base or datafile will appear. 
Using the mouse, you design forms which you use to enter, view, and 
retrieve information from your datafile. Fields in the datafile may 
consist of text (for instance, a name), number (a price), a date, or even 
a picture from MacPaint or a chart from Microsoft Chart. 

File also lets you use the information in the dataflie to generate 
reports. A report is a way of presenting and summarizing the 
information in your datafile in tabular form. You can perform 
calculations of your information in a report. 
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Microsoft File 
Partl 



The Task It's time once again to decide which classes to take. Unfortunately, this 
is no easy task, since you have to schedule classes that don't conflict 
with each other while making sure your work load isn't too hard. To 
ensure that you end up a well-rounded student, your school has a 
distribution requirement that encourages you to take classes in a wide 
variety of areas: humanities, natural sciences, and social sciences. 

n 
-

With all these things to think of, how will you do it? Traditional class -
listings are organized by department, not by meeting times or by credits 
given. Going through the listings in search of classes could take 
several eternities because the information just isn't organized in the way 
that makes your job easy. 

Fortunately, your student union has created a Microsoft File data base 
of many of the classes available, to help students in your situation. 
You'll use it to select the right courses to take-and to learn a little 
about how data bases are used. 

You'll begin by organizing the data base- the datafile in Microsoft 
File lingo. First you'll sort the list of classes by department and course 
name, then you'll fmd all the classes that fulfill the social sciences 
distribution requirement. You'll then print a list of these classes. 

Next, you'll generate a report on the different classes that fulfill the 
humanities and natural sciences distribution requirements. The report 
will be in the form of a table. 

Finally, in Part 2 of the Microsoft File module, you'll actually create 
your own datafile to store information about classes you've already 
taken. 
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Distribution Credits Course 
Humenities 3 Soy Products and Piety - Tofu and the Reformation 

4 Classical Scholarship - Cosmic Change in Early Modernism 
The Operas of Beethoven 

5 America 1 938-1 948 
Human Prehistory 
Shakespeare·s Comedies - Mini mum for Humanities: 

3 

Neturel Sciences 3 Applied Mechanics: Statics 
Blood 
Differential Equations 
Fluid Mechanics 
Metabo1ic Processes 

- Modern Physics 
Physical Chemistry 

4 Rocks and Minerals 
Minimum for Natural Sciences: 

3 -
Count: 16 

-

-
-
-



Getting Started 

Record Number 

Number of Records Visible 
In the Datafile Window 

Total Number of Records 
In Dataflle 

You '11 begin by inserting the Microsoft File disk into your Macintosh. 

Turn on the Macintosh and insert your Microsoft File 
disk-label side up and metal end first-into the built-in disk 
drive. 

You'll soon see the Macintosh desktop with the icon of the Microsoft 
File disk in the upper right-hand corner. 

In this module, you'll need to use the Class Listings document that has 
been created and stored on the Approaching Macintosh Documents 
Disk. You will need to copy the Class Listings document onto your 
Microsoft File disk. 

Copy the Class Listings document to the Microsoft File disk. 

If you're unsure of how to do this, please see the Introduction to 
Macintosh module. 

Now you'll open Class Listings by double-clicking the Class Listings 
icon. Note that opening the Class Listings document will automatically 
open Microsoft File. 

Double-click the Class Listings icon on the Microsoft File disk 
to open the document. 

If you're using a backup copy of File, you'll need to insert your 
original Microsoft File master disk when instructed. 

The Class Listings datafile window appears, displaying the first record 
of the datafile. 

Number 

Credits 

Time~ 

Ext. I 49851 

Requirements 
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The Datafile 
Window 

The New Record 

Organizing the 
Data 

The Sort ... Command 

In the Class Listings datafile, each record contains information about a 
specific class. The individual pieces of information about each 
class-its name, department, instructor, and so on-are the fields for 
each record. 

For example, in the record for the Soy Products and Piety course, 
Religious Studies appears in the Department field, Jay Gatsby in the 
Instructor field, 1:30 in the Time field, and so on. 

Microsoft File displays the current datafile in the datafile window. 
Like any other window, you can move the window by dragging its title 
bar, or resize the window using the size box at the lower right of the 
window. You can scroll through the window using the scroll bars at 
the right and bottom of the window to view information not on the 
screen. Consult the Introduction to Macintosh module if you're 
unfamiliar with windows and scrolling. 

Notice the "30/30" in the lower left comer of the dataflle window. The 
first number refers to how many records can be seen in the datafile 
window, while the second refers to how many records there are total in 
the Class Listings datafile. Currently, all 30 records in the Class 
Listings datafile are in the datafile window. You could see them all by 
scrolling through the datafile window. 

Using the vertical scroll bar, scroll through all the records in 
the datafile window. 

Notice that the last record has no information in it This is the New 
record (hence. the word New in the left margin where the record 
number should be). If you were to add another record, you would type 
its information into the New record. 

Using the vertical scroll bar, return to the first record. 

While scrolling through the records, you may have noticed that they 
weren't organized in any particular fashion. That makes this class 
listing even less useful than the listings which are organized by 
department Fortunately, File allows you to organize the records of a 
datafile in many different ways. 

The first step toward making the dataftle more organized is to sort the 
records, making it easier to pick useful classes. 

Choose Sort ... from the Organize menu. 

You will be presented with the sort window. 
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Number 

Credits 

01stril H Sort II C9lliJ ~ 

Re 

fO [- rmHHt!!!lHHiJ!H!i!ili!i!i!!ln1llH!ilHU!lWiH!~lHll!iltlHf~UlWH!W!mmmmHHWlWH!Hil~!!!!!!i!ili!!lWm~mnm 0 '21 
Finel ? lyes I 

The sort window is rather small compared to the size of a record. It is 
possible, however, to expand size of the sort window quickly. By 
double-clicking the title bar (the bar along the top of the window with 
the word "Sort" in it) or size box of the sort window, the window will 
expand in size to fill the entire screen. 

Double-click on the title bar of the sort window to expand the 
window. 

The sort window will expand in size and become the only window 
visible on the screen. 

Number 

Cr edi ts 

Deys 

Di stribution Area 1~1 ====~ 
Instructor l,_,_ __ --==='1 

Requirements 

0 ff i c e o::::::J 
P6per s IJI 
Midt erms IJI 
Fi nel ? m 

Time o::::::J 

EX t. o::::::J 

Notice that the sort window looks like a record with no data in the 
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fields . By clicking on a field in the sort window, you tell File that you 
want to sort the records according to the values in that field. 

To make this class list at least as good as the others available, you 
should begin the organization of the datafile by sorting the courses by 
department. 

Click the Department field in the sort window. 

The Department field is the blank box next to the word "Department". 

Department ~D~A=-=> Z~~I===;-----....J 
Number D 
Credits I I 
Days :=1 ~~ =~ Time r:I:::J 

Distribution Areo 1~1 ====~ 
Instructor I I I 

Requirements 

Office r:I:::J 
Papers [] 

Midterms [] 

Final? o:J 

EXt. r:I:::J 

~-------~ 

Notice that a "1" appears in a box at the left of the field and "A->Z" 
appears in the field. This means that the first sort of the records in the 
datafile will be done in ascending alphabetical order on this field. This 
way, all the courses in the English department will appear in the datafile 
before the courses in the Math department, which will be before the 
courses in the Religious Studies department (E before M before R, at 
least in the English alphabet). 

You can clear the sort window by clicking Clear. You need to do this 
if you ever change the fields on which you want to sort, or if you 
mistakenly choose a field on which you don't want to sort. 

Now that you've specified your sort field, you can begin the sort. 

Click Sort to sort the records. 

Notice that at the bottom of the screen Microsoft File tells you the 
progress of the sort. 
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Multiple Sorts 

Course Humon Prehistory 

Department !Anthropology 

Number 1280- 002- C- 0 1-0SI 

Credits js I 

Days jMTWTh I Time I 9:ooj 

Distribution Areo !Humanities I 
Instructor !Koren Lupes I 

Office ~ Ext. j 3756j 

Requirements 

Using the scroll bar, scroll through the sorted records in the 
datafile window. 

Notice that all the courses are sorted according to their department. 
However, notice also that courses in the same department are in no 
particular order. It would be nice to have all the courses in one 
department sorted by course name. A second sort should be 
performed. 

Choose Sort ... from the Organize menu. 

The sort window appears again. Notice that the frrst sort, alphabetically 
according to the Department field, is still chosen. 

To specify a second sort, simply click on the field you wish to perform 
the second sort. In this case, you'd like to perform a second sort on the 
Course field. 

Click on the Course field in the sort window. 
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The Find ... 
Command 

Sort... XS 

Report... 

Cour se ~1l 
Deporlme::-;nt:ll:;:;ti;::A=-:=;;> z;:=========: 
Number I I 
Credi l s :=1 *=1 =::::::;------' 
Doys I I 

Distribution Areo I I I 
Instructor I I I 

Office [[:J 
Requirements Papers {] 

Midterms [] 
Fino!? [0 

Exem Formol 

Time [[:J 

Ext. [[:J 

A "2" appears in the box at the left of the field, and "A->Z" appears in 
the field. The "2" means that this field specifies a second sort-all the 
records will first be sorted by the Department field, and records with the 
same Department field will be sorted according to the Course field. 

Click Sort to sort the records. 

The records are now sorted by course name as well as by department. 

Besides allowing you to sort your records according to a field value, 
File allows you to fmd records in the datafile that meet any requirements 
you choose. For example, you could find all the courses that are worth 
3 credits, or that are in the English department, or that don't have a final 
exam. You can even combine all of these requirements, and fmd all the 
3-credit English courses that don't have a final exam. 

Choose Find •.. from the Organize menu. 

The find window appears on your screen. 
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Find Operators 

Course jcosmlc Ch11nge In E11rly Modernism 

Deportment I Anthropo 1 ogy 

Number l280-065-0-02-04l 

Find 

Notice the similarity between the find window and the sort window. 
The find window is also small compared to the size of a record, so it 
should be expanded in the same way the sort window was expanded. 

Expand the find window by double-clicking on the find window 
title bar. 

To specify values you want to find, simply type your requirements in 
the appropriate field. For instance, if you want to find all the courses 
that don't have a fmal exam, you simply type "No" in the Final field 
(the field to the right of the word "Final?"). 

You can also enter multiple requirements in the same field, simply by 
separating them by commas. For example, you can find all the courses 
in the English and Psychology departments by typing "English, 
Psychology" in the Department field. 

There are several operators you can use when performing a Find . . .. 
The operators allow you to specify in greater detail the exact criteria you 
are looking for. Here's a list of operators you can use: 

= 

<>or>< 

>,< 

Match with values exactly equal to what you 
type. 

Match with values not equal to what you type. 

Match with values greater than, less than what 
you type. 

Match with values between values you type. 
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>= 

<= 

Match with values greater than or equal to 
what you type. 

Match with values less than or equal to what 
you type. 

For example, "3 .. .5" in the Credits field will find all courses worth 
between 3 and 5 units of credits, while "<=3" in the Credits field finds 
all courses worth 3 or fewer credits. 

You can also use the following operators to specify "wild cards". A 
wild card matches with any character or characters. 

? Match a single character. 

* Match any characters. 

For example, "*le" would match "ale" and "pale," but "?le" would 
match only "ale" (since"?" matches with only one character). 

You use wild cards to find words inside of or after other words. Recall 
that the Course Listings datafile has only one field for the instructor's 
name. The names are entered into the field first name first, last name 
second. If you wanted to find all the classes taught by Professor 
Smith, you could use the"*" wild card. You'd simply type "*Smith" 
into the instructor field, and Microsoft File would find these records. 

By not using any operators or wild cards, Microsoft File searchs for all 
entries that begin with what you type. 

You can put values into any or all of the fields when performing a 
Find. ... The Clear option will clear all entered values. 

Since your goal is to get a list of classes that satisfy the social sciences 
distribution requirement, you should use the Find ... command to find 
all these classes. 

Type "Social Sciences" in the Distribution field and click Find. 
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Hiding Records 

Number 
Credits 
Doys 

Distribution Areo ISociol Sciences 

In structor '-------===-' 
Office c::J 

Requirements Popers 0 
MtdtermsO 
Finol? D 

Time c::J 

Ext. C::J 

Exem Formet ,-----------, 

Notice that the numbers in the lower left-hand comer now say "9/30". 
This means that of the 30 records in the dataflie, 9 were found that 
fulfill the social sciences distribution requirement. These 9 records are 
now the only records visible in the datafile window. 

This list is still a little long; you can shorten it further by fmding classes 
worth more than 3 credits. 

Choose Find ... from the Organize menu. 

Note that the previous Find . . . requirement is still entered. 

Type ">3" into the Credits field and click Find. 

The datafile window now displays 7 classes (note the "7/30" in the 
lower left comer) that satisfy the Find ... requirements you specified. 

There may be some records that match the conditions you specified, but 
which you'd still rather not have visible in the dataflie window. 

Using the scroll bar, scroll through the records until the record 
for the class "Soy Foods and Nuclear Disarmament" is visible. 

Notice that Professor Courtner's class requires several field trips. 
Since you like to spend your afternoons playing ultimate frisbee, you 
aren't going to sign up for this course. Therefore, you should hide 
this record from view. 

Move the pointer over the record number for the class "Soy 
Foods and Nuclear Disarmament". 

The pointer will change shape to a large, bold plus sign. 
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Saving Your Work 

-
Printing Records 

-

Click the mouse to select the record. 

The record becomes highlighted. 

Choose Hide Records from the Organize menu. 

The record chosen is now hidden. Note that the numbers in the lower 
left comer now say "6/30." 

To see all30 records again, you would use the Show All Records 
command from the Organize menu. Don't choose this yet, though; you 
haven't printed a list of the classes yet. 

Pull down the File menu. 

Notice that there is a command to Save Records As .. . but not to save. 
This is because File automatically saves whatever changes you make to 
the dataflie. You can't open a datafile, play with the values, and then 
quit without saving changes-changes are always saved. 

Since you haven't altered any values, you really haven't changed this 
datafile. All the records are still intact, even those you can't see in the 
datafile window. 

Now that you've made the list of classes into a more manageable size, 
you should print the list out to better view the information. The first 
thing you need to do is to choose the format in which the records will 
be printed. 

Choose Page Setup ... from the File menu. 
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Making Reports 

Note the different options you have. Besides selecting paper type and 
orientation, you can choose to have a header (text that will appear at the 
top of each printed page) and a footer (text that appears at the bottom of 
each page). The Print Grid Lines option will cause the borders around 
the records to be printed. You can also choose to print out the record 
numbers. The Mailing Labels option is used when printing mailing 
labels (bet you figured this one out already). 

Type in "Class List" for the Page Header. Select the Print Grid 
Lines option, but not the Print Record Numbers or Mailing 
Labels options. 

lmogeWriter (Stondord or Wide) 

® US Letter 0 A4 Letter 
0 us Legol 0 lnternotionol Fonfold 
0 Computer Poper 

Orientation: ® Toll 0 Toll Adjusted 0 Wide 

Poginotion: ® Normol poges 0 No breolcs between poges 

®None 0 SO per cen t 

[8J Print Grid lines D Moiling Lobel 

An option is selected when there's an X in its box. Click the boxes to 
select and deselect the options as needed. 

Click OK when you're finished. 

Select Print Records ... from the File menu. 

The Print dialog box appears. 

Click OK to begin printing. 

You now have a printed list of classes to take. 

Now that you've printed your list of classes to take, you'd like another 
printed list of the classes that fulftl l the distribution requirements in the 
humanities and natural sciences. Since it's important to keep track of 
your work load, you'd like to compare these classes according to the 
number of credits they are worth. To create such a list, you'll need to 
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generate a report. 

A report is a way of presenting the information in a datafile in table 
form (one column for each selected field). You can also perform 
various calculations on the data. Reports allow you to analyze the 
information you have, make summaries, and determine trends. For 
your report, you'll be taking advantage of the summarizing features. 

You begin a report by finding the records that contain the information 
you want reported. Since you want a report on classes that fulfill the 
humanities and natural sciences distribution requirements, you'll want 
to have only these classes visible in the dataflle window. 

