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PREFACE 

The Power Of: Apple Works is a book designed for users of the Apple Works program who have lit
tle or no experience using a computer. The instructions take the user through chapters and exercises 
one keystroke at a time, using specific application samples. 

The Power Of: AppleWorks allows you to learn the broad range of Apple Works capabilities: Word 
Processing, Spread Sheet and Data Base. 

The Word Processing section enables you to create documents and print them out in any style you 
desire; the Spread Sheet section enables you to enter formulas and perform calculations; and the 
Data Base section enables you to organize a fi le and then print out information you would usually 
keep on lists. 

Business owners, secretaries, journalists, accountants, attorneys, manufacturers, engineers, scien
tists, architects, educators, students, or anyone using a personal computer, wi ll find The Power Of: 
AppleWorks an invaluable companion to their Apple Works program. 

By performing these simple step-by-step exercises, the user will rapidly gain an ability to use this 
most powerful program available for personal size computers and to apply this information to meet 
his own personal needs. 

IF YOU OWN OR ARE THINKING OF OWNING APPLEWORKS, 
YOU SHOULD OWN THIS BOOK! 
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Desktop is the area of the Apple Computer 's memory where files which you have loaded into the 
computer, or which you have created, are stored . 

..--------CAUTION:-------~ 

Remember that the files on the Desktop have been stored ONLY 
in the computer's memory. They WILL NOT BE SAVED onto your 
diskette until you perform the saving procedure. 

As you proceed through this book, there will be times when you will receive a warning message 
about your Desktop capacity. The following information explains the meaning of the message. 

WHAT TO DO WHEN YOU SEE: 
You are limited to 12 files on the Desktop. 

This message means that you may not put any more files on your Desktop until you remove some or 
all of them. 

To delete a ll the files from the Desktop, press: 

places you in the Main Menu 

Place your cursor on the fourth option, Remove files from the Desktop. 

I RETURN I displays all the files on the Desktop 
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. 
Introducing Desktop 

Leave your cursor on the first file in the list, and press: 

right cursor key, inserts an arrow in front of the first file name 

down cursor key, moves the cursor to the second file name 

right cursor key, inserts an arrow in front of the second fil e name 

Continue to insert arrows in front of the file names, until you have inserted an arrow in front of 
each file name. Then press: 

I RETURN I displays the f irst file name 

Place your cursor on the last option, Throw out the changes to the file, and press: 

I RETURN I displays: 
Do you really want to do this? 

Yes, deletes the file from the Desktop and displays the next fi le name 

Continue "throwing out the changes to the fi le." 

When you press Y to delete the last file , you will be returned to the Main Menu. 

~--------- NOTE --------~ 

This process DOES NOT delete the files which you saved on your 
diskette. It merely removes them from AppleWorks Desktop 
memory. 

WHAT TO DO WHEN YOU SEE: 
WARNING: Deskto1> is full. Action not com1>leted . 

This message means that you may not put any more files on your Desktop until you remove some or 
all of them. 

To delete all the files from the Desktop, press: 

deletes the warning message from your screen 

places you in the Main Menu 

Place your cursor on the fourth option, Remove files from the Desktop. 

I RETURN I displays al l the files on the Desktop 
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Introducing Desktop 

Leave your cursor on the first file in the list. Press: 

right cursor key, inserts an arrow in front of the first f i le name 

down cursor key, moves the cursor to the second file name 

right cursor key, inserts an arrow in front of the second file name 

Continue to insert arrows in front of the file names, until you have inserted an arrow in front of 
each file name. Then press: 

I RETURN I displays the first file name 

Place your cursor on the last option, Throw out the changes to the file, and press: 

I RETURN I displays: 
Do you really want to do this? 

Place your cursor on Yes and press: 

I RETURN I displays the f i le from the Desktop, and displays the next file name 

Continue "throwing out the changes to the fi le." When all the Desktop files have been removed, 
you will be returned to the Main Menu . 

.-----------NOTE-----------. 

This process DOES NOT delete the files wh ich you saved on your 
diskette. It merely removes them from AppleWorks Desktop 
memory. 

When you have removed the Desktop files, you will be able to proceed with the exercise or the 
chapter you have been working on. 
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INTRODUCTION TO WORD PROCESSING 

The Word Processing section of this book is set up so that you begin with the simple basics of typing 
a document into the computer. It is necessary to start with the first chapter of the section and work 
on through to the end, as the chapters are progressive rather than self-contained. 

When the screen is displayed as shown in the Figure below, you are in REVIEW I ADD/ CHANGE, 
where you can type in your document or make additions and changes to the document. While in 
REVIEW I ADD/ CHANGE, you will learn all the numerous functions of the 0 commands and 
how they will work to your advantage. 

Displayed in the lower right-hand corner of the screen is the message: A-? for Help 

Any time you need help, and want to see a list of the word processing Apple commands , hold down 
the a key and press ? 

Above the work area of the screen, in the upper left-hand corner, the name you have chosen for 
your file is displayed . As indicated by the message in the upper right-hand corner of-the screen, if 
you press Escape, you will be in the Main Menu and can start a new file or load an old one. 

F 1 l e : :< REVI EW / ADD/ CHANGE Escape : Mai n Menu 

-----------------------------------·-----------------------... ·--------------------
Typ e entr y or use A c ommands Line 1 Column A -? f or Hel p 

Figure 1 
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DESCRIPTION 

In this chapter you will learn the various ways to scroll a document. 

You will also make a series of changes in a business letter, including the insertion and deletion of 
text, and the correcting of misspelled words. 

Finally, you will save and print your document. 

OPERATIONS PEl~FORMED 

Loading Apple Works 

Loading in the Sample Diskette 

Typing in the Document 

Scrolling 

Inserting Characters 

Inserting Additional Words into the Text 

Inserting Blank Lines 

Deleting a Character 

Deleting Text 

Deleting a Blank Line 

Changing a Character 

Saving 

Setting up your Printer 

Printing 
T he Power Of: AppleWorks 7 



1 CHAPTER Scrolling and Making Corrections 

FUNCTIONS USED 

o c=:::J 
o ~ 

0 [] 

0 ITl 
o m 
0 (fil 

o ~ 

0 00 

I DELETEI 

COMMANDS USED 

right cursor key, moves cursor forward to first character of each word 

left cu rsor key, moves cursor backward to fi rst character of each word 

up cursor key, moves cursor to top of the screen 

down cursor key, moves cursor to bottom of the screen 

moves cur~or to b.eginning of text 

moves cursor to end of text 

turns the over-type function on and off 

deletes to end of line 

deletes character to left of cursor 

returns you to you r working screen 

starts DELETE TEXT command 

starts PRINT command 

displays Desktop Index 

saves 

LOADl~G APPLE\VORKS 

Make sure your computer is turned off. 

Place the Apple Works Start-Up disk into Drive l . 

Now turn your computer on. 

You will see displayed at the bottom of your screen: 

Place the Apple Works PROGRAM Disk in Drive 1 and press RETURN 

Now remove the AppleWorks Start-Up disk and replace it with the AppleWorks Program disk. 
Press: 

I RETURN I displays at the bottom of your screen: 
Type today's date or press RETURN 

Type in today's date and press: 

I RETURN I 

8 The Power Of: AppleWorks 
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Scrolling and Making Corrections CHAPTER 1 

.----- ------NOTE _________ ~ 

If you have purchased this book without the Sample Diskette, 
skip the following section Loading The Sample Diskette, and go 
down to the paragraph entitled Typing In the Document, which is 
on Page 11 . 

LOADING THE SAMPl,E DISKETTE 

If you have purchased this book with the Sample Diskette, use the following instructions to load the 
document illustrated in Figure I. 

After loading AppleWorks, you will be in the Main Menu and the first option, Add files to the 
Desktop, will be highlighted . 

Place the diskette into Drive 2 and press: 

I RETURN I displays Add files Menu and highlights the first option , The current 
disk: Drive 1 

With your down cursor key, move your cursor to the second option, A different disk, and press: 

I RETURN I places you in the Change Current Disk menu and highlights the first 
option, Drive 1 

Move your cursor to the second option, Drive 2, and press: 

I RETURN I 

I RETURN I 

places you in the Add files Menu and highlights the first option, The 
current disk: Drive 2 

displays AppleWorks files 

To see the complete list, scroll down with your down cursor key. 

Place your cursor on Reservations and press: 

I RETURN I loads the document {Reservations) onto your screen 

Now that you have loaded Reservations, remove the Sample Diskette from Drive 2, and place a 
blank, formatted data diskette in Drive 2, so that later you will be able to save your corrected docu
ment on it. 

It is important that you read the following information about the use of the cursor keys and word 
wraparound. 

Cursor Keys 

The first thing you must familiarize yourself with is the cursor keys. Press each cursor key, one at a 
time, and observe their movements before attempting to type any text. 

The Power Of: AppleWorks 9 



1 CHAPTER Scrolling and Making Corrections 

Attn: Larson McCulers, Agent I RETURN I I RETURN I 

Dear Mr. McCullers: I RETURN I I RETURN I 

As a result of our recent telephone conversation I am 
forwarding this letter to confirQm first-class seating for 
Mr. John Anthony, Promotions Director, Housatonic Millwork 
Company, aboard SAS flight 1972 leaving Boston for warsaw, 
Tuesda~, ju!~ 03 and returning to Boston, Sunday, November 
05. I R TURN I RETURN I 

Mr. Anthony's entire itinerary has now been completed and 
would appreciate it if you could arrange first-class ground 
transportation and hotel accommodations for the following 
locations: I RETURN I I RETURN I 

London: July 7-1 5 I RETURN I I RETURN I 

Stockholm: September 1-19 I RETURN I I RETURN I 

Oslo: October 15-24 I RETURN I I RETURN I 

Any late or additional changes in this schedule will be made 
after Mr. Anthony arrives in Europe. His transactions will 
be concluded through the use of a Visa charge card 
[892-295-33700). I RETURN I I RETURN I 

Please provide complete details including hotel and ground 
transportation rates at the locations mentioned above. 
Include information on accommodations for two, as Mr. 
Anthony may be entertaining a guest. If there is any 
additional information I can provide, please feel free to 
contact me. I RETURN I I RETURN I 

Sincerely, I RETURN I I RETURN I 

Rose Metterville 

Figure I 

10 The Power Of: AppleWorks 



Scrolling and Making Corrections CHAPTER 1 

Word Wraparound 

AppleWorks has an automatic function called "word wra~around" which lets you concentrate on 
typing your document without having to press I RETU_ N I at the end of each line. "Word 
wraparound" knows when you have reached the right margin and automatically goes to the 
beginning of the next line. The only time you need to press the I RETURN I key is at the end of a 
paragraph, or where formatting requires it. 

Now that you have replaced the Sample Diskette with a blank, formatted data diskette and have 
read the above information, you will begin correcting your letter. 

Skip over the next section entitled Typing in the Document, and go down to the paragraph titled 
Scrolling on Page 12. 

TYPING IN THE DOCUMENT 

If you have purchased this book without the Sample Diskette, you will need to type it in. Therefore, 
you must place a formatted data diskette in Drive 2. 

After loading AppleWorks, you will be in the Main Menu and the first option, Add files to the 
Desktop, will be highlighted. 

Press: 

I RETURN I displays Add files Menu and highlights the first option, The current 
disk: Drive 1 

With your down cursor key, move your cursor to the second option, A different disk, and press: 

I RETURN I places you in the Change Current Disk Menu and highlights the first 
option, Drive 1 

Place your cursor on the second option, Drive 2, and press: 

I RETURN I places you in the Add files Menu and highlights the first option, The 
current disk: Drive 2 

Place your cursor on the third option, Word Processor, and press: 

I RETURN I 

I RETURN I 

Type: 

Reservations 

I RETURN I 

displays Word Processor Menu and highlights first option, From 
scratch 

displays Type a name for this file at the bottom of your screen 

name of file 

displays working screen 

Before attempting to type in the document, read the following information about cursor keys and 
"word wraparound" and then follow the instructions for typing in the document which is 
illustrated in Figure 1. 

Cursor Keys 

The first thing you must familiarize yourself with is the cursor keys. Press each cursor key, one at a 
time, and observe their movements before attempting to type any text. 
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1 CHAPTER Scrolling and Making Corrections 

Word Wraparound 

AppleWorks has an automatic function called "word wraparound" which lets you concentrate on 
typing your document without having to press I RETURN I at the end of each line. "Word 
wraparound" knows when you have reached the right margin and automatically goes to the 
beginning of the next line. The only time you need to press the I RETURN I key is at the end of a 
paragraph, or where formatting requires it. 

Before typing, make sure you have placed a blank, formatted data diskette in Drive 2, so that later 
you will be able to save your letter onto this diskette. 

Using the following instructions! you will begin typing in the document illustrated in Figure I . 

Leave your cursor on the upper left-hand corner of your screen, on Line I, and type: 

Attn: Larson McCulers, Agent 

Press: I RETURN 11 RETURN I moves the cursor to Line 3 

Type: 

Dear Mr. Mccullers: 

Press: I RETURN 11 RETURN I moves the cursor to Line 5 

Continue typing in the document as illustrated in Figure 1, pressing I RETURN I only where indicated . 

.----- ----- - NOTE _ ________ ....., 

We ha ve deliberately put misspelled words into the letter in 
Figure 1. If you make mis takes of your own while typing , do not 
be concerned. You will learn how to correct them in th is chapter. 

SCROLLING . . 

Often during the typing of a document it may be necessary to refer back to previously typed text to 
determine whether or not certain information or wording has been used in particular paragraphs. 

Up and Down One Line at a Time 

Press the down cursor key and the cursor will move down one line at a time. 

Press the up cursor key and the cursor will move up one line at a time. 

To the Beginning and End of a Line 

Place your cursor somewhere near the end of any line of text. 

Hold down and press: 

0 c=::J left c ursor key, moves the c ursor backwards to the firs t c haracter of 
each word 

Leave your cursor where it is . 

Hold down a nd press: 

12 The Power Of: AppleWorks 
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Scrolling and Making Corrections CHAPTER 1 

To the Beginning and End of the Screen 

Place your cursor approximately in the center of your screen. 

Hold down and press: 

a [] up cursor key, moves the cursor to top of the screen 

Hold down and press: 

down cursor key, moves the cursor to the bottom of the screen 

To the Beginning and End of the Text 

Place your cursor approximately in the center of your document. 

Hold down and press: 

moves the cursor to the beginning of the text 

Hold down and press: 

moves the cursor to the end of the text 

.------- ----NOTE _ _ _ _____ _ __, 

At any time while typing a document, you may move to the 
beginning or end of text by utilizing the a ill and 0 [ID 
functions. 

The a rzJ • o [j) • o (j) • a [fil • o [§] • a 0 . a [:a:J 
functions will move the cursor proportionately through the 
document. 

INSERTING CHAI~ACTERS 

Now that you have typed in your document (or, if you have loaded the already typed letter from the 
Sample Diskette onto your screen), the first improvement you will make in your document will be to 
insert a missing letter. 

.----- -------- NOTE - - --- ---_____, 

In this book we have made frequent references to Line numbers, 
for example, "Place your cursor on Line 14." 

It is not necessary to actually count down to Line 14. Simply refer 
to the bottom of your screen where you will see displayed the 
number of the line your cursor is on. 

There is an I (the letter I) missing in the name McCulers, on Line 1, so you will insert the letter I in 
the proper place. To do this, 

Using your cursor keys, place your cursor on the letter I in McCulers, on Line 1, and type: 

inserts the letter I, and moves the text to the right 

The Power Of: AppleWorks 13 



1 CHAPTER Scrolling and Making Corrections 

INSERTING ADDITIONAL WORDS INTO THE TEXT 

You now find that it is necessary to insert some additional words in Line 12. 

Place your cursor on the space following the word itinerary, on Line 12, and type: 

, from London to Stockholm, 

As you type, you will notice the " word wraparound" function automatically moves the text to the 
right o f the insertion and reformats the paragraph. 

INSEllTING HLANK LINES 

You have decided that the letter would look better if there were more space for the signature. 

Place your cursor on the space following Sincerely, on Line 35 and press: 

I RETURN 1 1 RETURN I inserts two blank lines 

DELETING A CHARACTEI~ 

The word conflrQm on Line 6 is misspelled. 

Place your cursor on the m in confirQm, and press: 

I DELETE I delete key, deletes the character to the LEFT of the cursor 

If you cominue to press the I DELETE I key, you will be able to delete additional characters to the 
LEFT o f the cursor. 

DELETING TEXT . 

Deleting a Portion of a Line 

You anticipa te a change in the date of Mr. Anthony's London trip. The date on Line 17 needs to be 
deleted. 

Place your cursor on the J in July on Line 17. 

Hold down and press : 

deletes information from the cursor to the end of the line 

Deleting an Entire Sentence 

You have decided to eliminate the sentence beginning on Line 30. To do this: 

Place your cursor on the I in Include on Line 30. 

H old down and press: 

starts DELETE TEXT command 

Move your cursor to the period at the end of the sentence. The entire sentence will now be 
highlighted . Press: 

I RETURN I deletes the entire sentence 
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Scrolling and Making Corrections CHAPTER 1 

Deleting an Entire Paragraph 

Now you have decided to delete the entire paragraph starting on Line 23. 

Place your cursor on the A in Any on Line 23. 

Hold down and press: 

starts DELETE TEXT command 

Press your down cursor key until the entire paragraph is highlighted and press: 

IRETURN I deletes the entire paragraph 

DELETING A BLANK LINE 

The itinerary would look better if it were reformatted. 

Place your cursor on Line 18, the blank line underneath the word London and press: 

I DELETE I delete key, deletes the blank line 

Place your cursor on Line 19, the blank line underneath the word Stockholm and press: 

I DELETE I delete key, deletes the blank line 

CHANGING A CHARACTER 

Thew in warsaw on Line 8 and the j in july on Line 9 need to be capitalized. 

Place your cursor on thew in warsaw on Line 8. 

Hold down and press: 

turns on over-type function 

Your cursor will now take the appearance of a flashing rectangle. This indicates that the over-type 
function is on. 

Hold down the I SHIFT I key and press [Yl]. 

Place your cursor on the j in july on Line 9. 

Hold down the I SH I FT I key and press QJ . 

To turn off the over-type function, 

Hold down and press: 

turns off the over-type function 

The cursor now resumes its original appearance. 

Using the Q [];], you can switch back and forth between the over-type and insert functions. 

Your document should now look like Figure 2. 

The Power Of: AppleWorks 15 



1 CHAPTER Scrolling and Making Corrections 

Attn: Larson McCullers, Agent 

Dear Mr. McCullers: 

As a result of our recent telephone conversation I am 
forwarding this letter to confirm first-class seating for 
Mr. John Anthony, Promotions Director, Housatonic Millwork 
Company, aboard SAS flight 1972 leaving Boston for Warsaw, 
Tuesday, July 03 and returning to Boston, Sunday, November 
05. 

Mr. Anthony's entire itinerary, from London to Stockholm, 
has now been completed and I would appreciate it if you 
could arrange first-class ground transportation and hotel 
accommodations for the following locations: 

London: 
Stockholm: September 1-1 9 
Oslo: October 15-24 

Please provide complete details including hotel and ground 
transportation rates at the locations mentioned above. If 
there is any additional information I can provide, please 
feel free to contact me. 

Sincerely, 

Rose Metterville 

..::. ..::. ..::....::. ..::. ..::. 

Figure 2 

SAVING 

-= 

Before saving your document, check to see that you have placed a blank formatted data diskette 
into Drive 2', as you were instructed to do earlier in this exercise. 

Hold down and press: 

saves the file 

16 The Power Of: Apple Works 



Scrolling and Making Corrections CHAPTER 1 

SETTING UP YOUR PRINTER 

To set up your printer, press: 

places you in t he Main Menu 

Place your cursor on the fifth option, Other Activit ies, and press: 

I RETURN I displays Other Activities Menu 

Place your cursor on the seventh option, Specify information about your printer(s), and press : 

I RETURN I displays Printer Information Menu 

Place your cursor on the second option, Add a prin ter (maximum of 3), and press : 

I RETURN I displays a list of printers 

Place your cursor on the name of the printer you a re using and press: 

I RETURN I displays Type a name: 

You must now give the printer a name. Type in any name you wish, for example, 

Bagel 

lRETURN I 

f ile name 

displays How is the printer accessed? 

In most cases , the method of access will be Slot I . If it is, press : 

lRETURN I displays printing opt ions 

If your printer is one of the printers on AppleWorks' standard list, you probably won't have to 
change any of the values in numbers I through 4. But at this point you can change any of the values, 
depending on your own printer. 

Hold down and press: 

l RETURN I 

displays Desktop Index and highlights the document you have been 
working on 

brings you back to your document 

PRINTING · 

starts PRINT command 

selects Beginning option and displays 
Where do you want to print the file? 

Place.your cursor on the printer you wish to print to and press: 

l RETURN I displays How many copies? 

Type in the number of copies you want printed. 

I RETURN I prints the document 
T he Power Of: AppleWorks 17 
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DESCIUPTIO'.\ 

In this chapter you wilJ be introduced to the great variety of AppleWorks' Printer Options. To 
enhance the appearance of your document, you will change the top, bottom, and side margins, 
center a word and justify your text. 

In addition to these basic formatting functions, you will be using a different size of typeface by 
changing the number of characters per inch. You will also change the number of lines per inch in 
order to lessen the space between the lines of text. 

OPERATIONS PEl~FORMED 

Loading the Sample Diskette 

Typing in the Document 

Viewing the Printer Options 

Changing Margins 

Changing the Number of Characters Per Inch 

Changing the Number of Lines Per Inch 

Centering and Justifying Text 

Saving 

Printing 

Eliminating Formatting 
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2 CHAPTER Introducing the Printer Options 

f'UNCTIONS USED 

a m 
COMMANDS USED 

moves cursor to the beg inning of text 

starts DELETE command 

se lects Printer Options command 

starts PRINT command 

saves 

displays all Printer Options in effect and all carriage returns 

LOADING THE SAMPLE DISKETTE 

If you have purchased this book with the Sample Diskette, use the following instructions to load the 
document illustrated in Figure I. 

P lace the Sample Diskette in Drive 2 and press: 

I RETURN I 

I RETURN I 

places you in the Main Menu and highlights the f irst option, Add files 
to the Desktop 

displays Add files Menu and highlights the first option, The current 
disk: Drive 2 

displays AppleWorks fi les 

Place your cursor on Memo. 

I RETURN I loads the document (Memo) onto your screen 

Now that you have loaded Memo, remove the Sample Diskette from Drive 2, and place a formatted 
data diskette in Drive 2, so that later you will be able to save your corrected document on it. 

Skip over the next section entitled Typing in the Document, and go down to the paragraph titled 
Viewing the Printer Options o n Page 22. 

TYPING IN THE DOCUMENT 

If you have purchased this book without the Sample Diskette, you will need to type it in. 

Be sure you have placed a fo rmatted data diskette in Drive 2. 

In order to type in a new document, you will need to " start from scratch." To do this, 

I RETURN I 
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to the Desktop 

places you in the Add files Menu and highlights the f i rst option, The 
current disk: Drive 2 



.MEMO !RETURN ! IRET,URNI 

TO: I RETURN I I RETURN I 

John Paterson I RETURN I 
Hybrid Historical Society I RETURN I 
24 Milton Street I RETURN I 
Freewater, Ohio 03755 !RETURN! IRET.URNI 

SUBJECT: I RETURN I I RETURN I 

Historical Display !RETURN! !RETURN ! 

Dear Mr. Paterson: !RETURN ! !RETURN ! 
t 

Introducing the Printer Options CHAPTER 2 

Just a brief note to confirm the dates and locations of your 
historical presentations across the · state for the coming 
year. If you have .any conflict with _the scheduling, please 
contact my office as soon as possible. I RETURN I I RETURN I 

The schedule is as follows: I RETURN I I RETURN I 

The Hanna Bldg., 'Eublid Avenue, Cieveland, Feb. 5-15 !RETURN! 
The Armory, Mayfair St., Shaker Heights, Feb. 18""'28 !RETURN ! 
Town Hall, Toledo, May 5-23 I RETURN I I RETURN I 

The scheduling from June 1 through mid-August has not been 
completed. If you have any scheduling preferences, please 
forward a list to our central comrpittee offices prior . to 
January 1 5 . Fall scheduling, September through Deeember, 
will be forwarded to you prior to April 20 for your 
approval. I RETURN I !RETURN I ' 

Please feel free to contact my office at any time to verify 
or change schedules. I RETURN I I RETURN I 

Sincerely, IRETURN·l:11RETURN I IRETURN1F·!RETURNI 

Charlene Peterson I RETURN I 
Curator I RETURN I 
Caruthers Museum I RETURN I 

Figure 1 
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Move your cursor to the third option, Word Processor, and press: 

I RETURN I 

I RETURN I 

Memo 

I RETURN I 

displays Make a new file and highlights the first option , From scratch 

displays Type a name for this new file: 

the name of this file 

places you o n Line 1 of your blank working screen 

Leave your cursor on the upper left-hand corner of your screen, on Line 1. 

Press the I Caps Lock I key to turn it on. 

Type: MEMO 

Press: I RETURN 11 RETURN I 

Type: TO: 

Press: I RETURN 11 RETURN I 

Press the I Caps Lock I key to turn it off. 

Now continue typing in the memo exactly as illustrated in Figure I , pressing I RETURN I only where 
indicated. 

VIEWING THE PRINTER OPTIONS 

To view the Printer Options, place your cursor at the upper left-hand corner of your working 
screen. 

Hold down and press: 

starts PRINTER OPTIONS command and displays Option: 

In the middle of your screen you will see a highlighted area which displays the default settings. 

PW refers to the page width 
LM refers to the left margin 
RM refers to the right margin 
CI refers to the characters per inch 
UJ refers to unjustified 
PL refers to the page length 
TM refers to the top margin 
BM refers to the bottom margin 
LI refers to the lines per inch 
SS refers to single space 

Underneath the default settings you will see the printer options displayed. 

In this chapter, you will learn how these options allow you to format your document in various 
ways to prepare for printing. 

returns you to your working screen 
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CHANGING MARGINS I 

The Left Margin 

The first change you will make to the M emo is to adjust the width o f the left margin. 

Leave your cursor on the upper left-hand corner of your screen. 

Hold down and press: 

starts PRINTER OPTIONS command and displays Option: 

T he AppleWorks default for the left margin is 1.0 inches, which means that the left margin is 
automatically set at I inch. 

~---------NOTE _________ ...., 

In the highlighted default line above the printer options, the left 
margin default is displayed as LM = 1.0. 

To change the setting of the left margin to 2 inches, type: 

I RETURN I 

IREIURN I 

selects Left Margin Option 

displays Inches: 

number of inches 

displays at the top of your working screen 
--------Left Margin: 2.0 inches 

..-----------NOTE-- -----------. 

In the highlighted default line above the printer options the left 
margin is now displayed as LM = 2.0. 

You will see no apparent change in the left margin on your working screen. H owever, when you 
print this document at the end o f the chapter, the left margin will be indented two inches. 

The Right M argin 

The AppleWorks default for the right margin is 1.0 inches , which means that the right margin is 
automatically set at I inch . 

..-------- - --NOTE ________ _ __, 

In the highlighted default line above the printer options, the right 
margin default is displayed as RM = 1.0. 

To change the setting o f the right margin to 2 inches, type: 

selects Right Marg in Option 

I RETURN I displays Inches: 
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I RETURN I 

number of inches 

displays at the top of your working screen 
--------Right Margin: 2.0 inches 

.------ --- - - NOTE--------~ 

In the highlighted default line above the printer options the right 
margin is now displayed as RM = 2.0. 

The Top Margin 

The AppleWorks default for the top margin is 0.0, which means that the top margin is 
automatically set at 0 inches . 

..------------- NOTE---------~ 

In the highlighted default line above the printer options, the top 
margin default is displayed as TM = 0.0. 

To change the setting of the top margin to I inch, type: 

I RETURN I 

I RETURN I 

selects Top Margin Option 

displays Inches: 

number of inches 

displays at the top of your working screen 
--------Top Margin: 1.0 Inches 

~------- NOTE _______ _ 

In the highlighted default line above the printer options the top 
margin is now displayed as TM = 1.0. 

You will see no apparent change in the top margin on your working screen. However, when you 
print this document at the end of the chapter, the top margin will be indented one inch. 

The Bottom Margin 

The AppleWorks default for the bottom margin is 2.0 inches, which means that the bottom margin 
is automatically set at 2 inches . 

..----- - ----- NOTE _________ ~ 

In the highlighted default line above the printer options, the 
bottom margin default is displayed as BM = 2.0. 
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T o change the setting of the bottom margin to I inch, type: 

IRETURN J 

JRETURN J 

selects Bottom Margin Option 

displays Inches: 

number of inches 

displays at the top of your working screen 
--------Bottom Margin: 1.0 inches 

.------------- NOTE---------~ 

In the highlighted default line above the printer options the 
bottom margin is now displayed as BM = 1.0. 

returns you to your working screen 

CHANGING THE NUMBER OF CHARACTERS PER INCH 

You have decided that you want the subject of the letter to be in a larger typeface, so you must 
change the number of characters per inch. To do this, 

Place your cursor on the H in Historical , underneath the word SUBJECT. 

Hold down and press: 

starts PRINTER OPTIONS command and displays Option: 

The Apple Works default for the number of characters per inch is 10, which means that there are 10 
characters in every inch of a typewritten line . 