Because you used the Find . .. command earlier, currently only classes 
that are worth more than 3 credits and fulfill the social sciences 
distribution requirement are visible in the datafile window. You'll need 
to make all the records visible again, and then find the records you're 
interested in. 

Choose Show All Records from the Organize menu. 

All the records should now be visible in the datafile window. 

Now find all the classes that fulfill the humanities or natural sciences 
distribution requirements. 

Choose Find ... from the Organize menu. 

Click the Clear button. 

Type "Natural Sciences, Humanities" into the Distribution field 
and click Find. 

Number 

Cr edi t s 

Days 

Di s tribution Areo Fnces, Humani t1 e~ I 
In structor '------===' 

Office c=J 
Requi r ements Paper s 0 

MidtermsO 

F i n~~l ? D 

Time [=:J 

Ext. c=J 

r--------~ 
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3€F 
Hit1t> Hl~t:onl ~ :o:H 
Show All Records 

Sort... 3€S 

Report... ~:R 

This way you'll find all the records that fulfill one of these distribution 
requirements. You don't have to sort the records since sorting will be 
done when the report is made. 

Select Report ... from the Organize menu. 

You are presented with the report window. It may look a little 
confusing now, but things will become clear in a moment. 

Like the sort and find windows, the report window is easier to work 
with if it has been expanded. 

Expand the report window by double-clicking on the report 
window title bar. 

The report window should now look like this: 
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The Column of 
Titles 

The Sort, Not 
Sorted, and Not 
Shown Areas 

Moving Fields 

There are many rows in the report form. Each of these rows has a title. 
The left-most column contains the titles of the various rows, and is 
therefore called the column of titles. Note that the entire title of each 
row may not be visible in the space provided. 

The report window is divided up into three areas-Sort, Not 
Sorted, and Not Shown. Each area is divided by double lines. In 
the Sort area, you will see the Department and Course fields. That's 
because you previously performed a sort using these fields. If you 
hadn't performed a sort (for example, if you had just opened the 
datafile), this area would be empty. 

The fields in the Sort area will be in the first columns of your report, 
and will determine the grouping and ordering of the data in the report. 
Note that the frrst field in the Sort area is the Department field. That's 
because you performed the first sort by department. Since the second 
sort was performed by course name, the Course field is the second field 
in the Sort area. 

Next to the Sort area is the Not Sorted area. These fields are not sorted 
when they appear in the report. 

Use the bottom scroll bar to scroll to the right until the Not 
Shown area is visible. 

As you might suspect, fields placed in the Not Shown area will not 
appear when the report is printed. 

You can move fields among the three areas by selecting them in the 
Field row and dragging them to another area. Since the report will 
compare the courses according to the credits they are worth, you should 
move the Credits field into the Sort area. 
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Scroll horizontally through the report window until the Credits 
field is visible. 

Position the pointer over the Credits field in the Field row (the 
second row from the top). Press and hold the mouse button. 

Move the field slightly to the right. 

Notice the vertical line that appears in the form window. 

Release the mouse button. 

When you press and hold the mouse button, the field becomes selected, 
and a vertical dotted line appears in the window. When you drag the 
field, this dotted line will follow. The dotted line indicates where the 
field will be inserted when you let go of the mouse button. The report 
window will scroll automatically for you as you drag right or left 

While the pointer is positioned over the Credits field, press 
and hold the mouse button. 

Drag the Credits field to the left until the dotted line is 
positioned in the Sort area between the Department field and 
the Course field. 
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Moving Multiple 
Fields 

Next, you'll need to move the Distribution field into the Sort area. 
Your first sort should be performed on this field, so you should make 
this the frrst field in the Sort area. 

Move the Distribution field into the Sort area, in front of the 
Department field. 

Since you don't really care which department the courses are in (your 
only concern is that they fulfill a distribution requirement), you can 
move the Department field into the Not Shown area. 

Move the Department field from the Sort area into the Not 
Shown area. 

You can move many fields at once by selecting them together and 
moving them all as one group. When you move the fields, only one 
dotted line will appear in the report window, and all the fields selected 
will be inserted where the dotted line is positioned. 

You can select multiple fields by clicking one field and then 
shift-clicking the other fields. (Shift-clicking means to hold down the 
Shift key while clicking the mouse button.) 

Since your report is concerned only with the Distribution, Credits, and 
Course fields, you should put the remaining fields into the Not Shown 
area. 

Shift-click to select all the fields in the Not Sorted area. 

Move all these fields into the Not Shown area. 
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Summary Fields 

You should now have the Distribution, Credits, and Course fields (in 
that order) in the Sorted area. The rest of the fields should be in the Not 
Shown area. 

Note that there are no fields in the Not Sorted area. If you wanted to 
put a field in this area, you would drag it between the two sets of 
double lines. 

One of the reasons why you'd generate a report rather than simply print 
a list of the records in the dataflle is that a report allows you to perform 
calculations on your information. For example, you can count the 
number of courses which are worth 3 credits, or find the average 
number of papers written in English classes. 

For your report, you'd like to know how many classes there are that 
fulfill the humanities and natural sciences distribution requirements, as 
well as the minimum number of credits you can take to fulfill the 
distribution requirements. You'll use summary fields to get this 
information. 

Notice that there is a row titled Grand. You can get a grand summary 
for any field by applying various functions to the data. A grand 
summary is an overall summary of the data in a particular field for all 
the records in the datafile window. 

Confused? Think of it this way: Each of the records uses the same 
fields to store inf01mation. Sometimes you'll want to see how the 
information for one record is related to the information in another 
record. To do this, you compare the values they have stored in the 
different fields. 
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For example, each record has a field to store the number of credits that 
course is worth. If you wanted to see what the average credit value of 
classes was, you would add up the values stored in the Credits field for 
each record, and divide by the number of records. That could become 
pretty tedious, especially if there were a lot of records. Fortunately, 
Microsoft File can perform calculations like this for you, by simply 
making a grand sununary of the information in the Credits field. 

Grand sununaries perform calulations on the values in the fields so you 
don't have to. 

Since you'd like to know how many courses fulfill the humanities and 
natural sciences distribution requirements, you should create a Grand 
Summary field to perform this count. 

Click beneath the Course field in the row titled Grand. 

The field becomes highlighted. 

Choose Format Summary Field ... from the Form menu. 

-:- :-: -: 

"Course • 

Function 
o·rotnl 
0 Count 
D nt11~ mt.l1~ 
0 Minimum 
D MtlHimum 
D S1d. [J(Jll . 

A dialog box appears, presenting you with a list of functions you can 
perform on that field for all the records. These functions specify the 
summary to perform-for example, you can count the number of 
values, take averages, or find the standard deviation of values. Any 
and all functions listed can be selected, provided they apply; for 
example, File won't let you take the average of text values. 

Since you want to know how many classes fulfill the distribution 
requirements, you should select the Count function. Note also that you 
can't choose anything else for this field. That's because the course 
names are text-and it's hard to take the average of letters. 
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Select Count and click OK. 

"Count" now appears in this field. 

Notice that one of the rows is entitled "by Distrib", which is short for 
"by Distribution", another "by Credits", and another "by Course". 
Because you are sorting by the Distribution, Credits, and Course fields , 
you can perform summaries for each separate value of these fields. 

Whereas a grand summary summarizes information for all the records 
in the dataflie window, a summary by one of the fields is performed for 
each different value of that field. 

Since each record currently visible in the datafile window fulfills either 
the humanities or natural sciences distribution requirement (remember 
you performed a Find ... to find only these records), a summary done 
by Distribution will be performed once for all the records which fulfill 
the humanities distribution requirement, and once again for all the 
records which fulfill the natural sciences distribution requirement (since 
these are the two different values of the Distribution field). 

Whereas a grand summary will find the average of the credit values for 
all the classes, a summary by the Distribution field will find the average 
credit value for classes in each of the distribution areas. 

Double-click below the Credits field in the row entitled "by 
Distrib". 

Double-clicking a summary field is a short cut to getting the Format 
Summary Field dialog box. 

Since you want to know what the minimum number of credits is that 
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Previewing Reports 

-

-
The Summary Report 

Saving and Printing -

you can take and still fulfill the distribution requirements, you should 
select the Minimum function. 

Select Minimum and click OK. 

Function 
OTotal 
0 Count 
0 Rueroge 
181 Minimum 
OMoHimum 
0 Std. Deu. 

File lets you preview how your report will look before you print it, so 
you won't waste time or paper printing. 

Click Preview, and watch your report go by. 

You can click the Pause button to pause the preview. If your report 
had many columns, and all of the columns of your report were not 
visible, you could use the scroll bar at the bottom of the report window 
to see them all after you've clicked Pause. 

Click Done when you're done. 

Note the minimum credit values for each distribution area. You can 
now see that to fulfill the humanities distribution requirement, you'll 
have to take a 4-credit class, while there is a 3-credit class that fulfills 
the natural sciences distribution requirement. Note also the total 
number of courses at the bottom of the reprot. 

A Summary Report will give you a display of the results of the 
calculations you made in the summary fields. The individual entries 
will not be printed, only the values calculated by using the functions 
you specified in the "by Distrib" and Grand rows will be printed. 

Reports are automatically saved with datafiles. If you change a report, 
though, you will be asked if you want to save the changes. You can 
also save reports separately (and subsequently open them directly from 
the desktop) . When the report window is active, simply choose Save 
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Quitting 

Review 

What To Turn In 

Report As from the File menu. You can save the report specification 
(the report design and the records the report is based on), or simply 
save the text of the report (as you saw it during the preview). The 
report text can be used as a document for Microsoft Word or as data for 
a print merge. See the Advanced Microsoft Word module for more 
information on print merging. 

You print reports in the same fashion that you print records, with the 
exception of one special Page Setup option, which lets you start a new 
page each time the value in the first column changes (for example, you 
could have all the records for each distribution area printed on separate 
pages). 

One nice thing about reports is that even if you change the data in the 
dataftle, File remembers how the report should look and how it should 
be printed. So you can update the datafile and simply print out the 
updated report again without doing any work in the report window. 

Choose Print from the File menu. 

Click OK to print your report. 

You're finished. You should now quit Microsoft File. 

Choose Quit from the File menu. 

You're back at the Macintosh desktop. 

In this module, you've learned: 

• What a data base is and how an electronic data base helps you 
organize information 

• What fields, records, and datafiles are and how they are related 

• How to sort the records of a datafile 

• How to find records in a datafile that meet the requirements you set 

• How to print the records of a datafile 

• How to create, organize, and generate a report 

• What summary fields are and how they are used 

All that remains for you to learn about data bases is how to create one 
yourself. To learn how to create a data base, tum to the Microsoft File 
Part 2 module. 

Turn in the printed list of records and the printed report. 
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The Task In the Microsoft File Part 1 module, you learned how to organize the 
records of a datafile, and how to generate a report from the information 
stored in a datafile. Now you'd like to create your own datafile that will 
store information about the differen t classes you've taken during your 
college career. 

To do this, you'll design a form to structure the information in your 
dataftle. First you'll create fields to store course information: the course 
name, credit value, instructor's name, as well as fields to store the 
results of your test scores and your total course score. You'll also 
include fields for the weights of these different scores, allowing you to 
calculate your total course score. You'll then arrange the field locations 
so your datafile will be more readable. You'll also format the various 
fields to make the datafile more presentable. When the form is 
complete, you'll enter your data into the datafile. 
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Credits~ 

Instructor I Edger Hess I 

SCORE WEIGHT 

Homework 75j I 20XI 
Midterm BBI I 20Xj 

F1nel BBI l sosj 
Other 91 1 l •o•l leb Project-Fusion 

Properties of F ems 
Course Score I 85.71 
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Getting Started The frrst step in creating a new datafile is to open the Microsoft File 
application. 

Turn on your Macintosh and insert the Microsoft File 
disk-label side up and metal end first-into the built-in disk 
drive. 

If necessary, double-click on the disk icon to open it. 

The Macintosh desktop appears. You'll now open Microsoft File. 

Double-click the Microsoft File icon to open the File 
application. 

If you're using a backup copy of File, you will be asked to insert your 
Microsoft File master disk. 

When you open Microsoft File, you are presented with a dialog box 
asking whether you wish to open an existing datafile or create a new 
one. If you want to open an existing datafile, you would use the scroll 
box arrows to find the name of the file you want, and then double-click 
on it to open the document. 

In this case, you want to create a new datafile. To do this, you need to 
give it a name. Microsoft File requires you to name your dataflie before 
creating it. 

Type "My Courses" as the name of the new datafile, and click 
New to continue. 

Nome for New Dotoflle: 

!My Course~ 
or Sel ect o Dotoflle: 
Good Restauranh ~ File Moster 
Three Months Sol es Quotos 

n Open B I ( Eject 

'----'I I 
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Creating a Form 

Datafile Window 

Form Window 

Ruler 

Hide Line 

Hide Area 

Adding Data Fields 

When you create a new datafile, you'll have to decide on how you will 
store your information. Since this dataftle contains information about 
classes you have taken, you'll want a field for the course name, the 
instructor's name, the number of credits the course was worth, and the 
grade you received. You'll also need fields to store the various test 
scores and their weights. 

You design a form to structure your data storage. When you design a 
form, you create fields to store your data and determine where these 
fields are positioned in the datafile. You can also add labels and text to 
make your datafile more readable. Therefore, when designing your 
form, you need to consider how you want your records to be presented 
in the datafile window. 

For example, for the Course Listings datafile in the Micorosoft File Part 
1 module, we designed a form with fields for the course name, 
instructor's name, and the various course requirements. We also added 
labels to our form so that we could tell the different fields apart. We 
then positioned the fields so that the information they contained was 
presented in a straightforward manner. 

Forms are created in the form window, which is the active window 
whenever you open a new datafile. You can therefore start designing 
your form right away. Behind the form window is the datafile 
window, with the name of your datafile, "My Courses", in the title bar. 

The ruler on the left side of the form window is used to help you 
position and align fields. Fields placed in the grey hide area aren't 
visible in the datafile window. More on the hide area later. 

Notice the flashing insertion point in the box with the border in the 
upper left corner of the form window. This is the new field. The 
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Creating a Text Field 

Sizing Fields 

new field is the next field you should name. 

The first piece of information you want to store is the course name, so 
you should now create a field to store the course name. 

Type "Course Name" to name the new field. 

Notice that when you start typing, a second field immediately appears to 
the right. This is the next new field. Whenever you name a field, File 
creates a new field for you to use. 

Press Return when you finish typing the name. 

When you press Return, you are presented with a dialog box asking 
you what type of information will be contained in this field-text, 
numbers, dates, or pictures. 

Since the "Course Name" field will contain text, and text is already 
selected, you can simply click OK or press Return to make this field a 
text field. 

Press Return to make Course Name a text field. 

You have now made a field called Course Name that stores text. You 
can see it in the datafile window. 

Some of the courses have names that are too long to fit in the Course 
Name field. Although File remembers the entire name, you're only able 
to see the portion of it that will fit in the box. Thus, you need to enlarge 
the field. 

To resize a field, simply position the pointer at the right edge of the 
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field. When the pointer changes into a double-arrow, drag the mouse to 
the right to lengthen the field or to the left to shrink the field. 

Position the pointer between the Course Name field and the 
new field. 

++ The pointer will change to a double-arrow. 

Drag the right border of the Course Name field to the right to 
lengthen the field. Continue dragging until the field is about 
half the size of the screen. 

The dotted line indicates the new length of the field. 

Even if a field is too small to display values in full, File still remembers 
everything that is stored in the field. Enlarging the field allows you to 
view the full contents of a field in the dataftle window, but it doesn't 
increase the amount of information you can store in a field (which, by 
the way, is 32,767 characters maximum). 

You should now make a field to hold the grade you received in the 
course, and another one to hold the instructor's name. 

Click inside the new field (the field to the right of the Course 
Name field). 

The insertion point now appears in the new field. 

Type in "Grade" and press Return twice. 

Remember that the default field type is text, so you simply press the 
Return key twice after naming a field to create a new text field. 

6- 35 DATABASE MANAGEMENT: MICROSOFT FILE PART 2 



Number Fields 

The inserticn point should now be inside the new field. 