Type: 

JRETURN J 

IRETURN J 

....---------NOTE--------~ 

In the highlighted default line above the printer options, the 
characters per inch defa•Jlt Is displayed as Cl = 10. 

selects Chars per Inch Option 

disp lays Chars: 

number of characters per inch 

displays above the words Historical Display: 
--------Chars per Inch: 5 chars 

r---------- NOTE--------~ 

In the highlighted default line above the printer options the 
characters per inch is now displayed as Cl = 5. 

returns you to your working screen 
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Because you have set the characters per inch for 5 characters for the words Historical Display, 
Apple Works will continue to set the balance of the letter in 5 characters per inch . 

You will now need to reset the balance of your letter back to 10 characters per inch. To do this, 

Place your cursor on the blank line underneath Historical Display. 

Hold down and press: 

I RETURN I 

I RETURN I 

starts PAINTER OPTIONS command and displays Option: 

selects Chars per Inch Option 

displays Chars: 

number of characters per inch (10 is the defau lt) 

displays underneath the words Historical Display: 
--------Chars per Inch: 10 chars 

returns you to your working screen 

You will see no apparent change in the words Historical Display as you view your working screen. 
However, at the end of this chapter, when you print, the words Historical Display will appear in a 
large, dramatic typeface. 

~---------NOTE _________ _, 

AppleWorks al lows you to set the characters per inch from 4 to 24 
characters, depending on your printer's capabil ities. 

CHANGING THE NUMBER Of<' LINES PER INCH 

You realize that you must add another name to the heading of your Memo. 

Place your cursor on the space below TO: at the top of your document, and press: 

I RETURN I adds another line 

Type: 

Vallis Larriot name to be added 

It is possible that you will run out of space because of the name you just added. To save space, you 
have decided to bring the lines in the heading closer together. 

Hold down and press: 

(j [QJ starts PRINTER OPTIONS command and displays Option: 

The Apple Works default for the number of lines per inch is 6, which means that there are 6 lines of 
type for every inch down a typewritten page. 

26 The Power Of: AppleWorks 



Type: 

III OJ 

I RETURN I 

I RETURN I 

Introducing the Printer Options CHAPTER 2 

~---------NOTE-----------, 

In the highlighted default line above the printer options, the lines 
per inch default is displayed as LI = 6. 

selects Lines per Inch Option 

displays Lines: 

number of lines per inch 

displays at the top of the heading 
--------Lines per Inch: 8 lines 

~-------NOTE _______ ~ 

In the highlighted default line above the printer options the lines 
per inch is now displayed as LI = 8. 

returns you to your working screen 

Now move your cursor to the blank line underneath Freewater, Ohio 03755, 

Hold down and press: 

a [Q) 

III OJ 

starts PRINTER OPTIONS command and displays Option: 

!RETURN) 

I RETURN I 

selects Lines per Inch Option 

displays Lines: 

number of lines per inch 

displays at the bottom of the heading 
--------Lines per Inch: 6 lines 

returns you to your working screen 

You will see no apparent change in the appearance of the heading on your working screen. 
However, when you print the document at the end of this chapter, the lines in the heading will be 
closer together. 

CENTERING AND JUSTIFYING TEXT 

Now let's center rhe word MEMO. 

Place your cursor on the M in Memo at the top of your screen. 
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Hold down and press: 

I RETURN I 

starts PRINTER OPTIONS command and displays Option: 

selects Center Option 

displays at the top of your working screen 
--------Centered 

You will observe that ALL of the text on your screen is now centered. 

~--------NOTE ________ _ 

In the highlighted default line above the printer options, centered 
is displayed as CN. 

Because you used the centering option to center the word MEMO, AppleWorks will continue to 
center the balance of the letter. 

You will now need to reset the balance of your letter back to justified. To do this, press: 

returns you to your working screen 

Place your cursor on the blank space below the word MEMO. 

Hold down and press: 

I RETURN I 

starts PRINTER OPTIONS command and displays Option: 

selects Justified Option 

displays at the top of your working screen under the word MEMO 
--------Justified 

..--------- --NOTE--------- -

In the highlighted default line above the printer options, justified 
is displayed as JU. 

returns you to your working screen 

The balance of the document appears on your screen in an unjustified format. However, when you 
print the document, the right margin will be right-justified. 

SAVING 

Before saving your document, check to see that you have placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier in this exercise. 

Hold down and press: 

saves the document 
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Td: 

Vahis Larriot 
John Paterson 

MEMO 

Hybrid Historical Society 
24 Milton Street 
Freewater. Ohio 03755 

SUBJECT: 

Introducing the Printer Opt ions CHAPTER 2 

Historical Display 

Dear Mr. Paterson: 

Just a brief note. · tQJ:0 ,."fuenfirm the dates 
and locations of ···· . yotJr historical 
presentations across the · · state for the 
coming year. If you have any conflict · 
with the scheduling, please contact my 
office as soon as possible. 

The schedule is as follows: 

The Hanna Bldg. , .·. ,Euclid Avenue. 
Cleveland, Feb. 5-1 5 ,, · 
The Armory, Mayfair St:, Shaker Heights, 
Feb. 18-28 · ',:. 
Town Hall, Toledo, May 5~23 

The scheduling from June 1 through 
mid-August has not .been completed. If 
you have any scheduling preferences, 
please forward a list to our central 
committee offices prior to January 1 5 . 
Fa11 scheduling. S~ptember through 
December, will be forwarded to. . you prior 
to April 20 for your ~P~~9vaL · · 

J'·i 
t; 

Please feel free to cer:'ltqct my office at 
any time to verify or ·change 'schedules. 

Sincerely, 

Charlene Peterson 
Cul'ator 
Caruthers Muset:Jm 
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PIUNTING 

To print your document, 

Hold down and press: 

starts PRINT command 

Leave your cursor on Beginning and press: 

I RETURN I displays Where do you want to print the file? 

Leave your cursor on the first option and press: 

I RETURN I displays How many copies? 

Type in the number of copies you want printed . 

I RETURN I prints the document 

Your document should now look like Figure 2. 

ELIMINATING FORMATTING 

To see which printer options are in effect, you will use the Apple Works "zoom in" function . 

Move your cursor to the top of your screen. 

Hold down and press: 

disp lays all Printer Options in effect and all carriage returns 

As you move your cursor down the screen, you will see all of the printer options you used to set up 
your printer. 

To eliminate a printer option, 

Place your cursor on --------Bottom Margin: 1.0 inches on Line 4. 

Hold down and press: 

I RETURN I 

starts DELETE command and highlights area to be deleted 

deletes the highlighted option 

.----- ------NOTE _________ _ 

The options that are on your screen will remain in effect 
whenever you load in this document until you change them. 
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DESCRIPTIO~ 

The continued practical use of the Printer Options in this chapter will allow you Lo use any of the 
Apple Works' formatting features to enhance the appearance of your particular document. 

You will format your document to boldface a word and to double space a short section. 

With the New Page option, you will tell the printer when to begin on a new page. 

Your report becomes official when you format a Page Header to print on all succeeding pages and 
format to print page numbers . 

OPERATIONS PERFORMED 

Loading the Sample Diskette 

Typing in the Document 

Boldfacing 

Spacing 

New Page 

Page Header 

Printing Page Numbers 

Saving 

Printing 
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(<'UNCTIONS USED 

om 
I Control I [ID 

COMMANDS USED 

moves cursor to beginning of text 

starts Boldface function 

selects Printer Options 

prints document 

saves 

LOADl:"jG THE SAMPLE DISKETTE 

If you have purchased this book with the Sample Diskette, use the following instructions to load the 
document illustrated in Figure 1. 

Place the diskette into Drive 2 and press: 

places you in the Main Menu and highlights the f irst option: 
Add files to the Desktop 

I RETURN I displays Add files Menu and highl ights the f irst option: 
The Current Disk: Drive 2 

I RETURN I displays AppleWorks files 

Place your cursor on REPORT. 

I RETURN I loads the document (REPORT) onto your screen 

Now that you have loaded REPORT, remove the Sample Diskette from Drive 2, and replace it with 
a formatted data diskette, so that later you will be able to save your corrected document on it. 

Skip over the next section entitled Typing in the Document, and go down to the paragraph titled 
Boldfacing on Page 34. 

T\'Pl:\i(; IN THE DOCLMENT 

If you have purchased this book without the Sample Diskette, you will need to type it in. 

Be sure you have placed a formatted data diskette in Drive 2, so that later you will be able to save 
your corrected document on it. 

In order to type in a new document, you will need to start "from scratch. " To do this, 

places you in the Main Menu and highl ights the first option: 
Add files to the Desktop 

I RETURN I places you in the Add files Menu and highl ights the fi rst option: 
The current disk: Drive 2 
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PHILLIPS CORPORATE REPORT 

In response to a request · from shareholders and members of 
the Interim Board of Directors, PHILLIPS corporation is 
pleased to publish the following details of corporate 
structure. 

PART ONE: Corporate Structure 

John Fitzgerald. Board Chairman 
F. Scott Updike, President 
Truman Williams. Senior Vice-President 
Tennessee Capote. Vice-President 
Jesae Howard. Treasurer 
Susan 8 . Coyne, Secretary 

' " 

-· 

All reports, operations and suggestion~ concerning PHILLIPS 
Corporation functions, designs, and ideas, are first 
forwarded through Section Managers. Following normal 
procedures at the Section Level, to determine the validity 
of reports or suggestions. Section Managers forward a 
duplicate copy to the Corporate Secretary. who then forwards 
it to a three-man advisory committee comprised of the Senior 
Vice-President, Vice-President and Treasurer. At their 
recommendation. the report or suggestion is forwarded to the 
President. 

PART TWO: Current Operations 

Proquction of the current design of sprigs and sprockets for 
the Defense Department is proceeding as planned. 

1 ) Raw material on hand should be of an amount ·to continue 
operations for 60 days following _an interruption in 
deliveries due to labor strikes and natural disasters. 

2) Quality control is a must. A recall bf less than seven 
percent in final inspection is the limit.' 

3) Delivery schedules will be set by advisory panel. 

PART THREE: 

Growth with the obvious expansion of areas within the 
Defense Department, and a number. of private industries 
dealing with the space program and .related contracts. future 
growth in production and design is prec;ticted to expand and 
show a profit through the turn of the century. No immediate 
production changes are expected. 

Figure 1 
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Move your cursor to the third option, Word Processor, and press: 

I RETURN I displays Make a new file and highlights the first option: 
From scratch 

l RETURN I displays Type a name for this new file: 

Report the name of this file 

I RETURN I places you in your blank working screen 

Leave your cursor on the upper lef t-hand corner of your screen, on Line 1. 

Press the I Caps Lock I key. 

Type: PHILLIPS CORPORATE REPORT 

Press the I Caps Lock I key to turn it off. 

Press: I RETURN 11 RETURN I 

Continue typing in the report exactly as illustrated in Figure 1. 

BOLDFACING 

The names in the report would stand out better if they were boldfaced. 

There are two methods of bold facing text. 

The First Method 

To see an example of how a name would look in boldface, using the fi rst method , 

Place your cursor on the Jin John on Line 10. 

H old down and press: 

starts PRINTER OPTIONS command and displays Option: 

selects Boldface Begin Option 

I RETURN I inserts a " on your working screen before the name to be boldfaced 

returns you to your working screen 

Place your cursor on the space following Fitzgerald, on Line 10. 

Hold down and press: 

starts PRINTER OPTIONS command and displays Option: 

selects Boldface End Option 

I RETURN I inserts a " on your working screen after the name to be boldfaced 

returns you to your working screen 
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The Second Method 

Now you will use another method to boldface the name on Line 11. 

Place your cursor on the Fin F. Scott Updike on Line 11 . 

Hold down and press: 

I CONTROL I rnJ inserts a " on your working screen before the name to be boldfaced 

Place your cursor on the space following the comma after Updike. 

Hold down and press: 

I CONTROL I [[] inserts a " on your working screen after the name to be boldfaced 

Later, if you have forgotten why you inserted the carats ( " ) before and after the names, 

Place your cursor on the carat ( " ) before the word John. 

Displayed at the bottom of your screen will be the words: 
Boldface Begin 

Place your cursor on the carat ( " ) following the word Fitzgerald. 

Displayed at the bottom of your screen will be the words: 
Boldt ace End 

Whenever you move your cursor to a carat, a description of what the carat means will be 
highlighted on the bottom of your screen. 

SPACING 

The Apple Works default is for single spacing. 

Part One of the Corporate Report would look better if it were double spaced. 

To format PART ONE for double spacing, 

Place your cursor on the J in John. 

Hold down and press: 

starts PRINTER OPTIONS command and displays Option: 

Type: 

I RETURN I 

~---------NOTE _________ _, 

In the highlighted default line above the printer options, at the 
very end of the line, the single spacing default is displayed as SS. 

selects Double Space Option 

displays on your working screen: 
--------Double Space 
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.-------------- NOTE_· -~--------..., 

In the highlighted default line above the printer options, double 
spacing is displayed as OS. 

returns you to your working screen 

Place your cursor on the blank line above the words: PART TWO. 

H old down and press: 

I RETURN I 

starts PRINTER OPTIONS command and disp lays Option: 

selects Single Space Option 

displays on your working screen: 
--------Single Space 

.-----------NOTE---------...., 

1.n the highlighted default line above the printer options, the 
spacing is now displayed as SS. 

returns you to your working screen 

You will see no apparent change in the spacing on your working screen. H owever, when you print 
out your document at the end of this chapter, the text you have formatted will be double spaced. 

NEW PAGE 

When you print out the document, you want to make sure that PART TWO is on a new page. 

Place your cursor on the Pin PART TWO. 

Hold down and press: 

I RETURN I 

starts PRINTER OPTIONS command and displays Option: 

selects New Page Option 

displays on your working screen: 
--------New Page 

returns you to your working screen 

When you print out your document, PART TWO will be on a new page. 

PAGE HEADER 

Since the report wi ll be printed on two pages, you would like to have the title, PHILLIPS 
CORPORATE REPORT, on both pages. 

First move your cursor to the top of the screen. To do this, 
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Hold down and press: 

0 !TI moves your cursor to the upper left-hand corner of the screen 

Leave your cursor on the Pin PHILLIPS. 

Hold down and press: 

starts PRINTER OPTIONS command and displays Option: 

I RETURN I 

selects Page Header Option 

displays at the top of your working screen: 
--------Page Header 

returns you to your working screen 

When you print out your document, PHILLIPS CORPORATE REPORT will appear on the second 
page of your report, on the first printing line after the top margin. The Page H eader and the text 
will be separated by two blank lines. 

PRINTING PAGE NUMHEl~S 

You are going to include this report within a larger document. 

Because this report will appear in the middle of the larger document, the first two pages of the 
report should be numbered Page 22 and Page 23. 

To center the page numbers at the bottom of each page, 

Place your cursor on the blank line above PART TWO. 

Place your cursor approximately in the middle of your page, and type: 

Page text to be typed 

Press: 

I space barl inserts a space 

Hold down and press: 

0 [Q] starts PRINTER OPTIONS command and displays Option: 

Type: 

selects Page Number Option 

I RETURN I displays Number: 

page number 

l RETURN I displays: 
--------Page Number: 22 

selects Print Page No. Option 

I RETURN I Inserts a " on your working screen after Page 
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PHILLIPS CORPORATE REPORT 

In response to a request from shareholders and members of 
the Interim Board of Directors, PHILLIPS corporation is 
pleased to publish the following details of corporate 
structure. 

PART ONE: Corporate Structure 

John Fitzgerald1 Board Chairman 

F. Scott Updike, President 

Truman Williams, Senior Vice-President 

Tennessee Capote, Vice-President 

Jesse Howard, Tr easurer 

Susan B. Coyne, Secretary 

All reports, operations and suggestions concerning PHILLIPS 

Corporation functions, designs, and ideas, are first 

forwarded through Section Managers. Following normal 

procedures at the Section Level, to determine the validity 

of reports or suggestions, Section Managers forward a 

duplicate copy to the Corporate Secretary, who then forwards 

it t o a three-man advisory committee comprised of the Senior 

Vice-President, Vice-President and Treasurer. At their 

recommendation, the report or suggestion is forwarded to the 

President. 

Page 22 

Figure 2-A 
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PHILLIPS CORPORATE REPORT 

PART TWO: Currer:it Operations 

Production of the current design of sprigs and sprockets for 
the Defense Department is proceeding as planned. 

1 ] Raw material on hand should be of an amount to continue 
operations for 60 days following an interruption in 
deliveries due to labor strikes and natural disasters. 

2] Quality control is a must. A recall of less than seven 
percent in final inspection is the limit. 

3] Delivery schedules will be set by advisory panel. 

PART THREE: 

Growth with the obvious expansion of areas within the 
Defense Department, and a number of private industries 
dealing with the space program and related contracts, future 
growth in production and design is predicted to expand and 
show a profit through the turn of the century. No immediate 
production changes are expected. 

Page 23 

Figure 2-B 
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In order to format the document to print out page numbers, the page number must be part of a 
Page Header or a Page Footer. 

So, now type: 

I RETURN I 

selects Page Footer Option 

displays: 
--------Page Footer 

returns you to your working screen 

When you print your document, Page 22 will appear on the last line before the bottom margin of 
the first page of your report. 

Page 23 will appear on the last line before the bottom margin on the second page of your report. 

SAVING 

Before saving your document, check to see that you have placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier in this exercise. 

Hold down and press: 

saves the document 

PRINTING 

To print your document , 

Hold down and press: 

starts PRINT command 

Leave your cursor on Beginning and press: 

I RETURN I displays: Where do you want to print the file? 

Leave your cursor on the first option and press: 

I RETURN I 

I RETURN I 
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DESCRIPTION . 

Using the FIND command, you will be able to find particular words, in order to verify usage, check 
for proper spelling and punctuation, or determine if a certain phrase has been overused or 
inappropriately used. 

You will move text from one area of your document to another. Using the copy command with the 
Clipboard option, you will copy text from. one d,ocument and insert it intq another ~ocument. 

OPERA TIO NS PERFORMED 

Loading the Sample Diskette 

Typing in the Document 

Finding Text 

Replacing Text 

Moving Text 

Copying Text 

The Clipboard Options (Cut and Paste) 

Saving 

Printing 
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FUNCTIONS USED 

COMMANDS USED 

o ~ 
o EEJ 
o CMJ 
o~ 
0 [BJ 

0 [fil 

turns on and off overtype function 

deletes to the end of a line of text 

moves cursor to beginning of text 

moves cursor to end of text 

starts COPY command 

starts FIND command 

starts MOVE command 

starts PRINT command 

starts REPLACE command 

saves 

LOADING THE SAMPLE DISKETTE 

If you have purchased this book with the Sample Diskette, use the following instructions to load the 
document illustrated in Figure I. 

Place the diskette into Drive 2 and press: 

I RETURN I 

I RETURN I 

places you in the Main Menu and highlights the f i rst option, 
Add files to the Desktop 

displays Add files Menu and highlights the f i rst option, 
The current disk: Drive 2 

displays AppleWorks files 

Place your cursor on Books. 

I RETURN I loads the document (Books) onto your screen 

Now that you have loaded Books, remove the Sample Diskette from Drive 2, and replace it with a 
formatted data diskette, so that later you will be able to save your corrected document on it. 

Skip over the next section entitled Typing in the Document, and go down to the paragraph titled 
Finding Text on Page 44. 

TYPING IN THE DOCUMENT 

If you have purchased this book wi thout the Sample Diskette, you will need to type it in. 

Be sure you have placed a formatted data diskette in Drive 2, so that later you will be able to save 
your corrected document on it. 
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SCHEDULE OF READINGS FOR THE GAEA T 800KS DISCUSSION CLUB 

Text: 

January readings: 

The Loneliness of the 
Long Distance Runner 

A Visit to the Museum 

February readings: 

The Tempest (Act One] 

Heart of Darkness 

March Readings: 

Death in Venice 

The World as Will and Idea 

Author: 

Sillitoe 

Nabakov 

Shakespeare 

Conrad 

Mann 

Schopenhauer 

Book lovers of all ages are welcome at ttie GREAT BOOKS 
DISCUSSION CLUB meetings. Now all that is required is that 
you read the one selection to be discussed. Now due to the 
restoration of the Main Public Library on Broadway. 
commencing in March all meetings of the GREAT BOOKS 
DISCUSSION CLUB will be ·held at the home of Mr. and Mrs. Jim 
Sutton, 821 Peace Avenue, at 7:30 p.m .. on the first and 
third Wednesday of every month. Now for further information 
on the reading selections, call Bertie or Jim Sutton at 
555-0202. 

Figure 1 
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Jn order to type in a new document, you will need to "start from scratch." To do this, 

places you in the Main Menu and highlights the first option: 
Add files to the desktop 

I RETURN I places you in the Add files Menu and highlights the first option: 
The current disk: Drive 2 

Move your cursor to the third option, Word Processor, and press: 

I RETURN I displays Make a new file and highlights the first option: 
From scratch 

I RETURN I displays Type a name for this new file: 

Books the name of this file 

I RETURN I places you in your blank working screen 

Leave your cursor on the upper left-hand corner of your screen, on Line I . 

Press the I Caps Lock I key to turn it on. 

Type: 
SCHEDULE OF READINGS FOR THE GREAT BOOKS DISCUSSION GROUP 

Press the I Caps Lock I key to turn it off. 

Press: I RETURN 11 RETURN I moves the cursor to Line 3 

Type: 

Text: 

Press the ITAID key 6 times. 

Type: 

Author: 

Press : I RETURN 11 RETURN I moves the cursor to Line 5. 

Continue typing in the document exactly as illustrated in Figure I . 

HNDINGTEXT 

After you have looked at the book schedule, you remember that you have a habit of overusing the 
word now, especially at the beginning of a sentence. To quickly find out how many times you have 
used now, you will utilize the FIND command. 

To do this, place your cursor on the B in Book on the first line of the paragraph at the bottom of 
the schedule. Apple Works will look forward from the point where your cursor is located. 
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Hold down and press: 

starts FIND command 

selects Text option 

now text to be found 

.-----------NOTE _________ _ 

If you make a typographical error, and wish to retype the word in, 
DO NOT use your spacebar to delete the word. 

To delete the word, place your cursor on the first letter of the 
word to be deleted. 

Hold down and press: 

deletes to the end of a line of text 

I RETURN I highl ights the f irst occurrence of the word now 

highlights the next occurrence of the word now 

You realize that this occurrence of the word now is inappropriate. In order to delete the word you 
must first return to your working screen. To do this press: 

selects NO option and returns you to your working screen 

To delete the word now, 

Place your cursor on the d in due, following the word now, and press: 

I DELETE II DELETE II DELETE II DELETE I deletes the word Now and the space before due 

To capitalize the d in due, place your cursor on the d in due. 

Hold down and press: 

turns on the overtype function 

Hold down the I SHIFT I key and press: 

capitalizes the din due 

turns off overtype function 

To continue your search fo r the word now, leave your cursor where it is. 

Hold down and press: 

starts Fl ND command 

selects Text Option 
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You will notice that AppleWorks has remembered the word you were previously searching for 
(now), and you will see it displayed at the bottom of your screen. Press: 

I RETURN I highlights the next occurrence of the word now 

displays: 
Not found, press space bar to continue 

There are no more occurrences of the word now so press the space bar once. 

__________ NOTE _________ ...., 

It is extremely important that you DO NOT use the spacebar to 
delete words when you are in the FIND command. 

REPLACING TEXT 

Text Option 

You notice in your book schedule that the title is incorrect. The organization is known as a group 
and not a club. 

You want to replace every occurrence of the word club with the correct word group, so you will 
employ the AppleWorks REPLACE command. 

To move your cursor to the top of the screen, hold down and press: 

o rn moves your cursor to the top of the screen 

Leave your cursor on the first character in your text, on Line 1. 

Hold down and press: 

starts REPLACE command 

selects Text option and displays: 
Replace what? 

Note that Apple Works has remembered the word now which you previously entered when you were 
using the FIND command. · 

You must delete the word NOW. To do this, 

Hold down and press: 

deletes to the end of a line of text 

__________ NOTE _________ ...., 

It is extremely important that you DO NOT use the spacebar to 
delete words when you are in the REPLAC~ comm~nd. 
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club 

I RETURN I 
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the word you want to replace 

displays: Replace with what? 

Press the I Caps Lock I key to turn it on. 

Type: 

GROUP the word you want to replace with 

Press the I Caps Lock I key to turn it off. 

I RETURN I displays Replace Options 

replaces all .occurrences of the word CLUB with the word GROUP . . 
Case Sensitive Text Option 

The group has decided to read Act Two of The Tempest instead of Act One. 

You need to change One on Line 15 to Two. Apple Works will search the entire document for each 
occurrence of the word One and replace it with the correct word, Two. 

Hold down and press: 

0 [j] moves your cursor to the top of the text 

Leave your cursor on the first character in Line I. 

Hold down and press: 

starts REPLACE command 

selects Case Sensitive Text Option 
Note: This means that AppleWorks will search the text in upper and 
lower case, exactly as you typEt.d tt in 

Notice that AppleWorks has remembered the word previously entered when you were using the 
REPLACE command. 

To delete the word, 

Hold down and press: 

deletes the word 

~---------NOTE _________ -, 

It is extremely important that you DO NOT use the spacebar to 
delete words when you are in the REPLACE command. 
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Type: 

One word you want to replace 

IRETURNl displays: Replace with what? 

Of course, you will have to delete the word previously entered. (Hold down and press the O [YJ ). 

Two 

I RETURN I 

word you want to replace with 

displays Replace Options 

selects All Option and replaces all occurrences of the word One with 
the word Two 

You will notice on Line 15, the One has been replaced with Two. 

You will notice on Line 29 that there is another occurrence of the word one. 

However, this word was not replaced because when you chose the Case Sensitive Text Option, 
Apple Works only recognized the word exactly as you typed it in. 

Thus, One was replaced and one was not replaced. 

MO\T\GTEXT 

The library is temporarily out of copies of The Loneliness of the Long Distance Runner by Sillitoe. 
You need to remove it from the January reading list, and move it to the February list. To do this, 

Place your cursor on the T in The on Line 7. 

Hold down and press : 

starts MOVE command 

selects Within document Option 

Press your down cursor twice to highlight the text to be moved. 

I RETURN I 

~---------NOTE--------~ 

When you are highlighting the text to be moved, AppleWorks 
automatically highlights a blank line underneath the text, so that 
when the text is in its new location it will be correctly formatted. 

accepts the text 

Move your cursor to the H in Heart of Darkness. 

Press: 

lRETURNl moves text to the new location 

You will need to move a February reading to the January list. 

Place your cursor on the H in Heart of Darkness. 

48 The Power Of: AppleWorks 



Finding and Replacing Text; Moving and Copying Text CHAPTER 4 

Hold down and press: 

starts MOVE command 

selects Within document Option 

Press the down cursor key once to highlight text to be moved. 

I RETURN I accepts the text to be moved 

Move your cursor to the A in A Visit to the Museum underneath the January readings. 

Press: '· 
I RETURN I moves the text to the new location 

COPYING TEXT : 

To enhance the appearance of the document, you want the title to also appear at the bottom of the 
schedule. 

Hold down and press: 

a m moves.yqu·r curso.r to the top of the text 

Leave your cursor on the first character in Line 1. 

Hold down and press: 

starts COPY command 

selects Within document Option 

Press your down cursor key once to highlight the area you wish to copy. 

I RETURN I accepts the text to be copied 

Hold down and press: 

moves your cursor to the end of the document 

I RETURN I copies the text in the new location 

Your document should now look like Figure 2. 

Before continuing, you must save your document. 

SAVING , · 

Before saving your document, check to see that you have placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier in this exercise. 

Bold down and press: " 

saves the document 
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SCHEDULE OF READINGS FOR THE GAEA T BOOKS DISCUSSION GROUP 

Text: 

January readings: 

Heart of Darkness 

A Visit to the Museum 

February readings: 

The Tempest (Act Two) 

The Loneliness of the 
Long Distance Runner 

March Readings: 

Death in Venice 

The World as Will and Idea 

Author: 

Conrad 

Nabakov 

Shakespeare 

Sillitoe 

Mann 

Schopenhauer 

Book lovers of all ages are welcome at the GAEA T BOOKS 
DISCUSSION GROUP meetings. Now all that is required is that 

1• you read the one selection to be discussed. Due to the 
restoration of the Main Public Library on Broadway, 
commencing_ in March all meetings of the GAEA T BOOKS 
DISCUSSION GROUP will be held at the home of Mrs. and Mrs. 
Jim Sutton, 821 Peace Avenue, at 7:30 p.m., on the first and 
third Wednesday of every month. Now for further information 
on the reading selections, call Bertie or Jim Sutton at 
555-0202. 

SCHEDULE OF READINGS FOR THE GAEA T BOOKS DISCUSSION GROUJ!l 

Figure 2 
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THE CLIPBOARD OPTIONS (CUT AND PASTE) 

Another book group has requested a list of your group's readings. You need to write them a letter 
including this list. 

Using the COPY command, you will copy a portion of the book schedule to a "clipboard." Next 
you will type an appropriate letter, and copy the text from the " clipboard" to the letter. 

First you will copy the reading list to Apple Works' Clipboard. 

Place your cursor en the Jin January on Line 5. 

Hold down and press: 

starts COPY command 

selects To clipboard (cut) Option 

Press your down cursor key until you have highlighted the list of readings just below the last book 
on the list (The World as Will and Idea). 

I RETURN I copies the highlighted text to the Clipboard 

Now you are going to type the letter, so you will need a clear working screen. Press : 

places you in the Main Menu and hi{ihlights the first Option: 
Add files to the Desktop 

I RETURN I displays Add f iles Menu 

Place your cursor on the third Option, Word Processor and press: 

I RETURN I places you in the Word Processor Menu and highl ights the first Option: 
From scratch 

I RETURN I requests a file name 

book letter file name 

I RETURN I displays a clear working screen 

Type in the letter as illustrated in Figure 3. 