Type in "Instructor" and press Return twice. 

Notice that as you enter more fields, the form window scrolls to the 
right automatically. 

The next field you'll create will be to store the score you received on the 
final exam. This will be a number field. 

Type "Final Score" as the name for the new field. Press 
Return when finished. 

The Field Type dialog box appears. 

Click Number and then click OK to make the Final Score field a 
number field. 

You'll also want fields to hold your midterm score, as well as your 
homework score. An additional field would also be useful in case there 
were two midterms, a project, or papers that also contributed to your 
grade. 

Type "Midterm Score" as the name for the new field. Press 
Return when finished. 

The Midterm Score field, like the Final Score field, should be a number 
field. You can make the Midterm Score field a number field by 
pressing "n" (for "number") and then pressing Return. This way, you 
don't have to move your hands from the keyboard. Similarly, by 
pressing "p" you select the type picture, "d" selects the type date, and 
"t" selects the type text (in case you press an "n" or a "d" or a "p", and 
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then decide you want a text field after all). 

Press "n" and then press Return to make the Midterm Score 
field a number field. 

You should now create the remaining number fields. Don't worry 
about the sizes of the fields; you'll adjust these later. 

Create the following fields by typing their names into the new 
fields one at a time. After typing each name, press Return, 
press "n", and press Return again to make the field a number 
field. 

Homework Score 
Other Score 
Final Weight 
Midterm Weight 
Homework Weight 
Other Weight 
Course Score 

If you had a score stored in the Other Score field, it would be nice to 
know what the score represented (for example, a project or a paper). 
So you'll need another field to hold a description of that score. 

Make sure the insertion point is flashing inside the new field. 

If necessary, click inside the new field. 

Type "Description" to name the field. Press the Return key 
twice to make the Description field a text field. 

Whoops! You forgot to make a field for the number of credits the 
course was worth! This field should be next to the Course Name field. 
What to do? 

Don't panic. If you forget to create a field, or decide to add one later, 
just create the field and move it into the desired position. 

To move a field, position the pointer over the field you want to move, 
then drag the field to the new location. When you press the mouse 
button, a vertical dotted line will appear in the form window. As you 
drag the field, this dotted line moves as well. When you release the 
mouse button, the field will be inserted where the dotted line is. If you 
drag past the right or left edge of the screen, the form window will 
scroll automatically. 

Create a number field called "Credits". 

Remember, to do this, type "Credits" into the new field, press Return, 
press "n", and press Return again. 
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Hiding Fields 

Position the pointer over the Credits field. 

The pointer changes shape to a four-way arrow. 

Drag the field to the left until the dotted line is between the 
Course Name field and the Grade field. 

The Credits field in now inserted between the Course Name field and 
the Grade field. The fields to the right of the insertion area have moved 
over to accommodate the field. 

Notice that the Credits field is now next to the Course Name field in the 
datafile window. 

Sometimes you'll want to hide a field (not have it visible in the datafile 
window). Perhaps you're showing this data base to your parents, and 
you don't want them to see the Grade field. You don't want to delete 
this field or any information you have stored in it; you just want to 
make it invisible. 

By dragging this field into the hide area, the field will not be visible in 
the datafile window, but all the information stored in the field will be 
retained. 

Position the pointer over the Grade field. 

Drag the field down into the hide area. 
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Formatting Forms 

List Helper 

Show Form X G 

..lUst Helper 
Uertical Form 

Fonn<l1 F"it~I!L. :•:n 
S<~1 f"onL . 

Note that the Grade field is no longer visible in the datafile window. 

To make a field visible again, simply drag it back in line with the other 
fields. 

Drag the Grade field back up between the Credits field and the 
Instructor field. 

The Grade field becomes visible again. 

You've probably noticed that in the form you've created, the fields are 
lined up so that you can't see all the fields at once. It would be nice, 
though, to arrange the fields so that they are all visible at once (as they 
were in the Class Listings datafile in the Microsoft File Part 1 module). 

You're also probably wondering why File automatically put all the 
fields on one line. That's because when you create a new datafile, File 
automatically used the List Helper option to keep the fields lined up. 

Pull down the Form menu. 

Notice that List Helper is checked. List Helper helps you make 
forms with fields that are aligned on one line . 

When you resize a field, List Helper will move the fields to the right of 
the resized field to accommodate the new field size. List Helper will 
maintain the structure of your form, so that when you add, delete, or · 
move a field, List Helper forces the other fields to adjust accordingly. 
If you hadn't been using List Helper when you resized and moved the 
different fields, you could have placed a field on top of another-the 
other fields would not have adjusted their positions. 
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List Helper 
Uerticol Form 

Forrn<lf F"it~ IIL. :•:II 
Set ron L. 

Expanding the 
Form Window 

By unchecking the List Helper option, you can arrange your fields in 
any manner you like. To uncheck the List Helper option, simply 
choose List Helper from the Form menu. 

Choose List Helper from the Form menu. 

You should now confirm that List Helper is unchecked. 

Pull down the Form menu. 

Notice that the List Helper option is no longer checked. This indicates 
that List Helper is now turned off. 

You'll now resize the Course Name field again. 

Lengthen the Course Name field so that it covers half of the 
Credits field. 

Notice that the larger Course Name field covers up half the Credits 
field. The other fields did not shift over to make room for the larger 
Course Name field. This is because List Helper is now turned off. 

Since you want to arrange fields over the entire area of the screen, it 
would be nice to have the form window as large as the screen area. 
You can expand the size of the form window the same way you 
expanded the find and sort windows before, by double-clicking on the 
form window title bar. 

Expand the form window by double-clicking on the form 
window title bar. 
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Moving the Hide 
Line 

The form window will expand to fill the entire screen. 

. . . . . . . . . . . . . . . . 
•••• 0 •••••••••••• . . . . . . . . . . . . . . . . ............... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
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You can now move fields easily any place you wish. Remember, 
however, that the shaded area is the hide area, and any fields placed 
there will not be visible in the datafile window. It's necessary, then, to 
move the hide line downward to create more space for the fields. You 
can do this now that the List Helper is turned off. 

Position the pointer at the top of the hide area, on the hide 
line. 

The pointer will change shape into an up-and-down arrow. 

Drag the hide line down to the 3-3/4" mark. 

Use the ruler at the left edge of the form window. 
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Moving Fields 
Revisited 

The white part of the window is where fields can be seen. 

You're now ready to arrange the fields in the form window. You can 
move fields without List Helper the same way you move them with List 
Helper, except that now you can position them anywhere you like. 

Drag the Course Name field down slightly from the top of the 
form window. 

Drag the Credits field so it is positioned below the Course 
Name field. Leave a small amount of space between the two 
fields. 
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Moving Multiple 
Fields 

Move the Instructor field below the Credits field. 

Move the Grade field to the right edge of the form window, 
across from the Course Name field. 

The Final Score, Midterm Score, Homework Score, and Other Score 
fields should all be moved into place below the Instructor field. It 
would be easier to do this if you had them all visible on the screen and 
didn't have to scroll back and forth in the form window, dragging the 
fields over individually. By shift-clicking the four fields, you can select 
them all and drag them over together. 

Using the horizontal scroll bar, scroll the form window until the 
Final Score field is visible. 

Click the Final Score field. 

Hold down the Shift key and click to select the Midterm Score, 
Homework Score, and Other Score fields. 

All four fields should now be highlighted. 

Drag the fields left until they are below the Instructor field. 

All the fields move together. You should now unselect the fields. 

Click anywhere in the white area to unselect the fields. 

Position these fields as shown. 
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fmewor.-~ 
!Midterm Score! 
I Flnol Score! 

Other Score! 

Now that you know how to move multiple fields, you should move the 
remaining fields into position. 

Move the remaining fields into position as shown. 

fmeworlc Scoreheworlc Weightl 
!Midterm Scorefidterm Weight! 
I Finol Score! Finol Weight! 

Remember to use the ruler to help you position the fields. 

All the fields should now be visible on the screen. You'll now begin 
sizing, repositioning, adding labels, and formatting the fields. 

First, the fields should be properly sized. 
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Resizing Multiple 
Fields 

Resize the Course Name field so that it is about half the size of 
the form window. 

Shrink the Credits field so that only the letters "ts" are visible 
in the field. 

Enlarge the Instructor field so that it is as large as the Course 
Name field. 

Shrink the Grade field so that only the letters "Gra" are visible 
in the field. 

Move the Grade field so that it is against the right edge of the 
form window again. 

fmeworlc Score~eworlc Welghtl 
!Midterm Scorefidterm Welghtl 
I Fino! Scorel Fino! Welghtl 

You've now resized the top portion of your form. 

It's also possible to resize several fields at once. Simply select the 
fields you wish to resize and resize any one of them. They will all 
shrink or expand accordingly . 

Shift-click to select the Score fields (Final Score, Midterm 
Score, Homework Score, Other Score, and Course Score). 

Shrink the Final Score field so that only the word "Score" is 
visible in the field. 

All the selected fields will shrink as well. 

You should now shrink the different Weight fields. 

Click to select the Final Weight field. 
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Resizing Fields 
Vertically 

Shift-click to select the remaining three Weight fields. 

Shrink the Final Weight field until only the letters " ight" are 
visible in the field. 

The other fields will also shrink. 

JScorel ~ 
JScorel ~ 
JScorel ~ 
lscorel ~ 

JS corel 

With the List Helper turned off, you can resize a field vertically as well 
as horizontally. Simply postition the pointer at the bottom of the field. 
The pointer will change to an up-and-down arrow. You can then drag 
the bottom of the field up or down to change the vertical size of the 
field. Positioning the pointer at the lower right-hand comer will allow 
you to resize the field diagonally (both vertically and horizontally at the 
same time). 

Move the Description field so that it is next to the Other 
Weight field. 

Position the pointer at the lower right-hand corner of the 
Description field. 

'\. The pointer becomes a diagonal double-arrow. 

Drag the corner of the Description field down and to the right, 
so that the right edge of the field is against the edge of the 
screen and the field is twice as wide as it was before. 
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The next step in designing the form is adding labels. It's important to 
label the different fields, so that you can tell them apart in the datafile 
window. 

You should now move the fields to the right, to allow room for the 
labels. 

Shift-click to select the Course Name, Credits, and Instructor 
fields. 

Move these fields about one inch to the right. 

I course Nome 

I Ins t ruct or 
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To add labels, you simply click in the form window where you want 
the label to appear. Then just start typing. The label will appear in a 
field of its own, which can also be moved and resized. 

Position the pointer to the left of the Course Name field and 
click. 

The insertion point will be flashing to the left of the field. 

Type in the label "Course". 

You resize the label the same way you resize a field. 

Position the pointer at the right edge of the Course label. 

The pointer will change into a double-arrow. 

Drag the right edge of the label to the left to shrink the label. 
Shrink the label until the word "Course" fits snugly in the label. 
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You can now reposition the label by clicking and dragging the black bar 
on top of the label. 

Position the pointer over the black bar on top of the label. 

The pointer changes shape to a four-way arrow. 

Drag the label next to the Course Name field. Leave a small 
amount of space between the label and the field. 

[~~~-~~~Jcourse Nome 
~ ~ 

~~~~ns~t~ru~c~to~r::::::::::::::::::: 

You've just added a label for the Course Name field. Similarly, you 
should add labels to the o ther fields as well. 
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Label the Credits field, "Credits". Label the Instructor field, 
"Instructor". Label the Grade field, "Grade". 

In each case, be sure to size the label so that the text fits snugly, and 
leave a small amount of space between the labels and the fields. 

You should now label the different Score and Weight fields. You 
should also create two labels: one for the group of scores, and another 
one for the group of weights. 

Position the pointer below the Instructor field and above the 
Score fields and click. 

Type in the label, "SCORE". 

Resize the label so that "SCORE" fits snugly inside it. 

Position the label so that it is directly above the Score fields. 
The top of the label should be at about the 1-1/2" mark. 
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You should also make a label for the weights. 

Create a label called "WEIGHT" across from the SCORE label 
and above the Weight fields. 

You should now label the individual Score and Weight fields. 

Label the Homework Score field, "Homework". 

Label the Midterm Score field, "Midterm". 

Label the Final Score field, "Final". 

Label the Other Score field, "Other". 

Label the Course Score field, "Course Score". 

Size these labels so that they almost touch their respective 
Score fields. 
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Formatting Fields 
and Labels 

Formatting Labels 

Selecting Multiple 
Fields Revisited 

To get the labels and fields to line up nicely as shown, it might be 
necessary for you to reposition some of the fields. 

Reposition the Score fields and labels and the Weight fields as 
needed to make the labels and fields line up. 

All that remains now is to format the different fields. Then your form 
will be complete. 

You can format fields so that they display values in almost any form 
you choose. For text values, you can change the font style, size, and 
type; numbers can be displayed in decimal, scientific, dollar, or percent 
format. Values can be aligned to the left, right, or in the center of the 
field; you can also underline values, or make them bold or italic. In 
addition, you can put borders around the fields. 

To format a field or label, you first select it and then choose Format. .. 
from the Form menu. You can also format multiple fi'elds at once by 
selecting more than one field. 

The first formatting operation you should perform is to format the major 
labels (the Course, Credits, Instructor, SCORE, and WEIGHT labels) 
so that they are underlined. To do this, you need to select these labels. 

You can select mul6ple fields and labels by drawing a box around them. 
All the fields or labels inside the box will be selected. 

Position the pointer in the white area below the Instructor label 
and next to the ruler. 
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Press the mouse button. Drag upwards and to the right until 
t he pointer is over the Course label. Release the mouse 
button. 

~(Course Nome 

&.~~~-t-~.: ;:;:1!!1=--,. ___ ....---,------------. 
: !!1stru.~ -~?.~;lt ns truct or 

·WEIGHt: 

The Course, Credits, and Instructor labels are now selected. 

While holding down the Shift key, select the SCORE and 
WEIGHT labels by clicking the white bar at the top of the 
labels. 

It's very important to click on the white bar. If you don't, you won't 
select the field, and you'll unselect the currently selected fields . If this 
happens, just try again. 

The five major labels should now be selected. 

Choose Format Text... from the Form menu. 

You will be presented with the Format Text dialog box. 

6- 53 DATABASEMANAGEMENT: MICROSOFTFILEPART2 



Formatting Fields 

Align 
®Left 
0 Center 
0 Right 

Style-- --, 
0 Border 
0 Underl ine 
0 Bold 
0 ltollc 

[ OK J) 

( Concel ) 

Select the Style option Underline, and click OK. 

These labels are now underlined. 

The datafile, remember, is being created to store information about 
classes. Since you want to call attention to this information, the 
information should appear in boldface in the datafile. 

Click anywhere on the white area to unselect the labels. 

Shift-click to select the Course, Credits, Instructor, and Grade 
fields. 

Continue shift-clicking to select all the Score and Weight 
fields, including the Course Score field. 

Choose Format Field ... from the Form menu. 

You're presented with the Format Field dialog box. 

Select the Style option Bold and click OK. Do not unselect the 
Style option Border. 

These values will now be displayed in boldface. 

You now need to format the Weight fields so that they display numbers 
in percent format. 

Click anywhere in the white area to unselect the fields. 

Shift-click to select the four Weight fields. 
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Computed Number 
Fields 

In Case of Error 

Choose Format Number Field ... from the Form menu. 

Note that the Decimals blank is selected. Currently, numbers are 
displayed to 2 decimal places. Since you don't want to display any 
decimal places, you should type "0". 

Type "0" so that no decimal places are displayed. 

Select the Display option Percent and click OK. 

These values will now be displayed as percents with no decimals. 

You should now format the Course Score field. Since your course 
score is computed from your scores on the final, midterm, and 
homework, the Course Score field will be a computed number field. 

Computed number fields display numbers that are the results of 
calculations you define when you format the field. In this case, you 
want to multiply each score by its weight and add these values together 
to get your course score. 

Select the Course Score field. 

Choose Format Number Field ... from the Form menu. 

To make the Course Score field a computed number field, click the 
Computed box. Then click to position the pointer inside the Formula 
field, and type in the formula. 

Click the Computed box. 

Notice the field Formula is no longer dimmed (grey). 

Click inside the Formula field to set the insertion point. 

The flashing vertical insertion bar should now be inside the Formula 
field. 

Type in the formula "Final Score * Final Weight+ Midterm 
Score* Midterm Weight+ Homework Score* Homework Weight 
+Other Score * Other Weight". 

Note that File will perform multiplications before additions; thus, 
parentheses are not needed. 

NOTE: It is very important that you type in the formula exactly as 
listed, or an error will result. If, when entering information into the 
datafile, you get the message "ERROR!" in the Course Score field, this 
means that the formula you entered relies upon a non-existent field. 
The most likely cause of this is that one of the field names is 
misspelled. 
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Entering Data 
into a Datafile 

To correct the error, open the form window by choosing Show Form 
from the Form menu. Double-click on the Course Score field and 
choose Format Number Field .. . from the Form menu. Then edit the 
formula as needed. When you're finished, click OK and close the form 
window. 

If the error still persists, it's possible that you misspelled one of the 
fields in the form window (for example, you named the Homework 
Score field Homwork Score). Re-open the forrn window and verify 
that the different field names are correct 

r-------------------0--l r_•<_le~H ~;J 
Nome:J Course Score I 

· ( Concel] 

-Type 
O Te Ht 
@ Numb 
0 Dot e 
0 Pictu 

er 

re 

181 Compu te d 

Otsploy- Align-
® Generol 0 l eft 
0 Oollor 0 Center 
0 Percent ®Right 
0 Decimol 
0 Scientific Oecimols:~ 

Formulo:Jght + Other Score • Other We tght 

Style 
181 Border 
0 Underline 
0 Bold 
0 ltolic 
181 Commos 

Click OK or press Return to complete the formula. 

There! Now all the fields have been formatted, and the forrn is ready 
for use. You can now start entering data into your datafile. 

Data is always entered, displayed, sorted through, and searched in the 
datafile window. You should make that window active now by closing 
the form window. 

Close the form window by clicking its close box. 

The dataflle window is now active. Notice the effects that the 
formatting operations had on the labels. 
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Instructor L------------_.J 

Homework [:=J 
Midterm [:=J 

Fi nel [:=J 
Other [:=J 

Course Score [:=J 

D 
D 
D....-------~1 D 

Notice that there is only one record in the datafile, the New record. To 
enter information in a datafile, you simply start typing. You jump to the 
next field by pressing the Return key. You can also click inside any 
field to position the insertion point there. 

Since the insertion point is inside the Course field, you can just start 
typing in the name of the first course. 

Type in "Applied Nuclear Botanies" as the name for the first 
course. 

Inst ructor 1----------------l 

Homework [:=J 
Midterm [:=J 

Final [:=J 
Other [:=J 

Course Score ~ 

D 
D 
D....--------0 

Notice that you are now working on record number 1. The New record 
has moved to below this record. Notice also that the value in the 
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Editing Information 

Course Score field is 0; this is because there are no values in any of the 
other Score or Weight fields. 

To get to the next field, just press Return. 

Press the Return key to move the insertion point to the Grade 
field. 

Type in "A·" and press Return. 

You can also edit the information you've entered as if it were normal 
text If the name of this course is actually "Applied Nuclear Botany", 
you should click to position an insertion point after the "s" in 
"Botanies". Then just edit the word as if you were in Mac Write or 
Microsoft Word. 

Click to position the insertion point after the word "Botanies" 
in the Course Name field. 

Backspace over the "ics". 

Type in the letter "y". 

You've just edited the name of the course. You should now finish 
entering information for this record. 

Click to position the insertion point inside the Credits field. 

File automatically checks the information you put in a field to make sure 
it is the right type. 

Type "Four" and press Return. 

[1IJ lnualld number: "Four· 

Homework c=J 
Mi dterm c=J 

Finol c=J 
Other c=J 

Course Score C] 

CJ 
CJ 
CJr-----CJ 
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Oops! Microsoft File didn't like that! Because the Credits field is a 
number field, it can't store text. You'll need to enter the numeral "4". 

Press Return to get rid of the dialog box. 

Type "4" and press Return. 

Type in "Edgar Mess" for the Instructor's name. Press Return. 

Now you can start entering the scores and their weights. Remember 
that the weights will be numbers between zero and one (a fifty percent 
weight= .5). 

Type in "75" as the Homework Score and press Return. 

Type in ".2" as the Homework Weight and press Return. 

Notice now that the Course Score is 15, which is 75 * .2. 

Homework~ 

Midterm c:J 
Finol CJ 
Other CJ 

Cour se Scor e ~ 

Finish entering information for this record. Use the following 
values: 

Midterm: 
Final: 
Other: 
Description: 

Score 88, Weight .2 
Score 88, Weight .5 
Score 91, Weight .1 
Lab Project-Fusion Properties of Ferns 
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Quitting 

Review 

What To Turn In 

Homework~ 
Midterm~ 

Final~ 
Other [::::2JJ 

Course Score ~ 

You're all finished. Now print the record. Consult the section on 
printing records from the Microsoft File Part 1 module, if necessary. 

Choose Print from the File menu. 

Select your desired options and click OK. 

Choose Quit from the File menu. 

You're back at the Macintosh Desktop. 

In this module, you've learned: 

• How to create a new datafile 

• How to design a form 

• How to define different field types: text, number, picture, and date 

• How to create fields and labels 

• How to move and resize fields 

• How to format fields and labels 

• How to create a computed number field 

• How to enter information in a datafile 

Tum in the printed record. 
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Description 

-

View 1 

View2 

Stibnite 

Composition: Sb2S3 

Color: Grey 

H6rdness: 2 

Specific gr!lvtty: 4.63 

Sulphur 

Composi lt on: S 

Color: Yellow 

Two different views of the Minerals datafile are shown here. To create 
a second view of your information, click the box in the lower left-hand 
comer of the form window that says "View 1". The box will then 
display "View 2", and resized fields will return to the standard length. 
To return to View 1, click this box again. You can format the two 
views independently. However, because they are views of the same 
form, they must have the same fields. If you don't want a field visible 
in one of the views, drag it into the Hide area. The picture field in View 
2 was dragged into the Hide area for View 1. 

Although File allows you to alter font styles and sizes (using the Set 
Font... command), it doesn't support subscripts or superscripts. 
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The Authors 

Description 

1 

3 

Michael 
Tchao 

Bill 
Berner 

Ron 
Fernandez 

Affiliation: Apple Computer, Inc. 
Birthdate: May 15, 1963 

Favorite Food: Eggplant Tofu Stack-ups 
School: Stanford University 
Major: Product Design 

Date Graduated: June 15, 1985 
Quote: "When things get tough, the 

tough get...things." 

Affiliation: Stanford University 
Birthdate: December 3, 1962 

Favorite Food: Tofu and Tuna w/ Salsa 
School: Stanford University 
Major: Economics 

Date Graduated: June 15, 1985 
Quote: " ... and then some." 

Affiliation: Arabian Horseworld Magazine 
Birthdate: June 2, 1962 

Favorite Food: Tofu Souffle 

School: Stanford University 
Major: History and Art 

Date Graduated: June 15, 1985 

Quote: "Don't worry, I was a pre-med 
once." 

This datafile contains information about the authors of Approaching 
Macintosh. One difference between this dataftle and those in the 
modules is the inclusion of picture and date fields . As much as we 
wanted to use phony birthdays, Microsoft File always checks the dates 
that you enter to make sure that they are valid (February 30, 1963, for 
example, would be rejected). 

To create the pictures, photographs of the authors were taken and then 
digitized, converted to MacPaint images, copied to the Clipboard, and 
pasted into the fields. When formatting a picture field, you are offered 
the option to either clip the picture, so that it fits into the field, or scale 
the picture, so that the whole picture fits . Often the scale option can 
leave pictures distorted, as File tries to fit all the pixels into the field. 
So unless you want the entire picture visible, the clip option should be 
used. 
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1. If you were designing the Course Listings datafile for the Microsoft 
File Part 1 module, what type of field (text, date, number, or picture) 
would you make the Time field (the field that stores the time the course 
meets)? Why? Hint: It's not a picture field. 

2. Microsoft File automatically saves any changes you make to a 
datafile. How, then, can you open a datafile, change some of the 
entries, and be able to quit without altering the dataftle? 

3. Sometimes you'll create a field, and then decide that it is of the 
wrong type. For example, you could create a number field to store ZIP 
codes (since ZIP codes are numbers) without realizing that Microsoft 
File will drop the first 0 from ZIP codes, turning the ZIP code 02134 
into 2134. The ZIP code field should therefore be a text field. 

Assuming you've already created a number field to store ZIP codes, 
how would you change the ZIP field from a number field to a text field, 
if: 

a) You haven't closed the form window yet? 

b) You've closed the form window and already entered two 
records into the datafile? 

Hint: How does the Format Field ... dialog box for the ZIP field change 
after values are entered into the field? 

4. What fields would you use when creating a datafile to store: 

a) A list of your albums, tapes, and compact disks? 

b) A list of books you used in writing a research paper? (Note that 
you can use this list to create a bibliography.) 

c) A list of important historical battles from the Civil War? 

Justify your answers. 

5. Using Microsoft File, create a dorm datafile that will keep 
information about the different people in your dorm. If you don't live 
in a dorm, make a similar datafile for a club or group you belong to. 
You can have as many fields as you like, but be sure to include fields 
for the first and last names, home and school telephone numbers, home 
and school addresses, and birthdate. 

6. Adapt the datafile you created in Exercise 5 so that you can print 
mailing labels from the dataftle. Use Microsoft File's ability to have 
two views of the same form. Turn in a copy of the mailing list. 
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About Project 
Management 

Project management involves planning and organizing projects. It 
involves the breaking down of large and sometimes complex projects 
into individual tasks. It involves critical dates and deadlines. It 
involves people, materials, and other resources. And ~t often involves 
the transaction or flow of money. 

The preparation of a turkey dinner can be considered a project You 
can't carve the turkey until you've roasted it; but you can't roast the 
turkey until you've stuffed it. These are tasks. You can't start 
preparing the meal until you've come back from work at 3:00, and you 
must be finished by 7:00. These are deadlines. You'll need a turkey, 
stuffing, an oven, a carving knife, and possibly, an assistant to help 
you clean up. These are resources. 

In contrast to the turkey dinner example, leasing a new office building 
can also be a project. You, or your employees, will need to talk to a 
realtor, visit and select a suitable building, and arrange financing. 
You'll have to close the deal before the end of next month when your 
present lease runs out. You and your staff will be dealing with real 
estate agents, owners, and bank managers. And you'll definitely need 
to track the flow of money. 

As you 're working on a project, you'll always be concerned about 
meeting deadlines. You'll be concerned if a task is delayed due to 
unforeseen problems. You'll be concerned about cost overruns. You'll 
want to be able to tell your employees just what they should be doing 
on any particular date to insure the most efficient use of their time and 
yours. For a large and complex task, this could become increasingly 
difficult to do. 
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One way to manage a complex project is to create a large timeline, 
listing each of the tasks of your project, who'll carry out that task, 
when they must begin, and when they must be finished. In addition to 
this time line, you should also compile a table listing each of your 
resources, how much they cost, when they're available, and for how 