Now you must save your letter. Press: 

places you in the Main Menu 

Place your cursor on the third Option , Save Desktop files to disk and press: 

I RETURN I displays Save files Menu 
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Mr. William F. Aho 
c/o The Great Books Discussion Group of Cloquet 
70 Iris Road 
Cloquet, Minnesota 55720 

Dear Mr. Aho: 

Here is the list of readings you requested: 

We do not anticipate any changes in the selections at this 
time. 

Sincerely, 

Cindy Rose, Moderator 
Great Books Discussion Group 

Figure 3 

Place your cursor on the file you wish to save, in this case, book letter. 

I RETURN I 

I RETURN I 

displays the name of your file , book letter, and highlights the first 
option, Save the file on the current disk 

saves the file 

returns you to your working screen 

You will now insert the list of readings that you previously saved to the clipboard into the 
appropriate place in the letter. 

Place your cursor on the Win We on Line 10. 

Hold down and press: 

starts COPY command 

selects From Clipboard (paste) Opt ion and inserts the text 

Your document should now look like Figure 4. 
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Mr. William F. Aho 
c/o The Great Books Discussion Group of Cloquet 
70 Iris Road 
Cloquet, Minnesota 55720 

Dear Mr. Aho: 

Here is the list of readings you requested: 

January readings: 

Heart of Darkness 

A Visit to the Museum 

February readings: 

The Tempest (Act Two] 

The Loneliness of the 
Long Distance Runner 

March Readings: 

Death in Venice 

The World as Will and Idea 

Conrad 

Nabakov 

Shakespeare 

Sillitoe 

Mann 

Schopenhauer 

We do not anticipate any changes in the selections at this 
time. 

Sincerely, 

Cindy Rose, Moderator 
Great Books Discussion Group 

Figure 4 
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SAVING 

Before saving your document, check to see that you have placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier in this exercise. 

Hold down and press : 

saves the document 

PRINTING · 

To print your document, 

Hold down and press: 

starts PRINT command 

Leave your cursor on Beginning and press: 

I RETURN I displays: 
Where do you want to print the file? 

Place your cursor on the printer you wish to print to and press : 

I RETURN I displays How many copies? 

Type in the number of copies you want printed. 

I RETURN I prints the document 

·. 
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CHAPTER FIVE 

DESCRIPTION . 

The AppleWorks' Enter Keyboard Option allows you to set up your printer so that the printer will 
stop, allowing you to type information directly to the printer. Your printer will start printing again, 
stopping at points you have previously designated, so that you may again add more information. 

This Apple Works' Enter Keyboard Option will be useful when you need hundreds of the same letter 
sent out to different consumers and each letter needs to be personalized. 

AppleWorks' simple method of setting up top margins will be presented as a useful ingredient in 
formatting your letter. 

OPERATIONS PEl~FORMED _ 

Loading in the Sample Diskette 

Typing in the Document 

Setting Top Margins 

Using the Enter Keyboard Option 

Saving 

Printing 
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FUNCTION USED 

o m 
COMMANDS USED 

moves cursor to upper left-hand corner of text 

se lects Printer Options 

starts PRINT command 

saves the document 

LOADING THE SAMPLE DISKETTE 

If you have purchased this book with the Sample Diskette, use the following instructions to load the 
document illustrated in Figure l . 

Place the diskette into Drive 2 and press: 

places you in the Main Menu and highlights the first option: 
Add files to the Desktop 

I RETURN I displays Add files Menu and highl ights the first option: 
The current disk: Drive 2 

I RETURN I displays AppleWorks files 

Dear 

Congratulations! You are among those chosen to sample 
our new revolutionary method of cleaning your carpet. This 
is not just any carpet cleaning offer, , this is "Ralph's 
Deep-Scrub," a patented carpet cleaning method which goes 
deep down into any grade of fibre and restores it to its 
qriginal lustre and vibrance. 

Interested? To receive this fantastic FREE offer, 
simply drop the enclosed card in a mailbox and one of our 
professional cleaning representatives will contact you. We 
will be expecting to hear from you soon, 
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Kenneth Adams, Vice-President 
Carpet Cleaners of America 
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Place your cursor on Consumer Letter. 

I RETURN I loads the document (Consumer Letter) onto your screen 

Now that you have loaded Consumer Letter, remove the Sample Diskette from Drive 2, and 
replace it with a formatted data diskette, so that later you will be able to save your corrected 
document on it. 

Skip over the next section entitled Typing in the Document, and go down to the paragraph titled 
Setting Margins on Page 58. 

TYPING IN THE DOCUMENT 

If you have purchased this book without the Sample Letter Diskette, you will need to type it in. 

Be sure you have placed a formatted data diskette in Drive 2, so that later you will be able to save 
your corrected document on it. 

In order to type in a new document, you will need to start " From scratch. " To do this, press: 

places you in the Main Menu and highlights the first option: 
Add files to the desktop 

I RETURN I pl aces you in the Add files Menu and highlights the first option: 
The current disk: Drive 2 

Move your cursor to the third option, Word Processor, and press: 

I RETURN I 

I RETURN I 

Consumer Letter 

I RETURN I 

displays Make a new file and highlights the first option, From scratch 

displays Type a name for this new file: 

fi le name 

places you in your blank working screen 

Leave your cursor on the upper left-hand corner of your screen, on Line 1, and type: 

Dear 

Press: I RETURN 11 RETURN I 

Press: ITABI 

Continue typing in the document as illustrated in Figure 1. 

After you have finished typing, to move your cursor to the top of your screen, 

Hold down and press: 

o m moves cursor to upper left-hand corner of your text 
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SETTIN~ TOP MARGINS 

Since this is a short letter, the only margin you need to change is the top margin. You will change the 
top margin to I inch . 

To do this, 

Leave your cursor in the upper left-hand corner of your screen. 

Hold down a nd press : 

starts PRINTER OPTIONS command and displays Option: 

The AppleWorks default for the top margin is 0.0, which means that the top margin is 
automatica lly set at 0 inches . 

..-------- - ---NOTE ____ _____ ~ 

In the highl ighted default line above the printer options, the top 
margin default is di splayed as TM = 0.0. 

To change the setting o f the top margin to I inch, type: 

I RETURN I 

I RETURN I 

selects Top Margin Option 

displays Inches: 

number of inches 

displays at the top of your working screen: 
--------Top Margin: 1.0 inches 

..------------ NOTE------------. 

In the high l ighted default line above the printer options the top 
margin is now displayed as TM = 1.0. 

returns you to your working screen 

USING THE ENTEi{ KEYBOARD OPTION 

Your boss wants hundreds of these letters sent out. Each one will be sent to a different consumer, so 
you nee~ to personalize each letter . 

Place your cursor on the r in Dear. Press: 

right cursor key, moves cursor two spaces to the right. 

Hold down and press: 

starts PRINTER OPTIONS command and displays Option: 

selects Enter Keyboard option 

I RETURN I Inserts a " at the top of your working screen after the word Dear 
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returns you to your working screen 

Place your cursor on Line 6, on the second comma (,) a fter the word offer. 

Hold down and press: 

starts PRINTER OPTIONS command and displays Option: 

selects Enter Keyboard option 

I RETURN I inserts a /\ in between the two commas 

returns you to your working screen 

Scroll down to the second paragraph. 

Place your cursor on Line 14, on the comma, and press: 

right cursor key, moves cursor two spaces to the right 

Hold down and press: 

starts PRINTER OPTIONS command and displays Option: 

selects Enter Keyboard option 

I RETURN I inserts a /\ at the end of the paragraph 

returns you to your working screen 

You are ready to begin printing your document. 

Hold down and press: 

starts PRINT command 

Leave your cursor on Beginning and press: 

I RETURN I displays: 
Where do you want to print the flle? 

Place your cursor on the printer you wish to print to and press: 

I RETURN I 

I RETURN I 

Type: 

Mrs. Paterson, 

displays How many copies? 

displays at the bottom of your screen Information? 

information to be added 

I RETURN I prints added information and continues to print the document 
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When the printer stops again, you will see displayed': 
Information? 

Type: 

Lois information to be added 

I RETURN I prints added information and continues to print the document 

When the printer stops again, you will see displayed: 
Information? 

Type: 

Mrs. Paterson! 

I RETURN I 

information to be added 

prints added information and continues to print the document unti l 
completed 

Your printout should now look like Figure 2. 

Dear Mrs. Paterson, 

Congratulations! You are among those chosen to sample 
our new revolutionary method of cleaning your carpet. This 
is not just any carpet cleaning offer, Lois, this is 
"Ralph's Deep-Scrub." a patented carpet cleaning method 
which goes deep down into any grade of fibre and restores it 
to its original lustre and vibrance. 

Interested? To receive this fantastic FREE offer, 
simply drop the ~enclosed' card in a mailbox and one of our 
professional cleaning . representatives will contact you. We 
will be expecting to hear"' frdm . you soon, Mr.s. Paterson! 
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SA\T\G 

If you wish to save your document, 

Check to see that you have placed a formatted data diskette into Drive 2, as you were instructed to 
do earlier in this exercise. 

Hold down and press: 

saves the document 
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CHAPTER SIX 

DESCRIPTION 

In this chapter you will be utilizing Apple Works' Printer Options to indent a letter and change the 
left and right margins. You will also be shown how to eliminate the formatting, if you should 
choose to do so. The setting and clearing of tabs will also be demonstrated. 

AppleWorks has an interesting option called Group End and Group Begin which you will use in 
order to keep a particular group of words intact, so that they will not be separated when you print 
them out. 

Finally, you will be shown how to employ AppleWorks' Help option, and how to change the name 
of a file you are currently working on. 

OPERATIONS PERFOl~MED 

Loading the Sample Diskette 

Typing in the Document 

Indenting 

Changing the Left and Right Margins 

Eliminating the Formatting 

Clearing and Setting Tabs 

Using Group End and Group Begin Options 

Using AppleWorks' Help Option 

Changing a File Name 

Saving 
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COMMA~DS lJSE() 

0 rnJ 
Q[Q] 

oreJ 
o~ 
(j ITl 
0 ITABI 
Q[YJ 

o~ 
Q[l] 

starts Change Filename command 

selects Printer Options command 

starts PRINT command 

saves the document 

starts Modify Tab Stops command 

moves your cursor backward on the tab stops 

deletes to end of line 

displays the formatting you have created on your working screen 

.displays the list of AppleWorks' commands 

LOADl'.\JG THE SAMPLE DISKETTE 

If you have purchased this book with the Sample Diskette, use the following instructions to load the 
document illustrated in Figure I . 

Place the Sample Diskette in Drive 2 and press: 

I RETURN I 

I RETURN I 

places you in the Main Menu and highl ights the f irst option, Add files 
to the Desktop 

displays Add files Menu and highlights the first option, The current 
disk: Drive 2 

displays AppleWorks files 

Place your cursor on Prlzeletter. 

I RETURN I loads the document (Prizeletter) onto your screen 

Now that you have loaded Prlzeletter, remove the Sample Diskette from Drive 2, and replace it 
with a formatted data diskette, so that later you will be able to save your corrected document on it. 

Skip over the next section entitled Typing In the Document, and go down to the paragraph tit led 
Indenting on Page 65. 

TYPl:'\C l'.'j ·111E OOCUME:\T 

Be sure you have placed a formatted data diskette in Drive 2, so that later you will be able to save 
your corrected document on it. 

In order to type in a new document, you will need to start " From scratch. '' To do this, press: 

I RETURN I 
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. , 
Dear Mrs. Aho, 

Congratulations! You have won first prize in the Farmer's 
Wife Magazine contest and the .following · prizes are yours. 

Free rug cleaning for a year for your home with the amazing 
new lnsta-Rug Cleaning Machine. ' 

A new Magic Blend Blender. the tilender that does everything 
from making your breakfast to canninQ your beans. 

A two-year subscription to our magazine. the one preferred 
by today's modern farm wife. ,. ,. 

,14 \ 

i • ' ' 

Yes, Iris, all this is yours! The certificates for these 
prizes will be arriving at your home within the · next two 
weeks. So watch your mail! 

Sincerely, 

Steve K. Johnson, Contest Coordinator 
Farmer's Wrre Magazine 

Figure 1 

# \ ( .. , 

Move your cursor to the third option, Word Processor, and press: 

I RETURN I displays Make a new file and highlights the first option, From scratch 

I RETURN I displays Type a name for this new file: 

Prize Letter file name 

I RETURN I places you in the blank working screen 

Leave your cursor on the upper left-hand corner of your screen, o n Line l, and stare typing in the 
sample letter as illustrated in Figure I. 

INDENTING · 

You have decided that your letter to the prize winner would be improved in appearance if the prizes 
were numbered, and the section mentioning the prizes were indented. 

·~ 

Place your cursor on the first character on Line 6. 
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Hold down and press: 

I RETURN I 

I RETURN I 

starts PRINTER OPTIONS command and displays Option: 

selects Indent Option 

displays Chars: 

number of characters to indent 

displays on your working screen (above the section you want to 
indent): --------Indent: 5 chars 

returns you to your working screen 

AppleWorks' Indent Option creates a hanging indent, thus the first line of each paragraph will not 
be indented. 

Now you will number the prizes. To do this, 

Leave your cursor on the Fin Free on Line 7 and type: 

number of first prize 

Press your Space Bar three times . 

Place your cursor on the first character, the A, on Line 10 and type: 

number of second prize 

Press your Space Bar three times. 

Place your cursor on the first character, the A, on Line 14 and type: 

number of third prize 

Press your Space Bar three times. 

Observe that when you typed in the number 3 and pressed your Space Bar three times, Apple Works' 
wraparound function automatically brought down the word preferred to the next line, and 
automatically indented it, because of the Indent Option which you previously employed. 

So that the balance of the letter will not be indented, you will perform the following procedure: 

Place your cursor on the first character, the Y, on Line 17. 

Hold down and press: 

starts PRINTER OPTIONS command and displays Option: 

selects Indent Option 

I RETURN I displays Chars· 
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number of characters to indent 

displays on your working screen (below the section you Indented): 
--------Indent: 0 chars 

returns you to your working screen 

CllA:\(;l:\G TllE LEFJ A~O IUGHT i\L\JH;l'\S 

The prize information would stand out better if it were formatted with a narrower margin than the 
rest of the letter. To do this, 

Place your cursor on the number 1 on Line 7. 

Hold down and press: 

I RETURN I 

I RETURN I 

I RETURN I 

I RETURN I 

starts PRINTER OPTIONS command and displays Option: 

selects Left Margin Option 

displays Inches: 

number of inches 

displays on your working screen (above the section you Indented): 
--------Left Margin: 2.0 Inches 

selects Right Margin Option 

displays Inches: 

number of inches for right margin 

displays on your working screen (above the section you Indented): 
--------Right Margin: 2.0 Inches 

returns you to your working screen 

Now you must reformat the information below the prizes. to do this, 

Place your cursor on the Yin Yes on Line 23 . 