long. And while you're at it, you'll need an accountant to keep track of 
the money you're spending, and any money you may be taking in. 

But things aren't even that simple. What if tomorrow a giant killer 
squid attacks your corporate headquarters, doubling the price of labor, 
and making your resources almost impossible to find? You'll have to 
redraw your project timeline to reflect the changes. How much will this 
change cost you? In money? In time? 

MacProject is a project management tool that helps you do all of these 
things. That means you can plan, replan, anticipate, change, and 
recalculate your project. 

You design your project with the visually-oriented schedule chart, also 
known as a Program Evaluation and Review Technique (PERT). You 
diagram the flow of tasks. You give them durations, and assign 
resources like people and materials to them, and you track income and 
expenditures. You set critical dates and deadlines. 

Then you'll have easy access to information concerning your project. 
Which tasks should begin today? When should these tasks be 
completed? What should Employee A be doing tomorrow? How much 
will this project cost? And what about that giant killer squid? 

More importantly, you'll be able to perform "What if?" analyses to 
answer questions like: What will happen if you put three more people 
on a particular task? How much will it cost? Will doing this enable you 
to meet your deadline? Or, what will happen if there is an unexpected 
delay in a task? How much will the project be delayed and how much 
will the delays cost? 

By using MacProject to keep track of your project, you should be able 
to save both time and money. And after all, time is money. 
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The Task As you make your rounds among the troops, you see before you the 
towers of Ilium, besieged by your own Greek forces. For you are 
Agamemnon, King and leader of the Greeks, in the war against 
Troy .... 

Actually you're daydreaming in your history class again, but the dream 
seems very real. You're wondering what it was like to be the leader of 
the Greek army; you're also wondering what you're going to do for 
your history project. As you listen to your teacher explain how the 
Greeks built a giant wooden horse to help them capture the city of Troy, 
you start to think about the planning and preparations that must have 
gone into this immense project. Why not use MacProject and your 
Macintosh to plan the construction of your own Trojan Horse? It's 
certainly an original idea. 

Before you begin using MacProject, you need to decide what the 
different tasks are that comprise the project. The following are tasks 
that need to be completed for the successful defeat of Troy: 

• A meeting of the War Council 

• The size of Troy's gate must be measured 

• The horse must be designed 

• Wood needs to be obtained 

• The wheels, base, and body of the horse must be built 

• The trap door must be added 

• The horse must be assembled 

• The assault team must be chosen 

• The assault team must be instructed in the use of the trap door 

• The men must get in the horse 

• The horse must be drawn to the gate of Troy 

• Troy is then looted and burned 

You'll begin by opening MacProject and creating a Schedule Chart for 
Project Trojan Horse. First you'll draw task boxes-one box for each 
of the project's different tasks. You'll also draw dependency lines to 
make tasks dependent on other tasks. You '11 also tum some of the 
tasks into milestones to mark key points along the project's path. 

Next, you'll set the project's start and finish dates. You'll also assign 
resources to the different tasks, and ·set the task durations. You'll enter 
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the costs of the different tasks and resources, and the incomes received 
from the tasks. 

Since MacProject automatically calculates a schedule from the dates and 
durations you've assigned, you'll be able to determine the effect that a 
delay will have on the project's schedule as a whole. To ensure that the 
project is completed on time, you'll adjust the calendar MacProject uses 
to calculate dates, requiring your crews to work harder, but ensuring 
that the horse is completed before your deadline. 

Your completed Schedule Chart will look similar to the one shown on 
the next few pages. 
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Getting Started 

The Schedule 
Chart 

Task Boxes and 
Dependency Lines 

You'll begin by creating a new MacProject document. 

Turn on the Macintosh and insert the MacProject disk-label 
side up and metal end first-into the built-in disk drive. 

You'll soon see the Macintosh desktop with the icon of your 
MacProject disk in the upper right-hand corner. 

If necessary, double-click on the MacProject disk icon to view 
its contents. 

Now you'll open MacProject by double-clicking on the MacProject 
icon. 

Double-click on the MacProject icon to open the application. 

MacProject first opens to display the Schedule Chart window. 
Though MacProject uses seven different charts to display information 
about your project, all projects begin as Schedule Charts. 

+ 

Each of the tasks that comprise the project is represented in the 
Schedule Chart by a box, known (you guessed it) as a task box. One 
task box is drawn for each task. 

Tasks that can be performed at the same time are drawn parallel to each 
other. A task that cannot begin until another task is completed is 
dependent on the first task. To show this dependency, the tasks are 
connected with a dependency line. 
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Drawing Task Boxes 

D 

You have to do many things to make a 
Thanksgiving dinner. A list of some of 
those tasks may look like this: 

Each task is represented in 
MacProject as a box. Relationships 
between tasl<s are evident. 

:w.Js§. 

1. Buy Food 
2. Stuff Turkey 
3. Roast Turkey 
4. Make Cranberry 

Sauce 

dependent tasks 
~~-....., 

I independent 

Make 
Cranberry 

Sauce 

Drawing a task box is much like drawing a box in MacPaint or 
MacDraw. Simply position the pointer where you want the upper left 
comer of the box to be, then press the mouse button and drag the 
mouse diagonally. The first task will be that of simply starting the 
project; therefore the fust task box you'll need to draw will be for the 
Start task. 

Position the pointer near the left edge of the screen. 

Press and hold the mouse button and drag the mouse down to 
the right. Release the mouse button when you've drawn a box 
about 3/4" by 1/2". 

Don't worry if the box isn't the right size; you'lllearn how to resize it 
later. 

Notice the flashing insertion point inside the task box. To name this 
task, you simply begin typing. 

Type "Start" to name this task. 
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Don't be concerned with the date in the upper left comer of the box. 
This is just a date that MacProject automatically assigns to a task as a 
starting date. After you draw all the tasks for this project, you'll go 
back and enter the real dates. 

The project has now started. What's next? Agamemnon probably 
planned the construction of the Trojan Horse with his trusted advisors 
much in the same way you're using MacProject. The next task, then, 
should be a meeting of the war council. 

To draw the next task, War Council Meeting, position the pointer to the 
right of the Start task, and draw another task box. 

Draw the task box for the War Council Meeting to the right of 
the Start task box. 

Type "War Council Meeting" to name this task. 
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Selecting a Task Box 

----

--
-

1 / 2 

0 

Notice that as you name this task, MacProject automatically shifts the 
text inside the task box as needed. The task box shown is not large 
enough to show all the text. 

MacProject will remember all the text you type when you name a task 
box. If the task box you drew is too small to contain the entire name of 
the task (like the one shown), just keep typing. You'll resize the War 
Council Meeting task box now. 

If you move the pointer around the task boxes you drew, you'll notice 
that it changes shape. It appears as a plus sign outside the boxes, as an 
I-bar inside the boxes, and as an arrow at the edges of the boxes. 

When the pointer is shaped like a plus sign, you can draw new task 
boxes. If you click the mouse when the pointer is shaped like the I-bar, 
you'll set an insertion point inside the task box, allowing you to edit the 
name of the task. By clicking the mouse when the pointer is shaped 
like an arrow, you can select a task box. 

Position the pointer on the edge of the War Council Meeting 
task box and click the mouse button. 
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Resizing Task Boxes 

1 /2 
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The box is now selected. The box has a dotted outline with black 
handles around it, which are used to resize the box. 

To resize the War Council Meeting task box, position the pointer over 
one of the black handles. Press the mouse button and drag the mouse 
to resize the box. 

Position the pointer over the handle in the lower right corner 
of the War Council Meeting task box. 

Drag the handle to the left so the words "War Council Meeting" 
are clearly visible in the box. 

1/ 2 I / 2 

0 
· ·-·--·-15-·-- ·1111 
I 'vl•r Couneil l 

~ Mtt\ing ' lli- 10- \ 
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Adding Dependency 
Lines 

Milestones 

Creating a Milestone 

It's easy to add dependency lines to show that one task is dependent on 
another. Simply move the pointer from the left-hand task box (the 
pointer will change into an I-bar) and press the mouse button. Drag the 
mouse to the right until the pointer is inside the dependent task, and 
release the mouse button. (Note: Since the project flows from left to 
right, all dependency lines must be drawn from left to right. You can't 
draw a dependency line from right to left.) 

Drag the mouse from the inside of the Start task to the inside 
of the War Council Meeting task to draw a dependency line 
between these two tasks. 

You may be wondering why there is a Start task, since starting the 
project isn't really a task at all. It's often useful, however, to be able to 
mark key points along the project path, such as the project start and 
completion. There may be sub-projects within the main project that you 
may want to mark as well. For example, you could mark the beginning 
and completion of the preparing the turkey tasks (stuffing, roasting, and 
basting) for the Thanksgiving feast. This way you'd identify this group 
of tasks as a sort of mini-project, separate from the tasks concerned 
with setting the table and preparing dessert. 

Key points along the project path are called milestones. Since they 
are markers, milestones generally don't take up any time, so they don't 
have any duration. 

Since the Start task is really a milestone, you should change its task box 
into a milestone. 
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Adding Task Boxes: 
A Short Cut 

Select the Start task box by clicking on its edge. 

Choose Change to Milestone from the Task menu. 

The Start task box changes into a milestone box with rounded comers. 

Now that the war council has met, it's time for some reconnaissance. 
The size of Troy's gate should be measured, so you know how large to 
make the horse. There's a fast way to create a task that's dependent on 
another task. If you press the mouse button down inside the first task 
and drag to the right, you'll create a dependency line. When you let go 
of the mouse button, a new task box will appear, complete with a 
dependency line from the first task box. 

Position the pointer inside the War Council Meeting task and 
press the mouse button. 

Drag upward and to the right and release the mouse button. 

A new task box appears. 

Name this task "Measure Size of Gate". 

You're beginning to realize what a complex project building a Trojan 
Horse is. There still remain the tasks of building the horse, choosing 
the assault team, adding the trap door .. .. You'll need to expand your 
MacProject document to fit all the tasks involved. In preperation for 
these other tasks, you should move the task boxes you've drawn to a 
more central location. 
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Selecting Multiple 
Task Boxes 

Moving Task Boxes 

There are two ways of selecting multiple tasks boxes, each with its own 
advantages. 

The first way of selecting more than one task box is to simply select 
each of the task boxes individually. While holding the Shift key down, 
click to select one of the task boxes, then keeping the Shift key down, 
click to select the others. This is a good method to use if you want to 
select boxes that aren't close to each other, or if you want to select only 
a few task boxes. 

To select a number of task boxes that are closer to each other, position 
the pointer above and to the left of all the task boxes you want to select. 
Hold down the Shift key, and drag diagonally as if you were drawing a 
large box around all the task boxes you want to select. This is called 
Shift-dragging. It's important to hold down the Shift key, because if 
you don't, you'll end up drawing one big task box on top of the others. 

Hold the Shift key down and click the mouse button to select 
the Start milestone. Shift-click to select the two remaining 
task boxes. 

The task boxes will become highlighted when they are selected. 

You can move a single task box by positioning the pointer on the edge 
of the task box and dragging the box to the new location. Be sure not 
to drag one of the handles or you'll resize it instead of moving it. If 
you've selected more than one task box, dragging any of the boxes will 
drag the others as well. 

Drag the task boxes downward so the Start milestone is near 
the bottom of the screen. 
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Setting the Chart Size 

Show Entire Ch11rt 

I nulslble Grid 

The next step in giving yourself more room to draw task boxes is to 
increase the size of the Schedule Chart. 

Choose Set Chart Size ... from the Layout menu. 

Notice that the area available to draw the Schedule Chart is currently 8" 
by 11". Notice also how much bigger the chart can become (up to 48" 
by 94"). To select the new chart size, just click on one of the boxes to 
define the size from the upper left comer. Your chart will probably 
require only one more page. 

Click on the second box in the first row to set the Schedule 
Chart size to 16" by 11". Click OK when finished. 

Schedule Chort Size: 

16" H II " 

OK ( Concel ) 

Most of the tasks involved in the construction of the Trojan Horse are 
performed in sequence-you measure the gate and design the horse and 
build the horse and pull the horse to the gate-with each of these tasks 
dependent on the task that preceded it. The Schedule Chart, then, will 
end up longer than it is wide, since there aren't too many tasks that are 
parallel to each other (performed at the same time). 

Because the Schedule Chart will be longer than it is wide, you should 
use Wide paper orientation. Currently the drawing size is 16" long by 
11" wide. By choosing Wide paper orientation you make the drawing 
size 8" long by 22" wide. You therefore have much more horizontal 
space to draw task boxes. 

Choose Page Setup from the File menu. 

Choose Wide paper orientation, and click OK. 
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Seeing the Entire 
Chart 

Finish Laying out 
the Project 

You now have enough drawing area to draw the remaining task boxes. 

You can always see the different portions of the Schedule Chart by 
using the scroll bars at the side and bottom of the window. You can, 
however, see the entire chart at one time. 

Choose Show Entire Chart from the Layout menu. 

What you see is an outline of the entire chart. The dotted ret:tangle 
represents the portion of the project that is visible in a normal view. 
You can click inside this rectangle and drag it to another location to see 
another part of the project. Or you can click outside the rectangle to 
reposition the entire chart relative to the paper. Note that this works 
much like the Show Page option in MacPaint. 

To return to the normal view, simply click anywhere outside the white 
area that represents the paper. 

Click outside of the white area to return to the normal view. 

Now that you're an expert at drawing, naming, resizing, and moving 
task boxes, you should draw the remaining tasks that make up Project 
Trojan Horse. 

Using the Schedule Chart shown on the next two pages as a 
guide, draw the remaining tasks for Project Trojan Horse. 

Resize and move the task boxes as needed. 

Remember that you can choose Show Entire Chart from the Layout 
menu to see how your Schedule Chart is progressing. 
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How to Use 
Trap Door 



Saving Your Work 

Text in 
Mac Project 

Adding Annotation 

Now's a good time to save your work before moving on. It's a good 
habit to save your work every ten or fifteen minutes. 

Choose Save from the File menu. 

Name the document "Project Trojan Horse". 

Click Save to save the document. 

You can change the font styles and sizes used by MacProject. You can 
add annotation, or change the style of the text inside the task boxes. 

You can select or edit MacProject text the same way you select and edit 
text in Mac Write. When you change the type size and style, you do it 
for all task boxes. 

Click inside any of the task boxes. 

Choose New York from the Fonts menu. 

Notice that all the task boxes now have their titles displayed in New 
York font. 

You can add annotation anywhere in the Schedule Chart. Simply click 
the mouse to set the insertion point, and start typing. 

Use the scroll bars to make the upper left portion of the 
Schedule Chart visible. 

Choose Geneva from the Fonts menu. 

Choose 18-point and Bold from the Style menu. 

Position the pointer in the upper left portion of the screen, 
and click the mouse button to set the insertion point. 

Type "Project Trojan Horse". 
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Setting Dates 

Choosing a Duration 
Scale 

Setting the Latest 
Finish Date 

----=-----==---- -- - --- --

Project Trojan Horse! 

Most projects have deadlines-dates by which the projects must be 
completed. Many also have an earliest possible starting date (projects 
can't always be started right away). You should now enter the earliest 
possible starting date for the construction of the Trojan Horse, and the 
latest acceptable finishing date for the project. 

Before you can start setting dates, MacProject has to know how you 
want to measure task durations. A task's duration is the amount of 
time it takes to complete that task-three hours or two days or nine 
weeks. 

Choose Duration Scale ... from the Dates menu. 

You can select from a wide variety of durations, depending on what the 
project is. For instance, if you were cooking dinner, the duration scale 
would be in hours-building the Pyramids, perhaps weeks or months. 

Make sure that Day is selected as the duration scale. Click OK. 

The project is on a strict timeline, and must be completed by a particular 
date. In this case, you'd all like to be home for your planned victory 
celebration during the Dionysian festival, so you'd like to complete the 
project by June 6th. You can set a latest finish date for any task; in this 
case, you want to set one for the final task, that of Victory. 

Select the Victory! milestone by clicking on its edge. 

Choose Set Latest Finish ... from the Dates menu. 

7-23 PROJECT MANAGEMENT: MACPROJECT 



~02/84 ~ 09:00 

~ 

set Fin ish Dote:!._ o_1 l_o_2_1a_4 __ o_9_:o_o__. 
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To set a date, click on the different blanks (month, day, and year) to 
select that blank and click the arrows to advance the numbers up or 
down. The Clear option will clear the latest finish date. 

Click on the month blank. 

Use the up arrow to change the month to 06. 

Click on the day blank. 

Use the up arrow to change the day to 06. 

Click on the year blank. 

Use the up arrow to change the year to 1985. 

Click Set to set this date. 
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Setting the Earliest 
Start Date 

Set Finish Dote: I 06/06/85 09:00 

Cleor I ( Concel I 

True, the Trojan Horse wasn't constructed in 1985, but MacProject's 
calendar doesn't go back several thousand years. 

The earliest start date corresponds to the earliest possible date the 
project can begin. You set the earliest start date the same way you set 
the latest fmish date. Again you can set an earliest start date for any 
task; right now you'll set it for the Start milestone. 

Select the Start milestone by clicking on its edge. 

Handles will appear around the milestone indicating that it has been 
selected. 

Choose Set Earliest Start ... from the Dates menu. 

Click on the blanks and use the arrows to adjust the date to be 
5/20/85. Click Set to enter this date. 

As you enter these dates, notice that the dates shown in the corners of 
the task boxes change to reflect the dates you've set. Notice also that 
the date shown for the Start milestone is underlined; that's because it 
was a date set by you and not calculated by MacProject. 

If you're wondering why all the dates are the same (5/20), it's because 
you haven't told MacProject how long any of these tasks take to 
complete, so MacProject thinks that all the tasks have durations of zero 
days. Since this is definitely not the case, you should enter the 
durations now. 
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Adding Task 
Information 

Because all the tasks have been drawn and the start and finish dates set, 
you are now ready to tell MacProject how long each of the tasks will 
take to complete, and assign resources to the various tasks. 

The Start milestone doesn't have a duration or use any resources, so the 
first task to add information to is the War Council Meeting task. 

Select the War Council Meeting task by clicking on its edge. 

Choose Show Task Info from the Task menu. 

A task info window appears. 

D~ys Ruourets 

1--1 

In this window you enter the duration of a task and assign up to six 
resources to the task. There are seven blanks-one for the duration of 
the task, and six for resources. Note that the Days blank is currently 
selected. Had you chosen a duration of hours or minutes for this 
project, this blank would be called Hours or Minutes, respectively. To 
move between the blanks, simply press the Tab key. 

You should enter the task information now. 

Type "2" in the Days blank to give this task a duration of two 
days. Press the Tab key to move to the next blank. 

The fust Resource blank is selected. The war council consists of 
Agamemnon and his trusted advisors, Odysseus and Achilles, so these 
three men are the resources for this task .. 

Type "Agamemnon" in the first Resource blank. 
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A Short-Cut to 
Entering Information 

Press the Tab key to move to the next Resource blank 

Type "Odysseus" and press the Tab key. 

Type "Achilles" into the third Resource blank. 

Choose Hide Task Info to hide the task info window. 

Notice that the dates displayed around the tasks change as MacProject 
takes into account the new duration of this task. 

You should now enter the task information for the Measure Size of Gate 
task. Apestalence will lead the reconnasaince team, so he is the 
resource for this task. 

Select the "Measure Size of Gate" task. 

Choose Show Task Info from the Task menu. 

Give this task a duration of 1 day. Press the Tab key. 

Type "Apestalence" in the first Resource blank. 

Do not hide the task info window. 

To simplify the process of entering task information, you can press the 
Return key to move to the next task box while keeping the task info 
window open. 

Press the Return key to move to the next task. 
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Save Your Work 

The Critical Path 

MacProject selects the next task box-the one closest to the last selected 
task box (it will be probably be the Design Horse task, though it could 
be the Choose Assault Team task). You can now enter this task's 
information in the task info window. 

Note that by pressing the Return key you jump to the task box that is 
drawn in the Schedule Chart closest to the task box that was selected, 
not to the first task dependent on the previously selected task. 
MacProject will scroll the Schedule Chart automatically to bring the 
selected task into view. 

If you can't see the selected task, it may be because the task info 
window is covering it up. Position the pointer in the title bar of the task 
info window (over the words Task Info, for example) and drag the 
window to a new location on the screen. You should now be able to 
see the selected task box. 

Assign the durations and resources to the remaining tasks. 

Use the table of values shown. 

Task Name Days Resources: 
I 2 3 

Choose Assault Team 3 Odysseus 
Design Horse 1 Billius Blass ius 

Chop Trees for Wood 2 Pleiades Cretans 
Build Wheels 4 Cretans 
Build Base 4 Peleponesians 

Build Body 5 Atticans 
Add Trap Door l Achilles 

Assemble Horse 3 Cretans 

Brief Team on How to Use Trap Door 1 Achilles 

Horse Completed 0 

Men Get in Horse 1 A-Team 

Pull Horse to Gate 1 Atticans 
Sack and Plunder 3 Everyone 
Victory! 0 

Now is a good time to save your work again. 

Choose Save from the File menu. 

Examine the Schedule Chart. Some of the dependency lines and some 
of the tasks are highlighted (outlined in black). These tasks represent 
the critical path. The crititcal path shows the tasks that must be 
completed on time for the whole project to be completed on time. 
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Slack Time 

The Task 
Time line 

The critical path has nothing to do with the importance of the tasks; 
rather, it reflects the amount of time needed to carry out the tasks. 
Since many tasks are performed simultaneously, it's possible to 
complete a task and not be able to continue because the next task is 
dependent on another, as yet uncompleted task. The critical path 
highlights these dependencies by showing that any change in the time 
taken by tasks on the critical path will affect the completion date of the 
project. 

Using the scroll bars, bring the portion of the Schedule Chart 
containing the Build Wheels, Build Base, Build Body, Add Trap 
Door, and Assemble Horse tasks into view. 

Notice that the critical path runs through the tasks of building the horse 
body and adding the trap door. The horse cannot be assembled until 
these tasks are completed, no matter how quickly the wheels and base 
were built. If it takes an extra day to build the body, then the horse will 
be assembled a day late, and the whole project will be off schedule by 
one day. 

Tasks that aren't on the critical path have slack time. Slack time is a 
measure of how much extra time a task can take without delaying the 
completion of the project. For example, it takes four days to build the 
body and another day to add the trap door, for a total of five days for 
these two tasks. Building the base only takes three days, so after the 
base is built you still have to wait two days until the horse can be 
assembled. The task of building the base has a slack time of two 
days-you can take an extra two days to complete this task without 
throwing the project off schedule. 

It's possible to see how much slack time any given task has, and to 
watch the progression of each task over time. 

Choose Task Timeline from the Chart menu. 
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Changing the 
Timeline 

Here, each of the tasks is represented in bar-graph form, arranged in 
order by earliest starting date. Black diamonds are milestones. The 
grey area represents the amount of slack time any task has. Tasks all in 
white are critical tasks with no slack time. 

Notice that the timeline at the top of the chart currently uses increments 
of one week. If you want to you can change the scale of the timeline. 

Choose Timeline Scale from the Dates menu. 

Timeline Scale. Set the tjme interual for 
the Task, flesource, and Cosh Flow charts. 

0 I Minute 
0 30 Minutes 
0 I Hour 
0 I Doy 
® I Week 
0 2 Weeks 
0 I Month 
0 1 Quarter 
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The Resource 
Timeline 

You can choose any of the timeline scales shown. Changing the 
timeline scale does not affect the duration scale. Since a timeline scale 
of one week is fine, you should leave the scale as it is. 

Click OK to return to the Resource Timeline. 

You can use the Show Entire Chart command from the Layout menu to 
see the entire Task Timeline in the same way you used it to see the 
entire Schedule Chart. 

The Task Timeline allows you to visualize the progression of each 
task of the project over time. Similarly, you can see where and when 
the different resources are being used by examining the Resource 
Timeline. 

Choose Resource Timeline from the Chart menu. 

6/17 

C.o.dd Trop or 

[}rle-f T ~m on Ho~W to T r ~p Door 

The Resource Timeline shows all the resources and what tasks they are 
working on at any given time. Again, the slack time of tasks is 
presented in grey. By looking at the Resource Timeline, you can see if 
you've accidentally assigned one person to two tasks at the same time, 
and you can see when people have a little free time to help out on tasks 
that may be falling behind schedule. 

The Resource Timeline uses the same timeline scale as the Task 
Timeline, so setting the timeline scale affects both of these charts. 

If you wish, you can add annotations to the Resource Timeline and 
Task Timeline charts in the same way you added it to the Schedule 
chart. 
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Entering Costs 
and Incomes 

Entering Resource 
Costs 

It's now time to look at the finances of the project-the costs of the 
various resources (such as the wages of the soldiers) and the income 
various tasks will bring in (looting, for instance, is often quite 
profitable). 

You should first enter the costs of the different resources into the 
Resource Cost Entry Table. 

Choose Resource Cost Entry from the Chart menu. 

The Resource Cost Entry Table lists all the resources used by the 
project, along with the cost per day of using that resource. These are 
costs, such as wages or rent, that a resource uses on a per-day basis. 
For example, a worker may receive $80 a day, or it may cost $25 a day 
to rent equipment. The project currently uses 11 resources, but 
MacProject can handle up to 50 different resources. 

You can specify a single or multiple accrual method. Single accrual 
means that a resource's cost is figured into the project cost once for 
each day it is used. Multiple accrual means that the resource's cost is 
figured in for each task that uses that resource on a given day. For 
example, if a soldier has two tasks to perform on a given day, and he 
receives $10/day, he would get $10 for that day using single accrual 
(his cost is only figured once for each day he works) but he would get 
$20 for that day using multiple accrual ($10 each for the two tasks). 

To get an insertion point in the Cost/Day blank simply position the 
pointer over the blank and click. Click on an Accrual Method field to 
toggle it between multiple and single accrual. 

Enter in the resource costs for Project Trojan Horse. 

Use the values shown. 
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Entering Task Costs 
and Incomes 

Resource Name Cost/Day Accrual Method 

Agamemnon 100.00 Multiple 

Odysseus 75.00 Multiple 

Achilles 62.50 Multiple 

Apestalence 37.25 Multiple 

Billius Blassius 225.00 Single 

Pleiades 37.25 Single 

Cretans 32.95 Single 

Peleponesians 35.00 Single 

Atticans 33.50 Single 

A-Team 45.00 Single 

Everyone 100.00 Single 

You should now enter the fixed costs of the various tasks, as well as 
the fixed incomes that those tasks will bring in. You do this in the Task 
Cost Entry Table. 

Choose Task Cost Entry from the Chart menu. 

The Task Cost Entry Table contains fixed task costs and incomes. As 
in the Resource Cost Entry Chart, just click in a blank to get an 
insertion point there. You can then enter the desired values. 

Some of the tasks have fixed costs (tools will be needed to build the 
horse, and there should be refreshments at the War Council Meeting) 
and income will be generated by some of the tasks (you can sell any 
extra wood you chop, and looting Troy will be profitable also). You 
should enter these values now. 

Enter the various task costs and incomes using the values 
given in the table shown on the next page. 
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Showing Dates 

Task Name Fixed Cost Fixed Income 
Start 0 0 
War Council Meetinl! 1200 0 
Measure Size of Gate 0 0 
Choose Assault Team 0 0 
Desil!fl Horse 0 0 
Choo Trees for Wood 50 425 
Build Wheels 25 0 
Build Base 25 0 
Build Bodv 25 0 
Add Trao Door 10 0 
Assemble Horse 0 0 
Brief Team on How to Use Trao Door 0 0 
Horse Comoleted 0 0 
Men Get in Horse 0 0 
Pull Horse to Gate 0 0 
Sack and Plunder 0 7550 
Victorv! 0 0 

You should now return to the Schedule Chart. 

Choose Schedule Chart from the Chart menu. 

Notice the dates in the upper left comers of the task boxes. These dates 
are the Earliest Start dates for each of the tasks. It would also be nice to 
see what the Latest Finish date for each task is (the date by which the 
task must be completed for the project to be on schedule), as well as 
who is in charge of each of the tasks. 

Choose Show Dates from the Dates menu. 

0 Duration 
0 Resource 0 Resource 
®Earli es t St art 0 Eorliest Fin ish 

B 
0 lotest Stort 
0 Filled Cost 
0 Resource 

0 Lot es t Finish 
0 Filled I nco me 
0 Resource 
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You can display up to four dates, one in each comer of the task box. 
You can also display some of the resources used by the task. Click on 
an item's circle to display that item, or click on an already selected circle 
to stop displaying that item. 

In addition to the Earliest Start date, click to have the Latest 
Finish date displayed in the lower right corner, and click to 
display a Resource in the upper right corner. 

Click OK to return to the Schedule Chart. 

You can now see the Earliest Start and Latest Finish date for each task, 
as well as the ftrst assigned resource for each task. 

If you look closely at the Earliest Start and Latest Finish dates, you'll 
see that many tasks won't even start until after their latest finish 
deadline has passed. This won't do at all, since it means the project 
won't be completed on time. 

Fortunately, there is a solution to the problem (besides moving the 
starting date back or the finish date forward), and that is to adjust the 
calendar that MacProject uses to calculate dates. 

Normally, MacProject assumes regular working conditions-an 
eight-hour day, with weekends and holidays off. Since the workers are 
Greek soldiers, it's highly unlikely they'll work less than 12 hours a 
day, or that they'll get weekends off. 

Choose Calendar ... from the Dates menu. 
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The clock on the left represents the working day. It is divided into 
one-hour sections. The hours in white are the hours during which 
work is performed; it's currently set for 9 AM to 5 PM. The calendar to 
the right represents days that are working days (those in white) and 
days that aren't (those in black). 

Notice also the Calendar Range above the calendar. This is the range 
that the dates of your project can fall under. If you want your project to 
have dates outside this range (such as dates in the year 1990), you'll 
have to adjust the Calendar Range. 

Adjusting the calendar is easy. Simply click anywhere on the clock to 
change an hour from working to nonworking (or vice versa), or click 
on a day to change it from working to nonworking (or vice versa). 

By clicking on one of the years shown, or on the name of the month, 
you will be presented with up and down arrows. By clicking on the 
arrows, you can change the month or the year. 

You should adjust the calendar now so that the project can be completed 
on schedule. 

Click on the black section of the clock between 6 AM and 6 PM 
to give the soldiers a 12-hour work day. 

Click OK to return to the Schedule Chart. 

Use the scroll bars so the portion of the Schedule Chart 
containing the Victory milestone is visible. 

As you can see, the numbers are almost perfect now, but you're still 
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What If's in 
Mac Project 

one day behind schedule. 

Choose Calendar ... from the Dates menu. 

Click on the year 1984. Use the arrows to change the year to 
1985. 

Click on the month January. Use the arrows to change the 
month to May. 

Notice that the 27th of May is a holiday. Since the Greeks didn't 
celebrate Memorial Day, you can change this to a working day. 

Click on the 27th of May to change it to a working day. 

You should probably make the crew work on weekends also, but since 
this last change will put the project on schedule, it's not necessary. 

Click OK to return to the Schedule Chart. 

One of the main features of MacProject is its ability to instantly calculate 
the effects of delays or changes in the durations of the tasks upon the 
project as a whole. For example, it's rumored that Achilles isn't feeling 
well ever since he was shot in the heel. Assuming that he will need to 
rest for an extra three days before briefmg the team on how to use the 
trap door, what effect will this have on the completion of the project? 
Do you want to assign anyone else to the task, in case Achilles doesn't 
recover in time? 

Select the "Brief Team on How to Use Trap Door" task. 

Open the task info window. 

Change the duration of the task to four days. 

Hide the task info window. 

Notice that the critical path has now changed. The delay has made the 
briefing more critical to project completion than the assembly of the 
Horse. Notice also that you have pushed the earliest fmishing time past 