Hold down and press: 

I RETURN I 

I RETURN I 

I RETURN I 

starts PRINTER OPTIONS command and displays Option: 

selects Left Margin Option 

displays Inches: 

number of inches 

displays on your working screen (below the section you Indented): 
--------Left Margin: 1.0 Inches 

selects Right Margin Option 

displays Inches: 
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number of inches 

I RETURN I displays on your working screen (below the sect ion you indented): 
--------Right Margin: 1.0 inches 

returns you to your working screen 

Your letter should now look like Figure 2. 

Dear Mrs. Aho, 

Congratulat[ons! You haye won first prize in the Farmer's 
Wife Magazine contest and the following prizes are yours. 

1. , 

3 . 

• 4 p ~~ . 
Free rug cleaning for a year for 
your home with the amazing new 
lnsta-Rug Cleaning Machine. 

A new Magic Blend Blender; ·the 
blender that does everything · from 
making your breakfast to canning 
your beans. 

A two-year subscription to our 
magazine. the one preferred by 
today's modern farm wife. 

Yes. Iris, all this is yours! The certificates for these 
prizes will be arriving at your home within · the ·next two 
weeks. So watch your mail! 

Sincerely, 

Steve K. Johnson, Contest Coordinator 
Farmer's Wife Magazine 

Figure 2 
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ELIMINATING THE FORMATTl:'\I(; 

If you later decide that you no longer wish to have any paragraphs indented, or if you decide you 
would like to go back to your original margins, you may delete the printer options by pressing: 

starts ZOOM IN command and displays the formatting you have 
created on your working screen 

Place your cursor on the option you wish to delete. 

Hold down and press: 

starts DELETE command and highlights the option 

I RETURN I deletes the option 

starts ZOOM OUT command, eliminates the formatting display 

CLEARING AND SETTING TABS 

At the top of your screen you will see short vertical lines set at every five spaces. Each vertical line 
represents a tab stop. 

To clear and set tab stops, 

Hold down and press: 

starts MODIFY TAB STOPS command and locates your cursor at the 
upper left-hand corner of your screen, on the ruler 

Your cursor now takes the shape of a blinking rectangle. 

To clear a tab stop: 

Using your right cursor key, move to the first tab stop (the fir~t vertical line) and press: 

clears the first tab stop 

Using your right cursor key, move to the next tab stop and press: 

clears the next tab stop 

To clear all of the tab stops simultaneously, 

Leave your cursor on any location on the ruler, and press: 

clears all tab stops 

To set a tab, 

Using your right or left cursor keys, move your cursor to the place where you want to set a.tab stop 
and press: 

sets a tab stop 
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To set another tab stop, 

Using your right or left cursor keys, move your cursor to the place where you want to set another 
tab stop and press: 

sets another tab stop 

returns you to your working screen 

Leave your cursor on the first character of any line, and press: 

moves your cursor forward to the second tab stop 

Hold down and press: 

moves your cursor backward on the tab stops 

USING GROUP END AND GROUP HEGIN OPTIONS 

There are times when you will have a section of text you do not want separated when it is printed 
out, for example, the two lines below the signature at the bottom of your letter. This is an occasion 
when you will utilize Apple Works' Group End and Group Begin Options. 

Place your cursor on the S in Steve at the bottom of your letter (the first character of the group of 
words you want to remain together.) 

Hold down and press: 

I RETURN I 

starts PRINTER OPTIONS command and displays Option: 

selects Group Begin Option 

displays above the group on your working screen 
--------Group Begin 

ret urns you to your working screen 

Place your cursor on the blank line below the group of words. 

Hold down and press: 

I RETURN I 

starts PRINTER OPTIONS command and displays Option: 

selects Group End Option 

displays below the group on your working screen 
--------Group End 

returns you to your working screen 

The group you have designated will remain together. When you print your document, Apple Works 
wi ll not separate the group. 

USING APPLEWORKS' HELP OPTION 

To see a list of Apple Works' Apple commands, 

Hold down and press: 
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displays the list of AppleWorks' commands 

Use your down cursor keys to move down the list and see all of the options. 

returns you to your working screen 

CHANGING A FILE NAME 

You will observe that the name of the file you are currently working on is displayed at the upper 
left-hand corner of your screen, above the ruler. 

You have decided to change the name of your file, 

Hold down and press: 

starts CHANGE FILENAME command and displays 
Type flle name: 

Type in the name of your choice. 

To delete the old name, 

Hold down and press: 

Q [Y] 

lRETURNI 

SAVING 

deletes to end of file 

changes the file name and returns you to your working screen 

Note: the file name at the upper left-hand corner of your screen, above 
the ruler, has now been changed 

Before saving your document, check to see that you have placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier in this exercise. 

Hold down and press: 

saves the document 

PRINTING 

To print your document, 

Hold down and press: 

starts PRINT command 

Leave your cursor on Beginning and press: 

I RETURN I displays: 
Where do you want to print the flle? 

Place your cursor on the printer you wish to print to and press: 

I RETURN I displays How many cop~es? 

Type in the number of copies you want printed. 

I RETURN I prints the document 
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There will be times when you will need to access a Spreadsheet Document so that you may combine 
it with a Word Processor document. 

For example, perhaps you have received a request from a potential investor for some particular 
stock activities. 

First you will have your secretary write a letter, using Apple Works' Word Processor program. 

Now you want to combine the letter she has written with the Spreadsheet which contains the stock 
information. · 

Use the following directions to perform the operation. 

Start the access operation from the Main Menu. 
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ACCESSING THE SPREADSHEET 

To insert a Spreadsheet document into a Word Processing document, 

First place the data diskette containing the Spreadsheet information into Drive 2. Then press: 

places you in the Main Menu and highlights the first option: 
Add files to the D6sktop 

I RETURN I displays Add files Menu and highlights the first option: 
The current disk: Drive 2 

I RETURN I displays AppleWorks' files 

Place your cursor on the Spreadsheet you wish to access and press: 

I RETURN I loads the Spreadsheet onto your screen 

Hold down and press: 

displays: Print? and highlights the first option, All 

selects All option and displays: 
Where do you want to print the report? 

Move your cursor down to the fourth option, The Clipboard (for .the Word Processor), and 
press: 

I RETURN I 

I RETURN I 

I SPACE BAR I 

displays: Type report date or press Return: 

places the spreadsheet information on the clipboard, and assures you 
that you may now move it onto your Word Processor document 

returns you to the Spreadsheet document 

Now place the diskette containing the Jetter which you previously created with AppleWorks' Word 
Processor, into Drive 2, and press: 

places you in the Main Menu and highl ights the first option: 
Add files to the Desktop 

I RETURN I displays Add files Menu and highlights the first option: 
The current disk: Drive 2 

I RETURN I . disp lays AppleWorks' files 

Place your cursor on the Word Processor document you wish to access and press: 

I RETURN I loads the Word Processor document onto your screen 

Move the cursor to the place where you want to insert the Spreadsheet document. 
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Hold down and J?ress : 

selects the Copy option and displays Copy Text? 

selects From clipboard (paste) option and inserts the Spreadsheet 
document into the Word Processing document 

.------------- NOTE ________ _ _, 

SAVING 

Observe that the Spreadsheet margins changed when it was 
inserted into the Word Processor document, to conform to the 
Word Processor document's margins. 

When inserting a Spreadsheet document, it is advisable to 
consider whether or not the Word Processor margins will accept 
the entire width of your Spreadsheet. You may have to adjust 
either the margins of the word Processor document, or the 
margins of the Spreadsheet, whichever is most convenient. 

Before saving your document, check to see that you have placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier in this exercise. 

Hold down and press: 

saves the document 

PIUNTING 

To print your document, 

Hold down and press: 

starts PRINT command 

Leave your cursor on Beginning and press: 

I RETURN I displays: 
Where do you want to print the file? 

Place yoar cursor on the printer you wish to print to and press: 

I RETURN I displays: How many copies? 

Type in the number of copies you want printed. 

I RETURN I pri nts the document 
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INTRODUCTION TO SPREADSHEET 

The exercises in this section of The Power Of: AppleWorks have been purposely designed to pro
vide an opportunity to easily follow the logic of AppleWorks' functions and commands, and then 
apply those functions and commands to specific problems. 

Each exercise in The Power Of: AppleWorks' spreadsheet section is self-contained. Each 
demonstrates some special ability or abilities that will broaden your knowledge and skills in using 
Apple Works' spreadsheet program as a problem-solving tool for your special applications. 

The AppleWorks' spreadsheet format is arranged on the computer screen in columns and rows. The 
worksheet format is illustrated below in Figure 1. 

The AppleWorks worksheet columns are identified by letter designations, the rows by numbers. 
Each position where a column and row intersect is a "cell" location. Visualizing your worksheet as 
a street map, you can locate any cell on your worksheet using a letter and a number designation 
(such as B4) to identify its distinctive column and row intersection. 

The relationships between values in cells on your worksheet are determined by simple instructions 
entered into the coordinates in the form of algebraic formulas . (Don't get panicky; that just means 
(a + b) and other similar expressions.) By visualizing the street map grid image and following the 
exercises, you will easily and quickly catch on to the power of Apple Works and how it can work for 
you. 

file: tHt REY I Ell/ AOD/CHAN8E Esc1pe: "•in "'nu 
===---=A:t--:a:cc&--==::c:ztu:::=D===am:£mnu===.:.:f-a:~aa::6:::=:;=ff===; 

t: 
2: 
3l 
41 
5: 
6: 
1: 
e: 
9: 

10: 
11 : 
12: 
13: 
14: 
15: 
16l 
171 
18: 

Al 

Type entry or use A tDINllds A-? far Help 

Figure 1 

You will see displayed at the bottom of the screen, at the lower right-hand corner: A-? for Help 

Anytime you need help, and wish to see a list of the spreadsheet Apple commands, hold down the 
O key and press ? 
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EXERCISE ONE 

ACCOUNTS PAYABLE 

DESCRIPTION 

An Accounts Payable worksheet has been set up which calculates the particular discount amount 
for each customer and the amount of net payable. Then the totals of the invoice amounts, the 
discount amounts and the net payable amounts are totalled . 

Once the worksheet has been set up, it can be used each month for entering new accounts and new 
invoicing in formation. 

You will be sorting the account names on your worksheet, as well as splitting the screen with 
Apple Works' Window command. 

OPERATIONS PERFORMED 

Loading the Sample Diskette 

Starting a Worksheet from Scratch 

Setting up the Worksheet Format 

Entering Mathematical Formulas 

Making Worksheet Entries 

Sorting the Account Names 

Windows 
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Setting and Removing a Fixed Titles Area 

Saving 

Preparing the Worksheet for the Next Month's Entries 

Saving Under a Different Name 

Setting Up Your Printer 

Printing 

FUNCTIO~S USED 

@SUM 
!CONTROL I [Y] 

COMMANDS USED 

d!Al 
ocru 
ol:9J 
d IBJ 
QQ] 
d UJ 
drEJ 
d[ru 
d[I] 
Q[W 

om 

deletes to end of line 

Arrange Command 

Blank Command 

Copy Command 

Prints entire contents of screen 

Jump Command 

Layout Command 

Print Command 

Displays Desktop Index 

Titles Command 

Window Command 

moves cursor to top of worksheet 

LOADING THE SAMPLE DISKETTE 

If you have purchased this book with the Sample Diskette, which contains all the labels and 
formulas already entered, use the following instructions to load the worksheet (illustrated in 
Figure 2, Page 86) into your computer. 

First you will load the Apple Works Program into your computer. 

You will see the Main Menu displayed on your screen. 
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The first option, Add files to the Desktop, will be highlighted, so press: 

I RETURN I displays options 

Note: If you do NOT see displayed at the upper left-hand corner 
of your screen the words: 
Disk: Drive 2, 

Place your cursor on the 2nd option, A different disk 

I RETURN I displays disk drives 

Place your cursor on the 2nd option, Drive 2 

IRETURNI 

I RETURN I 

highlights 1st option, 
T~e current disk:, Drive 2 

displays a list of t he files on the Sample 
Diskette. (Skip the next note and go down to 
th~'paragraph below) 

Note: If you see Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 

Leave your cursor on the 1st option, The Current disk: 
Drive 2 

I RETURN I displays a list of the files on the Sample 
Diskette 

Place your cursor on the file you wish to load into your computer, in this case, AcctsPayable, and 
press: 

I RETURN I loads AcctsPayable onto your screen 

Now skip the next paragr aph entitled Starting From Scratch, and go to the paragraph entit led 
Making Worksheet Entries , on Page 89. 

STARTING A WORKSHEET FROM SCRATCH 

After loading A pple Works into your computer, you will see the Main Menu displayed on your 
screen. 

The first option, Add files to the Desktop, will be highlighted. 

Press: 

I RETURN I displays Add Files menu 

Place your cursor on the 5th option, Spreadsheet. 

I RETURN I 

I RETURN I 

displays 
Make a new file: 
and highlights: 
From scratch 

requests a f ile name 
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Your file name must consist of no more than J 5 characters. Example: 

Accounts file name 

I RETURN I displays your working screen 

At the top of the screen, in the upper left-hand corner, you will see your file name displayed. 

At the top of your screen , in the center, you will see the words: REVIEW I ADD/ CHANGE. You 
are now ready to set up your worksheet. 

SETTING UP THE WORKSHEET FORMAT 

To set up your worksheet, use the following directions, copying Figure l, retaining exact row and 
column locations of all information. 

=========A===========B====~======C===========D===========E===========F====== 
1: Account Invoice Invoice Discount Discount Net 
2: Na1e Aaount Date Percent Aaount Payable 
3:------------------------------------------------------------------------
4: 
5: 
bl 
7: 
e: 
9: 

10: 
11: 
121======================================================================== 
13lTotal 

[ 

Figure 1 

The first operation will be to expand the width of all the columns on your worksheet to 12 
characters. 

.....---------- NOTE _________ ~ 

When AppleWorks is first loaded into the computer, each column 
has a default width of 9 characters. 
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Place your cursor on column A. 

Hold down and press: 

starts LAYOUT command 

selects Columns option, and highlights column A 

Using your cursor key, move your cursor to column F. 

I RETURN I prepares to receive additional information 

selects Column width option 

Hold down the O key and press: 

right cursor key, expands column width by 3 characters 

Note: Each time you press the right cursor key your co lumn(s) 
will expand by one character. 

Each time you press the left cursor key your column(s) will 
decrease by one character. 

I RETURN I executes the command and expands the width of all columns to 12 

Type in the labels in Rows 1, 2 and 13 as illustrated in Figure 1. 

Now that you have typed in your labels, you will center the labels in Rows 1 and 2. 

Place your cursor on A 1. 

Hold down and press: 

starts LAYOUT command 

selects Block option 

Move your cursor to F2. The screen will reverse to show you the area being centered. 

I RETURN I prepares to receive additional information 

selects Label format option 

selects Center option and centers the labels 

To enter the dashed line on Row 3, on your worksheet, 

Place your cursor on A3 and type: 

~ quotation mark - prepares cell for label 

------------ twelve dashes (do not use the shift key) 

I RETURN I accepts the label 
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The column your cursor is on will now have a line or dashes across its width. To extend the dashed 
line in the same row across the remaining columns, 

Leave your cursor on A3 . 

Hold down and press: 

starts COPY command 

selects Within worksheet option 

I RETURN I accepts source 

Move your cursor to B3, first cell to copy into. 

ellipsis - indicates from-to 

Move your cursor across Row 3 to Column F. 

I RETURN I executes the command and places a dashed line across Row 3 

To enter the double-dashed line on Row 12, 

Place your cursor on A 12 and type: 

I RETURN I 

quotat ion mark - prepares cell for label 

twelve equal signs ( =) 

accepts label 

The column your cursor is on will now have a double-dashed line across its width. To extend the 
double-dashed line in the same row across the remaining columns, 

Leave your cursor on A12. 

Hold down and press: 

starts Copy command 

selects Within worksheet option 

I RETURN I accepts source 

Move your cursor to B12, first cell to copy into. 

ellipsis - indicates from-to 

Move your cursor across Row 12 to Column F. 

I RETURN I executes the command and places a double-dashed line across 
Row 12 

To format some of the cells on your worksheet to display in dollars and cents, 

Place your cursor on B4. 
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Hold down and press: 

om 
[[) 

starts LAYOUT command 

selects Block option 

Accounts Payable EXERCISE 1 

Move your cursor to Bl 1. The screen will reverse to show you the area being formatted. 

I RETURN I prepares to receive additional information 

[Y] selects Value format option 

selects Dollars option, and requests number of decimal places 

number of decimal places 

lRETURN l 

Place your cursor on E4. 

Hold down and press: 

o m 
[[) 

executes the command 

starts LAYOUT command 

selects Block option 

Move your cursor to Fl 1. The screen will reverse to show the area being formatted. 

I RETURN I prepares to receive additional information 

[Y] selects Value format option 

!ID selects Dollars option, and requests number of decimal places 

~ number of decimal places 

lRETURN I 

Place your cursor on B13. 

Hold down and press: 

om 
[[) 

executes the command 

starts LAYOUT command 

selects Block option 

Move your cursor to Fl3. The screen will reverse to show the area being formatted. 

I RETURN I prepares to receive additional information 

[Y] selects Value format option 

[Q] selects Dollars option, and requests number of decimal places 

number of decimal places 

executes the command 
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Now you will format Column D so that it will read as a percent. 

Place your cursor on 04. 

Hold down and press: 

d IIl 
[ID 

starts LAYOUT command 

selects Block option 

Move your cursor to Dl I . The screen will reverse to show the area being formatted. 

I RETURN I prepares to receive additional information 

selects Value format option 

selects Percent opt ion, and requests number of decimal places 

number of decimal places 

I RETURN I executes the command 

Your worksheet should now look like Figure I. 

ENTERING MATHEMATICAL FORMULAS 

You wi ll now enter the mathematical formulas that will establish the relationship between column 
and row positions. The formulas and their positions are illustrated in Figure 2. 

=========A===========B===========C===========D===========E===========F====== 
1: Account 
2: Na1e 

Invoice 
A1ount 

Invoice 
Date 

Discount 
Percent 

Discount 
A1ount 

Net 
Payable 

3:------------------------------------------------------------------------
4: .,. •. ,.,., I +84tD4 j ) $0. 00 $0. 00 
s: $0.00 $0.00 
b: +B4-E4 $0.00 $0.00 
7: $0. 00 $0.00 
a: so.oo so.oo 
9: $0. 00 $0. 00 

10: $0.00 $0. 00 
11! so.oo $0.00 
12:======================================================================== 
13!Total S0.00 ~@SUll!B3.B12l I $0.00 $0.00 

Figure 2 
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Formula one, in the Discount Amount column, multiplies the Invoice Amount by the Discount 
Percent. 

Place your cursor on E4 and type: 

+ prepares the cell to accept a numeric expression 

84 invoice Amount 

multiplies 

04 Discount Percent 

!RETURN ! enters the formula 

Formula two, in the Net Payable column, subtracts the Discount Amount from the Invoice 
Amount. 

Place your cursor on F4 and type: 

+ prepares the cell to accept a numeric expression 

84 Invoice Amount 

subtracts 

E4 Discount Amount 

I RETURN I enters the formula 

Now you will copy the two formulas just entered down their respective columns. 

Place your cursor on E4. 

Hold down and press: 

starts COPY commang 

/ 
selects Within. works~eet option 

' 
Move your cursor to F4. The screen will reverse to indicate the area being copied. 

!RETURN! accepts source and prepares to receive additional Information 

Move your cursor to E5, first cell to copy into. 

ellipsis - indicates from-to 

Move your cursor to El I, last cell to copy into. 

I RETURN I prepares to receive additional information 

tells the command to copy the cell address in the formula relative to its 
new location 

Formula three, in the Total Row, the Invoice Amount column, adds the values in the Invoice 
column. 
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~---------NOTE _________ _, 

When entering formula three, or any other formula, you have the 
option of using a different method to enter the formula. 

In the formula you are about to enter, Formula three, you will 
employ this different method. 

YOU WILL USE YOUR CURSOR KEY TO GO TO the cells you wish 
to include in your formula. Note that when you use this method, it 
is not necessary to actually type the cell location. 

Place your cursor on B 13 and type: 

@ SUM( starts SUM function 

Move your cursor to B3, first cell in list to add. 

• ellipsis - indicates from-to 

Move your cursor to Bl2, last cell in list to add 

I RETURN I prepares to receive additional information 

parenthesis, closes list 

I RETURN I enters the formula 

Next copy the formula just entered across the row into Columns E and F. 

Leave your cursor on Bl3. 

Hold down and press: 

starts COPY command 

selects Within Worksheet option 

I RETURN I accepts source 

Move your cursor to El3, first cell to copy into. 

ellipsis - Ind icates from-to 

Move your cursor to Fl3, last cell to copy into. 

I RETURN I prepares to receive additional information 

tells the command to copy the cell address in the formu la relative to its 
new location 

Your worksheet should now look like Figure 2. 
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MAKING WORKSHEET ENTRIES 

Using the following instructions you will now make entries into your worksheet as illustrated in 
Figure 3. 

Place your cursor on A4. 

Type in the account name. 

I RETURN I enters the account name 

Place your cursor on 84. 

Type in the invoice amount. 

I RETURN I enters the invoice amount 

To type the invoice date into C4, use the following directions. 

Place your cursor on C4 and type: 

quotation mark, prepares cell to accept label 

Next, press your space bar three times (to indent the label) and type: 

3·12·83 label 

I RETURN I e nters the label 

Now place your cursor on D4 and type: 

.02 discount percent 

I RETURN I enters the value 

Place your cursor on A5, and continue entering the text and values into columns A, B, C and D . 

.------ - ----NOTE _______ __ _, 

Never enter values into cells which contain formulas, or the 
formulas wi ll be erased. 

After you have entered all your values, your worksheet should look like Figure 3. 
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=========A===========B===========C===========D===========E===========F====== 
1l Account Invoice Invoice Discount Discount Net 
2: Naae A1ount Date Percent A1ount Payable 
3:-----------------------------------------------~------------------------

4lRudolph Co ssoo.oo 3-12-83 21 uo. 00 S490.00 
5lAc1e Co $225.00 3-13-B3 21 S4.50 $220.50 
b: Industrial S33b.OO 3-14-B3 51 Sib.BO $319.20 
7:Training Co S77B.4B 3-15-B3 51 $3B.92 S739.5b 
8: Cl eve land $472.00 3-17-B3 Bl $37.76 $434.24 
9lCentral Inc $9BB.43 3-24-B3 21 $19.77 $9bB.bb 

lOIAnderson Co $634.00 3-25-83 sx $31.70 $b02.30 
11 :Safety Corp $100.00 3-29-B3 Bl SB.00 $92.00 
12l======================================================================== 
13:Total $4,033.91 Slb7.45 S3,Bbb.4b 

Figure 3 

SORTING THE ACCOUNT NAMES 

If you wish to sort your account names so that they wi ll appear in alphabetical order, 

Place your cursor on A4. 

Hold down and press: 

starts ARRANGE command 

Move your cursor to A 11. The screen will reverse to indicate the area being sorted . 

[!iETORN I 

I RETURN I 

displays: 
Arrange options 
and highlights the first option: 
labels from A to Z 

returns you to your worksheet 

Observe that your account names are now in a lphabetical order. 

Your worksheet should now look like Figure 4. 

~---------NOTE _________ _, 

The Arrange options allow you to sort your labels in two ways: 

From A to Z, or from Z to A. 

You can also sort the values on your worksheet in two ways: 

From 0 to 9, or from 9 to 0. 

90 The Power Of: AppleWorks 



Accounts Payable EXERCISE 1 

====--====A=========.==B==::;,s===:s===.C=====.;====11D::==========E===========F====== 
11 Account Invoice Invoice Discount Discount Net 
21 Nae A1ount Date Percent A1ount Payable 
31'-----------------------------------.:. ______ .; ____________________________ _ 
4:Acae Co $225.00 3-13-83 21 $4.50 $220.50 
SI Anderson Co $634.00 3-25-83 51 $31. 70 $602.30 
6"1Central Inc $988.43 3.-24-83 · 21 Sl9. 77 $968.66 
7:Clevehnd S472.00 3-17-83 BI S37. 76 $434.24 
8: Industrial $336. 00 3-14-83 51 S 16. BO $319. 20 
9:Rudolph Co SS00.00 3-12-83 21 $10.00 $490.00 

101Safety Corp s100 •. ~o 3:~9-83 Bl $8.00 S92.00 
lt:Triining Co S778.48 3-15-83 51 S3B.92 $739.56 
12::::--======r================s============================================== 
13rTotal $4,033.91 S167.45 S3,B66.46 

Figure 4 

WINDOWS 

AppleWorks' Window command allows you to split your screen either horizontally or vertically. 

Splitting the screen on your worksheet has many useful purposes. For example, you may wish to 
examine the discount percents that you are giving to each of your accounts. To utilize Apple Works' 
Window command for this purpose, 

Place your cursor on B4. 

Hold down and press: 

starts WINDOW command 

selects Side-by-side option and splits your screen vertically 

Press your right cursor key six times, which will bring the Discount Percent column to the right of 
the Account Name column. 

Your worksheet should now look like Figure 5, and you will be able to study the information with 
greater ease. 

If you wish to view the Invoice Dates and the Account Names in closer proximity, 

Press your left cursor key five times, and you will observe that the Invoice Date column is now 
directly to the right of the Account Name column. 

To move from one window to the other, 

Hold down and press: 

0 QJ starts JUMP command and moves cursor from one window to the other 
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=========A===============D===========E===========F======== 
1: Ac:c:ount 1: Discount Discount Net 
2: Na1e 2: Percent A1ount Payable I• 

3:------------ 3:------------------------------------
4:Ac11e Co 4: 21 $4.50 $220.SO 
5!Anderson Co 5: 51 $31. 70 $602.30 
b:Central Inc 6: 21 $19.77 S968. 66 
7:Cleveland 7l Bl $37.76 $434.24 
8: lndustr i al e: 51 $16.80 S319. 20 
9!Rudolph Co 91 21 $10.00 $490.00 

10:Safety Corp 10: 81 SB.00 $92.00 
11 :Training Co 11: 5% $38.92 $739.56 
12:============ 12:==================================== 
13: Total 13: $167.45 $3,866.46 

Figure S 

When you have a window on your screen and you wish to print it, 

Hold down and press: 

d [BJ prints the document 

To close the window on your screen, 

Hold down and press: 

starts WINDOW command 

selects One option and eliminates the window on your screen 

SETTING AND REMOVING A FIXED TITLES AREA , 

AppleWorks Jets you set in place a fixed titles area at the top or at the left of your worksheet, or 
both. 

In the fol lowing example, you will set and fix the titles at the top of your worksheet, Rows 1 and 2. 

Place your cursor on A3, 

Hold down and press: 

d ITJ 

ITJ 

starts TITLES command 

selects Top option, and "fixed" the titl es at the top of your page 

Hold down the down cursor key and scroll down your worksheet until the Total Row and the 
double-dashed line are moved up, directly beneath the titles. 

You will observe that the amounts in the Total Row are now underneath your titles and may be 
viewed more easily. 

Your worksheet should now look like Figure 6. 
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=========A===========B===========C===========D===========E===========F====== 
1: Account Invoice Invoite Discount Discount Net 
2: Naae Amount Date Percent Aaount Payable 

12:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: 

13 1Total $4,033.91 S167.4S S3,866.46 

Figure 6 

To remove the fixed title a rea, 

Hold down and press: 

starts TITLE command 

selects None option 

Hold down and press : 

moves your cursor to the top of your worksheet 

You will now want to save your worksheet. 

SAVING 

To save a file which has not been previously saved, used the following directions. 

Place a formatted data diskette in Drive B and press: 

places you in the Main Menu 

Place your cursor on the third option, Save Desktop files to disk, and press: 

I RETURN I 

I RETURN I 

highlights the name of your current fil e 

di sp lays options 
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Note: If you do NOT see displayed at the upper left-hand corner 
of your screen the words Disk: Drive 2, 

Place your cursor on the 2nd option, 
First change to a different disk or directory 

I RETURN I displays disk drives 

Place your cu rsor on the 2nd option , Drive 2 

I RETURN I 

I RETURN I 

highlights 1st option: 
Save the file on the current disk 
and displays: Disk: Drive 2 
in the upper left-hand corner of your screen 

saves the file 

returns you to your worksheet 

Note: If you see Disk: Drive 2 
displayed at the upper left-hand corner of your screen, 

Leave your cursor on the 1st option, and press: 

I RETURN I saves the file and brings you back to the 
Main Menu 

returns you to your worksheet 

Now that your worksheet has been saved, you will want to prepare it for the next month's entries. 

PREPARING THE \VORKSHEET FOR THE NEXT MONTH'S ENTRIES 

Before you can make new entries for the next month, you will erase the values in Columns A, B, C 
and 0. To do this, 

Place your cursor on A4. 

Hold down and press: 

starts BLANK command 

selects Block option 

Move your cursor to DI I. The screen will reverse to show you the area being erased. 

I RETURN I executes the command 

When you used the BLANK command to erase the values in Columns A, B, C and 0, Apple Works 
a lso erased the formatting. 

To restore the formatting, place your cursor on B4. 

Hold down and press: 

starts LAYOUT command 

selects Block option 
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Move your cursor to B 11. The screen will reverse to show the area being formatted. 

I RETURN I prepares to receive additional information 

selects Value format 

selects Dollar option 

number of decimal places 

I RETURN I executes the command 

Now place your cursor on D4. 

Hold down and press: 

starts LAYOUT command 

selects Block option 

Move your cursor to D 11. The screen will reverse to show the area being formatted . 

I RETURN I prepares to receive additional information 

selects Value format 

selects Percent option 

number of decimal places 

I RETURN I executes the command 

Your worksheet is ready and you may make your new entries. 