the project deadline. Given this information, you might want to see that 
someone else is given this task instead of Achilles, or you may even 
want to make the troops work weekends. 

Make sure the "Brief Team on How to Use Trap Door" task is 
still selected. 

Open the task info window. 
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Save Your Work 

The Project Table 

Printing 

Set the duration of this task back to one day. 

You should save your work one last time. 

Choose Save from the File menu. 

Now that you've finished entering the information for Project Trojan 
Horse, you'll want to see all this information at once. The Project 
Table shows all the information MacProject has for each of the tasks, 
including start and fmish dates, the task durations, costs and incomes, 
and the resources used by each task. 

Choose Project Table from the Chart menu. 

The entire project is summarized here for you. The Project Table is like 
a combination of all the other charts, giving you pertinent information 
for each task. Critical tasks are shown in bold type, just as in the 
Schedule Chart. This chart is not as visually effective as the Schedule 
Chart, Resource Timeline, or Task Timeline, but it does contain all of 
the information associated with the project. · 

Return to the Schedule Chart by choosing Schedule Chart 
from the Chart menu. 

You can print a copy of any of the charts MacProject uses. Simply 
choose the chart you wish to print from the Chart menu, then choose 
Print ... from the File menu. You should print the Schedule Chart you 
created so you can hand it in to your History professor. 
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Review 

What to Turn In 

-

Choose Print ... from the File menu. 

Click OK to print the Schedule Chart. 

You now have a copy of your Schedule Chart. Your A+ in History is 
assured. 

Choose Quit from the File menu. 

You're back at the Macintosh desktop. 

In this module, you've learned: 

• How to draw task boxes by positioning the pointer and dragging 

• How to create milestones using the Change to Milestone command 

• How to add dependency lines by dragging from one task box to 
another 

• How to enter a task's duration and assign resources to a task by 
selecting the task and pressing the Tab key 

• How to set Earliest Start and Latest Finish dates for any task by 
selecting the task and choosing the appropriate command from the 
Dates menu 

• How to set the calendar to match your work schedule 

• What the critical path is 

• Why tasks not on the critical path have slack time-they can be 
completed late yet still not delay the completion of the project 

• How MacProject uses different charts to display information-from 
resource and task timelines to cost and income tables to the visually 
oriented Schedule Chart 

• How MacProject helps you anticipate the effects that delays in 
task completion will have on the project as a whole 

Tum in a copy of the Schedule Chart you created. 
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Tofu Pavilion 

Description 

Tofu Pavilion Preparation 

"Tofu Pavilion" plans out the project of preparing the Tofu Pavilion for 
Tofu Fest 50, a week long celebration of the spirit of soybean products 
and their role in university living. Note that the critical path has two 
branches. Tasks along both branches must be kept on schedule to keep 
the project on schedule. The project manager for this project would 
want to pay particular attention to making sure people knew what they 
where supposed to be doing and when. The project manager would 
want to make sure people don't have to perform tasks on separate 
branches of the critical path at the same time. Since there are two 
branches to the critical path, it might be wise to add more resources to 
the project, allowing some of the critical tasks to be completed in less 
time. This way there would be fewer critical tasks to worry about. 
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Description 

-
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"Magazine Project" would be used by a student organization that 
wanted to produce a magazine or newsletter. The Task Timeline is 
shown here. There are two major branches to the project: the editorial 
(upper) branch, which is concerned with writing and developing stories 
and artwork, as well as the production process; and the business 
(lower) branch, which is concerned with financing the project-getting 
advertisers, collecting overdue bills, and applying for funding from the 
student government. 

MacProject's ability to track finances is particularly useful here. Since 
you can calculate exactly how much the magazine will cost to produce 
and how much you will receive from advertisers, you can determine 
how much money to ask for from the student government-and you'll 
have figures to back it all up. The project was created using the same 
techniques that "Project Trojan Horse" used, except that the necessary 
income from the student government was calculated by examining the 
deficit between the production costs and advertising income. 
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Exercises 1. What does it mean for a task to lie on the critical path? What does it 
mean for a task to have slack time? 

2. Give examples of projects that would use the following duration 
scales: 

a) Minute 
b) Hour 
c) Day 
d) Week 
e) Month 

3. You've just finished drawing all the task boxes for a project. What 
steps do you need to take in order to set the project's Latest Finish date 
to be July 4, 1987? 

4. Sometimes it will not be possible to complete a project on time nor 
will it be possible to adjust the calendar or the project's start and finish 
dates. When this happens, you have to resort to other methods of 
putting the project on schedule. What methods can you think of that 
will shorten the amount of time it takes to complete a project without 
adjusting the project's start and finish dates or the calendar? Which of 
these methods will work on Project Trojan Horse? Which on the 
Magazine Timeline? 

5. Imagine that you're in charge of organizing a dorm or club 
weekend ski trip. What are the different tasks that need to be done to 
insure a successful trip? How long do you think each of these tasks 
will take? Using MacProject, plan out the steps necessary for this trip. 
Make sure to account for signups, transportation, equipment, 
accommodations, and food. Remember to enter the costs of the 
different tasks (food, gas, etc.) into the Task Cost Entry table. 

6. Draw Schedule Charts showing: 

a) The tasks you go through preparing for a big date 
with that special someone. 

b) The tasks you go through when writing a 
comprehensive research paper. 

How linear were your Schedule Charts? What do these projects 
have in common that make them linear in nature? Do you think 
MacProject is useful for these projects? Why or why not? 
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Approaching 
Macintosh Plus 

More Memory 

Double-Sided 
Disks 

Apple has introduced an enhanced version of the Macintosh called the 
Macintosh Plus. If the Macintosh you're using is either a Macintosh 
Plus or a Macintosh that has been upgraded to work like a Macintosh 
Plus, you'll need to know how these enhancements change the way 
you'll work with your Macintosh. 

While the Macintosh Plus looks much like a standard Macintosh, there 
are some important differences in the way it works. 

The Macintosh Plus comes standard with one megabyte (1024K) of 
system memory which can be upgraded to 4 megabytes. Because of the 
extra memory, you'll be able to create larger documents. Also, certain 
applications that take advantage of the extra memory may run faster. 

The Macintosh Plus can use double-sided disks which store 800K 
of information, twice the storage capacity of the original single-sided 
Macintosh disks. The Macintosh Plus disk drives that use the 
double-sided disks (both the built-in disk drive and the 800K External 
Drive) can also read and write on single-sided disks. This means that 
disks that you've used with other Macintoshes should work with the 
Macintosh Plus. 

n 
n 

-
r 

Because the 800K Macintosh Plus disk drives store information on both 
sides of a double sided disk, single-sided disk drives in other 
Macintoshes cannot read the double-sided disks that you've created 
with the Macintosh Plus. If you insert a double-sided disk created with r 
the Macintosh Plus into a single-sided disk drive, you'll be asked if you 
want tore-initialize the disk as a single-sided disk. Doing so will erase 
all of the information on the disk. 

400K 800K -
Disk Drive Disk Drive 

Single-Sided Disk yes yes 
Initialized one-sided -

Single-Sided Disk no no 
Initialized two-sided 

Single-Sided Disks are 
certified on one side only. -

Double-Sided Disk yes yes 
Initialized one-sided 

You can store only 400K on 
disks initialized this way. -

Double-Sided Disk no yes 
Initialized two-sided 
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Hierarchical File 
System (HFS) 

However, you can initialize double-sided disks so that information is 
stored on only one side of the disk. This, in effect, makes an 800K 
disk function as a 400K disk. 

The Approaching Macintosh Documents Disk is a single-sided disk. 
This means that you'll be able to use the disk with any Macintosh or 
Macintosh Plus. 

Newer Macintoshes, including the Macintosh Plus, organize files and 
folders on the Macintosh desktop more efficiently using the new 
Hierarchical File System, or HFS. With the new HFS, when you open 
a document from within an application (for example, when you choose 
Open from the File menu in Mac Write), you'll see a noticeable 
difference in the way the standard dialog boxes look and work. 

Open 

-
Double-clicking on 
the folder icon lets 
you view its conten 

Double-clicking on 
the document icon 
opens the docume 

IS. 

-
nl. 

This indicates that the Word Processing 
folder is inside the Approaching 
Macintosh folder which is on My Disk. 

I 

I 
16! Word Processing 

..... : . • ' •rnim!JI!ftiJ; 

D Adl (g) My Disk It 

~ D EHerci ses 
D Galleries 

~ D I ntro MacWrite 

Choosing a folder from 
the menu returns you to 
that folder. 

' (gj My Disk 

( E je < t 

( Driue 

l 
l 

D I ntro Word ······~-····· ······· ······ ······ ······ ···· 

This window displays the contents 
of the disk or folder listed at the top. 

lo 
( 

( 

Open l 
Cancel l 

A small icon appears just to the left of each item in the list. This icon 
indicates whether the item is a document, application, or folder. If the 
item is a folder, you can double-click to open that folder and view a list 
of its contents. If its contents includes another folder, double-clicking 
on that folder will list its contents, and so on. 

In each case, the icon and name of the current folder or disk appears as 
a menu above the listing. By choosing the appropriate disk or folder 
from this menu, you'll return to that disk or folder. 
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The Zoom Box 

Similarly, when you choose Save or Save As from the File menu, a 
new Save dialog box appears. 

Save 

king on Double-clic 
!he folder icc 
!he folder. 

n opens 

ns indicate 
slored In 

Dimmed icc 
documents 
!he Word P 
folder. 

recessing 

This indicates !hall he Word Processing 
folder is inside !he Approaching 
Macintosh folder which is on My Disk. 

I 

C'il Word Processing 

r_:, n<1 I I I I. I 

D fl <l (g) My Disk "t 

CJ Euerclses 
D Galleries 
D I n1 ro Word 

Soue Current Document Rs 

II 

( soue ) ( Concel ) 

I 

Choosing a fo lder from !he 
menu returns you lo !hal 
folder. 

I 

I I ..._ 
I 

!iJ!!i 

0 
(g) My Disk 

( Eject I 
( Driue ) 

® Entire Document O Teut Only 

One convenient new feature of the Macintosh Plus is the zoom box. 
The zoom box is a small box found on the right side of the title bar of 
some windows. Clicking the zoom box expands a window to its 
maximum size so that you can view its contents more easily. Clicking 
the zoom box with the window expanded returns the window to its 
original size. 
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Glossary 

MacPaint Mac'w'rite 

Backspace 

~ OK n 

( Cancel J 

absolute reference 
In a spreadsheet, a reference which always refers to the same cell or 
group of cells, even if you copy the formula containing the reference. 
For example, R12C3. 

active window 
The frontmost window on the desktop. The title bar of an active 
window is highlighted with horizontal lines. 

Apple menu 
The menu found under the tl symbol at the far left of the menu bar. 
The Apple menu contains desk accessories such as the Note Pad and the 
Scrapbook. 

application program 
A tool used to manipulate information. MacPaint and Mac Write, for 
example, are application programs for the Macintosh. 

argument 
Information needed by a function or an instruction to produce a result. 

Backspace key 
A key at the upper right-hand comer of the Macintosh keyboard that 
moves the insertion point one space to the left, removing the last 
character typed. The Backspace key also removes the current selection. 

button 
Clicking a button (usually found in a dialog box) designates, confirms, 
or cancels an action. 

Cancel button 
A button which, when clicked, cancels the command that brought up 
the dialog box. 

cell 
The basic unit of a spreadsheet in which you store numbers, labels, and 
formulas. A cell is the intersection of a row and a column. 

choose 
To pick a command from a pull-down menu. To choose a command, 
press the mouse button in the menu title, drag the mouse until the 
appropriate command is highlighted, and release the mouse button. 

click 
To quickly press and release the mouse button without moving the 
mouse. 

Permission for use of this Glossary is granted by Apple Computer, Inc. 
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Soue changes before closing? 

Yes 

No Con eel 

Clipboard 
A temporary holding place for the most recently cut or copied selection. 
The Clipboard can be used to transfer text, graphics, or other 
information between documents. 

close 
To remove a window from the desktop. To close a window, choose 
the Close command from the File menu, or click in the window's close 
box at the upper left comer of the title bar. 

close box 
The small white box on the left side in the title bar of an active window. 
Clicking in this box closes the window. 

command 
An action for the Macintosh to perform. Commands are usually found 
in the menus. 

Command key 
A special key found just to the left of the spacebar on the keyboard. 
When held down while another key is pressed, the Command key may 
have the same effect as choosing a command from a menu. 

cut 
To remove a selection using the Cut command from the Edit menu. The 
cut selection is stored temporarily on the Clipboard. 

data base 
An organized collection of related information (data). 

datafile 
The name given to a Microsoft File document It consists of a 
collection of records organized into a data base. 

desk accessories 
Small applications that can be opened from the Apple menu, at any 
time-even while you're using another application. The Calculator, 
Scrapbook, and Note Pad are examples of desk accessories. 

desktop 
The area of the Macintosh screen where you do your work. The 
desktop includes the menu bar and grey area below it. 

dialog box 
A box which appears with a message to request more information from 
the user. The message can be a warning or error message. 

dimmed icon 
An icon representing a disk that has been ejected, or a document, 
folder, or application on a disk that has been ejected. 
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disk 
The magnetic medium on which the Macintosh stores information. 

disk drive 
The disk drive (either internal-part of the Macintosh, or external
connected to the Macintosh) retrieves information from the disk and 
stores information on it. 

document 
What you create using a Macintosh application. Macintosh remembers 
the application you used to create your document, and opens the 
application automatically when you open your document. 

double-click 
A mouse technique used to perform a shortcut. To double-click, 
position the pointer on the desired item (for example, an icon) and click 
the mouse button twice in rapid succession without moving the mouse. 

drag 
To position the pointer on an item, press and hold the mouse button and 
move the mouse to a new location. Releasing the mouse button either 
confirms a selection or moves the item to a new location. 

Enter key 
A special key, found just to the right of the spacebar on the keyboard, 
that confirms or terminates an entry or a command. 

field 
In a data base, where one specific piece of information in a record is 
stored. A field can usually only hold one specific type of information 
(for example, text, number, and boolean). 

file 
A collection of information stored on a disk, usually a document. 

Finder 
An application used to manage disks, douments, folders, and 
applications on the Macintosh desktop. 

folder 
A holder for documents and applications on the desktop. You use 
folders to organize and group your documents and applications. 

font 
A collection of typographical symbols, such as letters, numbers, and 
punctuation marks that are visually related. An example of a Macintosh 
font is Geneva. 
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handles 
Small black boxes that surround a selection, allowing you to resize or 
reshape it 

highlight 
To make something stand out against its background. An item is 
usually highlighted to indicate that it has been selected or chosen. 

I-bar 
A special type of pointer used in entering and editing text 

icon 
A small picture of an item on the Macintosh desktop, like a disk, a 
folder, and so on. 

information window 
A window that appears when you choose the Get Info command from 
the File menu. The information window contains such information as 
the size, type, and date of the currently selected disk, application, 
document, or folder. 

initialize 
To prepare a disk to receive information. All disks must be initialized 
before they can be used. 

insertion point 
The point in a document where something will be added. The insertion 
point is usually marked by a flashing vertical bar. 

lock 
Locking a disk prevents that disk from being altered. Locking a 
document prevents it from being discarded. To lock a disk, set the 
write protect tab at the upper right comer of the disk. 

memory 
The part of the Macintosh that stores information while you work with 
it. When you turn your Macintosh off, everything stored in memory is 
lost. Saving transfers a copy of the information in memory onto your 
disk for safe-keeping. 

menu 
A list of commands that appears when you press the mouse button 
while over the menu title in the menu bar. Dragging through the menu 
highlights each command in order. Releasing the mouse button while a 
command is highlighted chooses that command. 

menu bar 
The list of menu titles that runs across the top of the Macintosh desktop. 
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mouse 
A small device that you move to control the pointer on the Macintosh 
screen. When you move the mouse, the pointer moves correspondingly 
on the screen. 

mouse button 
The button on the top of the mouse. In general, pressing the mouse 
button initiates some action on whatever is under the pointer, and 
releasing the button confirms the action. 

Note Pad 
A desk accessory that allows you to enter and edit small amounts of text 
while working on another document. Use the Note Pad to store phone 
numbers, messages, and other information that might otherwise get lost 
when you're working with your Macintosh. 

open 
Opening a document, application, folder, or disk creates a window 
from its icon. 

Option key 
A key used like the Shift key to give an alternate meaning to another 
key. You can use the Option key to type foreign characters or special 
symbols. 

paste 
To reposition the contents of the Clipboard-whatever was last cut or 
copied. 

pixel 
Stands for picture element, the dots that make up the images on the 
Macintosh screen. 

platypus 
A small, four-legged mammal not usually found in large cities. 

pointer 
A small shape on the screen that follows the movement of the mouse. 
Most often an arrow that points up and to the left (towards Alaska, for 
those in the continental United States. Note that if you live in Alaska, 
the mouse points somewhere else-we're not quite sure where, but 
most probably still up and to the left). 

press 
To position the pointer and then hold down the mouse button without 
moving the mouse. 

record 
One entry in a data base. A record is made up of fields that store the 
specific pieces of information. 
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relative reference 
In a spreadsheet, a reference to a cell's position in relation to another 
cell. For example, RC[-6] means "the cell that is six columns to the left 
of this cell and in the same row." A relative reference will indicate a 
different cell each time the reference is moved. 

report 
A presentation of data base information in the form of a table. A report 
allows you to perform mathematical calculations on the information. 

Return key 
A key that moves the insertion point to the beginning of the next line. 
It's also, in some cases, used to confirm a command. 

save 
To store information on a disk. Saving transfers a copy of information 
in memory to the disk. 

Scrapbook 
A desk accessory in which you save frequently used pictures or text 

scroll 
To move the contents of a window so that a different part of it is 
visible. 

scroll arrow 
An arrow on either end of a scroll bar. Clicking a scroll arrow moves 
the document or directory one line in the direction of the arrow. 
Pressing a scroll arrow scrolls the document continuously. 

scroll bar 
A rectangular bar that appears along the right or bottom edge of a 
window. Clicking in the grey area of the scroll bar moves the contents 
of the window a screenful at a time. 

scroll box 
A small, white box found in a scroll bar that indicates the position of the 
window's contents relative to the entire document. For instance, if the 
scroll box appears at the top of the scroll bar, the current window 
displays the first part of the document Dragging the scroll box to a 
position on the scroll bar moves you to that position in the document. 

select 
To indicate where the next action will take place. Usually, selected 
items are highlighted to set them apart. 

selection 
The information or items affected by the next command. The selection 
is usually highlighted to make it stand out from its surroundings. 
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shift-click 
To extend a selection by holding down the Shift key while you click or 
drag to select additional items. 

Shift key 
A key that, when pressed, causes a typed letter to appear in uppercase. 
Also causes the upper symbol to be typed when used with a number or 
symbol key. 

size box 
A box on the bottom right of some active windows that lets you resize a 
window. 

software 
Programs or instructions for the Macintosh to carry out. 

split bar 
In some Macintosh applications, a small box that can be used to divide a 
window into two or more panes. By dividing a window into panes, 
you can view more than one part of a document at the same time. 

startup disk 
A disk with the system flies necessary to start the Macintosh when it's 
first switched on. Usually startup disks have a system folder with the 
System and Finder files on it. 

style 
A stylistic variation of a font, such as boldface, underline, or italic. 

Tab key 
A key that, when pressed, moves the insertion point to the next tab 
marker. In a dialog box, the Tab key usually moves the insertion point 
to the next rectangle to enter information. 

title bar 
The horizontal bar at the top of a window that displays the name of 
what's inside the window. Dragging the title bar lets you move the 
window on the desktop. 

tofu 
A food made from soybeans. 

window 
An area of the desktop that displays information. You view documents 
through windows that you open on the desktop. Windows can also be 
moved, overlapped, resized, scrolled, and closed. 
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clip 6-62 
Clipboard 2-17, 2-37; 3-25:27,3-40:42, 3-72; 

4-52, 4-55; 5-28; 8-6 
Close 1-10, 1-26; 8-6 

box 1-15; 3-8, 3-73; 8-6 
column 4-8:10,4-46,4-65:66 

chart 5-15 
header 4-9 
number of 3-120 

combination chart 5-15 
command 8-6 

key 1-4, 1-10; 8-6 
completion test 4-60:61, 4-71 
computed number fields 6-55 
conditional instructions 3-117 
Copy 2-17; 3-24,3-31,3-38,3-40:42,3-72, 

3-89; 4-8,4-21:22,4-41,4-51,4-53:54,4-71 

copying 1-23; 3-75 
between documents 3-38, 3-53 
rulers 3-26 
data 5-27 

creating: 
form 6-33, 6-60 
new document 1-17 

critical path 7-28:29, 7-39 
current selection 4-9, 4-11 
Cut 2-37; 3-25, 3-31, 3-41; 8-6 

D 
data base 8-6 
DATA instruction 3-114 
data: 

points 5-11 
records 3-112,3-113 
series 5-10,5-11 
window 5-10 

dataftle 6-9; 8-6 
window 6-9, 6-60 

date series 5-11 
deadlines 7-23 
decimal tabs 3-45, 3-69 
Defme Name 4-36:37, 4-49, 4-50 
dependency line 7-10, 7-15:16, 7-39 
dependent 7-10 
deselect 3-13 
desk accessories 1-15, 1-16; 8-6 
desktop 1-5, 1-26; 8-6 
dialog box 1-18; 8-6 
dimmed icon 8-6 
disk 1-6, 1-1 7; 8-7 

double sided 8-2 
drive 1-3, 1-17, 1-19, 1-21:23, 1-25; 
8-7 

division 3-83, 3-85:87, 3-89 
Division Layout 3-85, 3-89, 3-120 
documents 1-16, 1-20:23, 1-26; 8-7 
dollar format 4-16 
double-click 1-7, 1-26; 3-13; 4-46; 8-7 
drag 8-7 
dragging 1-14; 2-9, 2-37; 4-13:14,4-31:32, 

4-41,4-59 
drawing window 2-9, 2-37 
duration 7-23, 7-39 
duplicate 1-8; 2-6, 2-11:12, 2-14, 2-37 

E 
Edit menu 2-10,2-20 

Cut 2-37; 3-25, 3-31, 3-41; 8-6 
Copy 2-17; 3-24,3-31,3-38,3-40:42, 
3-72, 3-89; 4-8,4-21:22,4-41,4-51, 
4-53:54, 4-71; 8-6 
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Paste 2-18, 2-37; 3-23:24, 3-72; 8-9 
editing: 

information 6-58 
text 3-12 

eject 1-22, 1-26 
Empty Trash 1-25 
Enter key 4-11 :13,4-28:30, 4-41; 5-13; 8-7 
entering data 5-13, 5-37; 6-56 
equal sign 4-18 
Eraser 2-9 
erasing 2-37 

F 
FatBits 2-22, 2-37 
field 3-98:99, 3-112; 6-9; 8-7 
me 8-7 
File menu 1-26 
Fill: 

Down 4-66:68 
Right 4-64 

Find 3-47:48; 6-13:16, 6-28 
operators 6-14 

Finder 1-19; 8-7 
Flip Horizontal 2-19 
folder 1-20:21; 8-7 
font 3-15:16; 8-7 

menu 2-33 
Fontsize menu 2-8, 2-33 
footer 3-50,3-51, 3-53 
footnote 3-72, 3-77:80 

Reference Mark 3-78 
window 3-78:80 

formatting: 
charts 5-24, 5-37 
fields 6-54:55 
forms 6-39:52 
labels 6-52:54 
text 3-16:24, 3-69:71 

formula 4-8,4-17:18,4-20:25,4-41,4-71 
bar 4-9:11 

functions 4-22:23 

G 
Grabber 2-22, 2-26, 2-37 
Grand summary 6-24:26 
general format 4-15 
glossary 3-72:73, 3-82, 3-89; 8-5:11 

window 3-72, 3-73 

H 
handles 3-42:43, 3-53; 5-22; 8-8 
header 3-50, 3-52 

record 3-112:113,3-117 

hide: 
area 6-33, 6-38, 6-41 
line 6-41 
Rulers 3-23 

hiding: 
fields 6-38:41 
records 6-16 

hierarchical flle system (HFS) 8-3 
highlight 8-8 
highlighted 1-8; 4-9, 4-49, 4-65 

I 
1-bar 1-18; 2-33; 3-11, 3-43; 5-14; 7-13, 7-15; 

8-8 
icon 1-5; 4-8:10; 8-8 
IF ... ELSE ... ENDIF instruction 3-106: 108 
indentation marker 3-19 
information window 8-8 
initialize 1-21 :22; 8-8 
inserting: 

graphics 3-41:42 
ruler 3-18 

insertion point 2-33; 3-8,3-10:11, 3-41; 
4-23:24, 4-31; 7-11, 7-13, 7-22; 8-8 

instruction 3-99 
iteration 4-59:62, 4-71 

JKL 
keyboard 1-3 
label 4-9,4-12, 4-19:20; 6-18, 6-33, 6-52:54, 

6-60 
lasso 2-6, 2-13:14, 2-37 
leader character 3-119 
legend 5-17 
line: 

chart 5-15,5-40:41 
spacing 3-21, 3-70 

linear regression 5-21 
linking spreadsheets 4-51:55,4-71 
list helper 6-39:40 
lock 8-8 

M 
Macintosh Plus 8-2:4 
MacPaint 3-41; 7-19 
MacWrite 5-14; 6-58; 7-22 
main document 3-99 
margin marker 3-18: 19 
memory 1-17, 1-19, 1-20; 8-2, 8-8 
menu 1-9, 1-26; 8-8 

bar 1-5, 1-9; 2-8; 8-8 
merge document 3-99, 3-112 
milestone 7-15, 7-39 
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....... 
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mouse 1-3, 1-6:8, 1-26; 4-10:14, 4-32:33; 8-9 
button 8-9 

movmg: 
a cell 4-12 
a task box 7-17 
a window 1-14 
fields 6-21 
multiple fields 6-23 
text 3-24:26 

multiple sort 6-12 

N 
name 4-35:37,4-46:50,4-65:66,4-71 
new: 

field 6-33 
record 6-33 
Series window 5-11 

not shown area 6-21 
not sorted area 6-21 
Note Pad 1-15; 8-9 
Number series 5-11 

OP 
Open 1-9:10, 1-16, 1-26; 3-110:112; 8-9 
Option key 1-4; 2-12, 2-14; 8-9 
page: 

break 3-52:53, 3-63, 3-109 
glossary entry 3-82 
number 3-50, 3-51, 3-82 
page-number icon 3-51 
Setup 5-36; 7-18 

paint can 2-6, 2-24, 2-37 
paintbrush 2-10, 2-21, 2-37 
Paste 2-18, 2-37; 3-23:24, 3-72; 8-9 
Pattern palette 2-9, 2-10 
patterns 2-6, 2-9, 2-37; 5-33, 5-34, 5-37 
pencil 2-6, 2-23, 2-37 
percent format 4-19 
pixel 8-9 
platypus 3-39; 8-9 
plot area 5-31 
plotting a series 5-14, 5-37 
plotting order 5-30 
pointer 1-6:7; 3-10:11, 3-42:3-43, 3-46, 3-53, 

3-64:66; 4-11,4-13:14,4-47,4-59, 4-63:64; 
7-11, 7-15; 8-9 

Porsche 944 4-38 
press 8-8 
pressing 1-7 
Preview Reports 6-27 
Print 2-36:37; 3-30:31, 3-86:88; 4-40:41, 

4-70:4-71 
print merge 3-92, 3-115 
prompt 3-103,3-115 

QR 
Quit 1-26; 3-88; 4-40,4-70 
range 4-3:32, 4-36 
record 6-9; 8-9 
Redo 3-12 
reference (spreadsheets) 4-18,4-20:22, 

4-3:32, 4-35, 4-48, 4-55:57, 4-63 
region 4-27:34, 4-41, 4-48:49, 4-58:59, 

4-64, 4-67:69 
regular tabs 3-45, 3-46 
relative reference 4-21, 4-55:57; 8-10 
replacing 3-16 
report 8-10 
repositioning graphics 3-43 
resize 7-14 

fields 6-44:46 
pictures 3-42 

Resource: 
Cost Entry Table 7-32 
Timeline 7-31 

Return key 1-3; 3-9; 4-12; 7-27, 7-28; 8-10 
row 4-8:9,4-41,4-48:50,4-71 

header 4-8, 4-49,4-50 
rubber band 2-19,2-37 
ruler 3-8,3-16:17,3-40, 3-44:45,3-51 
running head 3-80:87 

s 
Save 1-17:18; 2-16,2-24, 2-37; 3-24,3-71, 

3-75, 3-88; 4-27, 4-32, 4-40:41, 4-52, 
4-70; 6-17; 7-22; 8-10 

Save As 4-27 
scale 6-62 
scatter chart 5-15,5-20,5-40:41 
schedule chart 7-10, 7-18, 7-19, 7-22, 7-39 
Scrapbook 2-17:19, 2-37; 8-10 

file 2-17 
screen 1-21 
scroll 8-10 

arrow 1-12: 13; 4-33; 8-10 
bar 1-12; 2-18; 3-8, 3-17:18; 4-23, 
4-37, 4-53; 8-10 
box 2-18; 4-31; 8-10 

Search menu 3-47:48 
select 8-10 

task box 7-13,7-17 
selecting 1-8:9; 3-63:65, 3-89; 4-11, 

4-27:28, 4-33,4-52, 4-64:65; 7-13, 7-17 
text 3-12:15, 3-30 

selection 8-10 
bar 3-64:66, 3-75:76, 3-83, 3-89 
Rectangle 2-6, 2-11:13, 2-20, 2-37 

Sequence series 5-11 
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Set: 
Chart Size 7-18 
Earliest Start 7-25, 7-39 
SET instruction 3-102:104 
Latest Finish 7-23 

setting: 
Calendar 7-35 
dates 7-23 

shape tools 2-10,2-37 
shift-click 1-8, 1-26; 3-14; 7-17; 8-11 
Shift key 1-8; 2-14, 2-16, 2-21,2-29, 2-31, 

2-37; 7-17; 8-11 
-Return 4-12 
-Tab 4-12 

Show: 
Clipboard 3-26 
Dates 7-34 
Entire Chart 7-19 
Page 2-26:28, 2-37 

size box 1-12; 3-8; 8-11 
sizing fields 6-34:35 
slack time 7-29 
software 8-11 
Sort 6-9:12, 6-20:23, 6-28 

area 6-21 
space: 

after 3-70, 3-74, 3-87 
before 3-70, 3-87 

split: 
bar 3-80, 3-81, 3-88; 8-11 
windows 3-80 

spreadsheet 4-6, 4-8:10,4-12:14 
standard glossary 3-88 
startup disk 1-4:5; 8-11 
summary: 

fields 6-24, 6-28 
report 6-27 

style 8-11 
Style menu 2-33 
system disk 1-5 

T 
tab 3-29,3-67:69,3-71,3-74,3-82,3-89 

key 3-29; 4-12; 7-26:27, 7-39; 8-11 
marker 3-29,3-46 
well 3-46 

task 7-10:16,7-39 
box 7-10:16, 7-27, 7-28, 7-39 
Cost Entry 7-33 

text 2-6, 2-33:34, 2-37; 3-10, 3-12:13, 
3-22:25, 3-30:31; 4-11; 5-37; 7-13, 7-22 
alignment 3-21 
series 5-11 

time 7-28, 7-29 

title bar 1-14, 1-19; 3-8; 2-17; 3-112; 4-10; 
8-11 

tofu 8-11 
Tool palette 2-9 
tools 2-6, 2-9 
trash 1-23:26 
trend analysis 5-21 

uv 
Undo 2-10, 2-24, 2-37; 3-11:12, 3-50 
value 5-11 
View 6-61 

w 
What If? 4-6, 4-25:26, 4-38:39, 4-41, 4-69, 

4-70; 7-37 
wild cards 6-15 
window 1-11, 1-15, 1-26; 2-22; 8-11 
word wraparound 3-11 

XYZ 
zoom box 8-4 
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About 
the Authors 

In the olden days, before 1984, not many Stanford University 
undergraduates used personal computers-for a very good reason. Not 
very many undergraduates knew how-and not very many of them 
wanted to learn. After all, in those days it meant sleeping through 
endless lectures, wading through computer manuals as thick as the 
Manhattan Yellow Pages, and staying awake all night memorizing 
cryptic commands and equally cryptic error messages. 

Then, on a particularly bright day in Stanford, California, some 
particularly bright undergraduates had a particularly bright idea: since 
only students really understood what other students were all about, they 
could teach each other about personal computers-Not just any 
personal computer, mind you, but the zippiest, friendliest, most 
engaging personal computer around-the Apple Macintosh. 

So it was that this band of zany undergraduates worked long days, late 
nights, and a few legal holidays using their Macintoshes to help them 
get through school, and teaching other students how to do the same. 
They taught about how to use Mac Write to write home for money, how 
to use MacPaint to draw maps of Upper Malta, and how to use 
Microsoft Word to send out customized resumes to perspective 
employers. 

They were an ecclectic bunch-majoring in everything from Mechanical 
Engineering to History and Art But they were friends, and as Stanford 
undergraduates, they shared a bizarre sense of humor, a readiness to 
work long hours for low pay, and a penchant for pulling all-nighters 
with the help of Ken's House of Pancakes. 

The result of their efforts is this book. And while some said it couldn't 
be done, no one is more amazed to see it in print than the authors 
themselves. 
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Approaching 
Macintosli 
A Guide to Learning Macintosh Software 

Michael Tcbao William Berner Ron Fernandez David Finkelstein Cynthia Frost 1-lhert Cbu 

Approaching Macintosh is a guide to learning Macintosh applications software. The dea for 
the book was conceived at Stanford University, a member of the Apple University Consorl ium. At 
Stanford, a great many students were interested in learning how to use computers-no· neces
sarily how to program them. 

With these goals in mind, a group of enterprising Stanford undergraduates created "Using the 
Macintosh at Stanford7 a very successful course that introduces students to applications ~ oftware 
on the Macintosh. Notes and ideas stemming from the class were compiled and rewritten to pro
duce this book. 

Approaching Macintosh is based on the premise that learning about computers is ea: iest when 
you are actually using them. The book is organized into sections that teach the basic coJJcepts of 
word processing, spreadsheets, database and project management, business graphics, ant i more. 
The sections contain modules, each of which focuses on a self-paced, hands-on tutorial. These 
tutorials teach the concepts associated with particular applications software by leading tl ,e reader 
through the creation of a sample document. Once the module is completed, the reader sl 1ould feel 
comfortable enough with the application to begin using it. 

illGHLIGHTS 
• Applications software covered includes: MacWrite, MacPaint, MacProject, Micros< ft File, 

Microsoft Chart, Microsoft Multiplan, and Microsoft Word. 

• Modular design allows instructors to select those modules that are best suited to heir 
particular courses. · 

• Material has been extensively class tested at Stanford and other universities. 

• Section introductions, reviews, and exercises make it easy to use this book either as a 
primary te>..1 or as a laboratory supplement. 

• Unique "Gallery" sections provide finished documents using more sophisticated concepts 
that show the breadth of applications possible with the Macintosh. 

IMPORTANT 
The APPROACHING MACINTOSH DOCUMENTS DISK contains files necessary to 
complete five of the twelve modules, as well as sample documents discussed in the text. 
See the order form inside the book for more information on how to obtain your disk. 

Addison-Wesley Publishing Company 
ISBN 0-201-16497-3 



How To Use the 
Approaching Macintosh Documents Disk: 
The Approaching Macintosh Documents Disk contains docu
ments that you'll need to complete some of the modules in this 
book. It also contains copies of all of the documents found in 
the "Gallery" sections throughout the book. 

Since the Documents Disk does not contain system files, it can
not be used as a startup disk. In order to use the documents on 
the Documents Disk, you should copy the document you need 
onto the disk you're using. That way, you'll always be working 
with a copy of the original, and the original document will be 
available to use again. 

To copy a document from 
the Documents Disk to an applications disk 
~ With One Disk Drive: 

• Insert an applications disk to start up the 
Macintosh. (An applications disk is a disk with an 
application, such as Mac\Vrite, and the system files 
needed to start up the Macintosh.) 

• Eject the applications disk by choosing Eject from the 
File menu. 

• Insert the Approaching Macintosh Documents Disk. 
• Use the scroll bars and open folders, if necessary, to 

find the document you want. 
• Drag the icon of the document you want into the disk 

window of the applications disk. 
• Swap disks as prompted until the copy is complete. 

1£) With 1\vo Disk Drives: 
8 

• Insert an applications disk into the internal disk drive 
to start up the Macintosh. (An applications disk is a 
disk with an application, such as Mac\Vrite, and the 
system files needed to start up the Macintosh.) 

• Insert the Approaching Macintosh Documents Disk in 
the external disk drive. 

• Use the scroll bars if necessary to find the document 
you want. 

• Drag the icon of the document you want into the disk 
window of the applications disk. 

• Your copy will be completed in a few seconds. 

More details on copying documents, startup disks, 
applications, and other Macintosh fundamentals can 
be found in the Introduction to Macintosh module. 
Please complete this module first. 
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