After making your entries, you will want to save your worksheet again under a different name. 

SAVING UNDER A DIFFERENT NAME 

To save your file under a different name, place the data diskette containing the information in 
Drive Band press : 

places you in the Main Menu 

Place your cursor on the third option (Save Desktop files to disk) and press: 

I RETURN I 

I RETURN I 

I RETURN I 

high lights the name of your current file 

displays: 
You made changes to this file 
and highlights first option: 
Save the file on the current disk 

displays options 

Place your cursor on the second option, Save with a different name. 

I RETURN I displays: 
Type a new name for this file: 
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Your file name must consist o f no more than 15 characters. Example: 

Accounts Two file name 

I RETURN I saves the new file, and brings you back to the Main Menu 

returns you to your worksheet 

SETTING UP YOlJI~ PIUNTER 

To set up your printer, press: 

displays the Main Menu 

Place your cursor on the 5th option, Other Activities. 

I RETURN I displays Other Activities menu 

Place your cursor on the 7th option, Specify information about your printer(s). 

I RETURN I displays Printer Information menu 

Place your cursor on the 2nd option, Add a printer. 

I RETURN I displays a list of printers 

Place your cursor on the name of the printer you are using and press: 

I RETURN I displays at the bottom of your screen: 
Type a name: 

Type in any name you choose. The name must consist of no more than 16 characters. 

I RETURN I displays Slot options, and highlights Slot 1 

The most likely method of access will be Slot 1, so press: 

I RETURN I displays options 

If your printer is one of the printers on AppleWorks' standard list, you probably won't have to 
change any of the values in numbers 1 through 4. However , at this point, you can change any of the 
values depending on your own printer. 

Your printer is now set up, so to return to your worksheet, 

Hold down, and press: 

displays Desktop Index and highlights your current worksheet 

I RETURN I returns you to your current worksheet 

Now that you have set up your printer, you are ready to print your document. 
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PRINTING 

To print your entire document: 

Hold down and press: 

starts PRINT command 

selects All option, and displays: 
Where do you want to print your report? 

The name of the printer you previously specified w ill be highlighted. 

I RETURN I displays: 
Type report date or press Return 

At this point, if you wish to date your worksheet, type in a date. 

~--------NOTE ________ _ 

If a date is already displayed, you will want to first erase it, before 
typing in a new date. To do this, 

Place your cursor on the first character in the date. 

Hold down and press: 

I CONTROL I [Y] deletes to the end of the line 

Now you may type in your new date. 

I RETURN I displays: 
How many copies? 1 

At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. 

I RETURN I prints the document 

To print a portion of your worksheet, for example, if you wish to print only the first three columns 
of information, 

Place your cursor on Al. 

Hold down and press: 

starts PRINT command 

selects Block option 
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Move your cursor to Cl2, the area you wish to print. The screen will reverse to show you the area to 
be printed. 

iBEIUBN l displays: 
Where do you want to print your report? 

The name of the printer you previously specified will be highlighted. 

I BEIUBN l displays: 
Type report date or press Return 

At this point, if you wish to date your worksheet, type in a date . 

iBEIUBN l 

..-----------NOTE ----------. 

If a date is already displayed, you will want to fi rst erase it, before 
typing in a new date. To do this, 

Place your cursor on the first character in the date. 

Hold down and press: 

iCONTBOL l IYJ deletes to the end of the line 

Now you may type in your new date. 

displays: 
How many copies? 1 

At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. 

IBETUBN l prints the document 

...-----------NOTE--------~ 

Once you have set up your printer, as described in the above 
paragraph entitled Setting Up Your Printer, you will not need to 
repeat the procedure. All you need to do is to follow the 
instructions in the above paragraph entitled Printing . 

...----------- NOTE --------~ 
Once you have set up your printer, you can print a copy of the 
entire screen (all the contents on the screen). To do this, 

Hold down and press: 

0 []] prints entire contents of screen 
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DESCRIPTION 

You will set up and maintain a stock portfolio with current and past information on stocks. 

Formulas will be entered which will determine the Purchase Gross, the Market Gross, the Gain $, 
the Gain% , the Expected Return, and the Return Ratio. 

The High and Low Estimates and the Beta percentages in this exercise were taken from the Value 
Line Investment Survey newsletter. 

OPEl~ATIONS PERFORMED 

Loading the Sample Diskette 

Starting a Worksheet from Scratch 

Setting up the Worksheet Format 

Entering Mathematical Formulas 

Entering the Data 

Saving 

Setting up your Printer 

Printing 
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FUNCTIONS USED . 

@AVG 
@SUM 
I CONTROL! [YI 

COMMANDS USED 

deletes to end of line 

Copy Command 

Prints entire contents of screen 

Layout Command 

Print Command 

Displays Desktop Index 

LOADING THE SAMPLE DISKETTE ) · 

If you have purchased this book with the Sample Diskette, which contains all the labels and 
formulas already entered, use the following instructions to load the worksheet (illustrated in 

Figure 2, Page 105) into your computer. 

First you will load the AppleWorks Program into your computer. 

You will see the Main Menu displayed on your screen. 

The first option, Add files to the Desktop, will be highlighted, so press: 

I RETURN I 

100 The Power Of: AppleWorks 

displays options 

Note: If you do NOT see displayed at the upper left-hand corner 
of your screen the words: Disk: Drive 2, 

Place your cursor on the 2nd option, 
A different disk 

I RETURN I displays disk drives 

Place your cursor on the 2nd option , 
Drive 2 

I RETURN I 

high lights 1st option: 
The current disk: Drive 2 

displays a list of the files on the Sample 
Diskette. (Skip the next note and go down to 
t he paragraph below) 

Note: If you see: Disk: Drive 2 
disp layed at the upper left-hand corner of your screen, 

Leave your cursor on the 1st option, 
The Current disk: Drive 2 

I RETURN I displays a l ist of the f iles on the Sample 
Diskette 
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Place your cursor on the file you wish to load into your computer, in this case, Stock, and press: 

I RETURN I loads Stock onto your screen 

Now skip the next paragraph entitled Starting A Worksheet From Scratch, and go to 
the paragraph entitled Entering the Data on Page 109. 

STARTING A WORKSHEET FROM SCRATCH 

After loading AppleWorks into your computer, you will see the Main Menu displayed on your 
screen. 

The first option, Add files to the Desktop, will be highlighted . 

Press: 

I RETURN I displays Add Files menu 

Place your cursor on the 5th option , Spreadsheet. 

I RETURN I 

I RETURN I 

displays: 
Make a new file 
and highlights: 
From scratch 

requests a file name 

Your file name must consist of no more than 15 characters. Example: 

Stock file name 

I RETURN I displays your working screen 

At the top of the screen, in the upper left-hand corner, you will see your file name displayed. 

At the top of your screen , in the center, you will see the words: REVIEW I ADD/ CHANGE. You 
are now ready to set up your worksheet. 

SETTING UP THE WORKSHEET FORMAT 

Using the following directions, set up your worksheet by copying Figure 1, retaining exact row and 
column locations of all information. 

First type in your labels as shown in Figure 1. You will center them later. 

Now that you have typed in your labels, you will center the labels on Rows 3 and 4. To do this, 

Place your cursor on A3. 

Hold down and press: 

starts LAYOUT command 

selects Block option 
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===•••••A•: ••=•••8• == •==C===•====O•=====•E -== ••== =F ••==•=••S=======H==•= ====I======= •J = •= •••••K ==•••••L •===•==="=•=====•N•=== 
I :Risk Free Return 
1 :------- --------- --
3: Co1pany Purchase Karket Purchase "arket Expected Return 
41 Hue Ticker Shares Price Price Gross Gross Sain J Gun % Beta Return Ratio Lo• Est High Est 
s 1---------- ----------- --- ---- ---- ----- ----------------------------------- ------ - - ------- ----- --- - ----------- --------- - -- -------
6: 
7: 
a: 
9: 

10: 
11: 
12: 
u: 
14 : =·=· = ==·=···=··==·==··=·=== ==== ===== ·====== =··===================···· ·========= •• ··======== = ==··=================== 
IS: 
lblCash On Hand 
\ 1: :::.::::::::::=============:============================================:===================-=====================-============= 
18:Totiils 

Figure 1 

Move your cursor to N4. The screen wi ll reverse to indicate the area being formatted . 

I RETURN I prepares to receive additional information 

selects Label format option 

selects Center option and centers the labels 

To enter the dashed line on Row 2, on your worksheet, 

Place your cursor on A2 and type: 

I RETURN I 

quotation mark - prepares cell for label 

nine dashes (do not use the sh if t key) 

accepts the label 

The column your cursor is o n will now have a line of dashes across its width. To extend the dashed 
line in the same row into Column B, 

Leave your cursor on A2. 

Hold down and press: 

starts COPY command 

selects Within worksheet option 

I RETURN I accepts source 

Move your cursor to B2, first cell to copy into. 

I RETURN I executes the command and copies the dashed line into Column B 
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To enter the dashed line on Row 5, on your worksheet, 

Place your cursor on A5 and type : 

I RETURN I 

quotation mark - prepares cell for label 

nine dashes (do not use the shift key) 

accepts the label 

Maintaining a Stock Portfolio EXERCISE 2 

The column your cursor is on will now have a line of dashes across its width . To extend the dashed 
line in the same row across the remaining columns, 

Leave your cursor on A5 . 

Hold down and press: 

starts COPY command 

selects Within worksheet option 

I RETURN I accepts source 

Move your cursor to 85, first cell to copy into. 

ellipsis - indicates from-to 

Move your cursor across Row 5 to Column N. 

I RETURN I executes the command and places a dashed line across Row 5 

To enter the double-dashed line on Row 14, 

Place your cursor on A14 and type: 

I RETURN I 

quotation mark - prepares cell for label 

nine equal signs(=) 

accepts label 

T he column your cursor is on will now have a double-dashed line across its width. To extend the 
double-dashed line in the same row across the remaining columns, 

Leave your cursor on A14. 

Hold down and press: 

starts COPY command 

selects Within worksheet option 

I RETURN I accepts source 

M ove your cursor to 814, fi rst cell to copy into. 

ellipsis - indicates from-to 
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Move your cursor across Row 14 to Column N. 

I RETURN I executes the command and places a double-dashed line across 
Row 14 

To enter the double-dashed line in Row 17, 

Place your cursor on A 17 and type: 

I RETURN I 

quotation mark - prepares cell for label 

nine equal signs(=) 

accepts label 

The column your cursor is on will now have a double-dashed line across its width . To extend the 
double-dashed line in the same row across the remaining columns, 

Leave your cursor on A 17. 

Hold down and press: 

starts COPY command 

selects Within worksheet option 

I RETURN I accepts source 

Move your cursor to 817, first cell to copy into. 

ell ipsis - ind icates from-to 

Move your cursor across Row 17 to Column N. 

I RETURN I executes the command and places a double-dashed l ine across 
Row 17 

Your worksheet should now look like Figure l . 

ENTERl~G MATHEMATICAL FORMULAS 

You will now enter the mathematical formulas that will establish the relationship between column 
and row positions. The formu las and their locations are illustrated in Figure 2. 

Formula one, in the Purchase Gross column, multiplies the Shares by the Purchase Price. 

Place your cursor on F6 and type: 

+ prepares the cell to accept a numeric expression 

C6 Shares 

multiplies 

0 6 Purchase Price 

I RETURN I enters the formula 

Formula two, in the Market Gross column, multiplies the Shares by the Market Price. 
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·. =~~~~~~:~~·~:~~~~~~::====c========D=======E========F=====.===s===~===~H~r==~~7:=1~~;=====J=c=====.=K::;~==?.L===•====H==;=#~~.11~=:~ ~I 

3: Co11pany ·Purchase narhit Purchase liarket . . : .. Ex.p~cted Returr. . .. .. ' 
4: Nm. Jitter Shares Price Price Sr.ass. Gfoss sHn J . ·. Gaiij Z Beta Return· Ratio · l~w · .Est Hi gl) Est 
SJ------"""--------..... -...... ""' .................. ........ __ ~_.:.. ________ ,.. ... _ .. _, ___ ..... _..;~~-~-".'.- -.. ,.,..:~---..... ~::...:.~--:-.. ---------:.. ....... .... ... ~---_:_~----·- ---..;-...... .. ·.;.,.. ... ~ ......... ~--
b: ERROR ERROR ERROR 
71 ERROR ER~OR ERROR 
B: ERROR ERROR ERROR 
9: ERROR . ~ERROR ERROR 

lO: ·ERROR ERROR , ERROR 
l !': ERROR . E~ROR ERROR. · 
12: 0 ·· ·· ERROR . ERROR £.MOR, 
ni lm~fCUl~ll 0 0 . 0 ERR.OR . ERROR ' ERROR 
; :; ;::=;:;:~:= ===== t ====~~ = === == === === = = ============~======= =;?=====~·~~··,=~=·=== .;;=== ======= =====.====·= =.= ===== ====:===~========== . 
l b:Cash On Hand . , . . 

17: ==========================::="=========~=====;:=========~====.======~==='='=.======2========.=======.=~~==========~·~~"''.=========i=:: ' 
18.:Totais l@SUM t616,615il >O .. ' . • . 

Figure 2 

Place your cursor on G6 and type : 

+ prepares the cell to accept a numeric expression 

C6 Shares 

* multipl ies 

E6 Market Price 

I RETURN I enters the formula 

Formula three, in the Gain$ column, subtracts Purchase Gross from Market Gross. 

Place your cursor on H6 and type: 

+ prepares the cell to accept a numeric expression 

G6 Market Gross 

subtracts 

F6 Purchase Gross 

I RETURN I enters the formula 

Formula four, in the Gain OJo column, calculates the percent of dollars gained, by dividing Gain$ by 
Purchase Gross. 

Place your cursor on 16 and type: 

+ prepares t he cell to accept a numeric expression 

H6 Gain$ 

I divides 
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F6 Purchase Gross 

I RETURN I enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate columns. 

You will now format the cell into which you have just entered the formula so that it will be 
displayed as a percent, with two decimal places. 

Leave your cursor on 16. 

Hold down and press: 

starts LAYOUT command 

selects Block option 

Move your cursor to I 13. The screen will reverse to show you the area being formatted. 

I RETURN I prepares to receive additional information 

selects Value format option 

selects Percent option, and requests number of decimal places 

number of decimal places 

I RETURN I executes the command 

Formula five in the Expected Return column, first generates the average of the High and Low 
Estimates, then divides that by the Market Price. The result is taken to the .25 power and 1 is 
subtracted from it, which gives you the percentage per year for a four-year period. 

The High and Low Estimates in this exercise were taken from the Value Line Investment Survey 
Newsletter which gives you the high and low for a four-year period. 

Place your cursor on K6 and type: 

@AVG( 

M6 

N6) 

ES 

/\ .25 

-1 

I RETURN I 
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parenthesis - opens expression 

averages the following list 

Low Est 

comma - separates values in list 

High Est 

divides 

Market Price 

parenthesis - closes expression 

takes the value generated to the .25 power 

subtracts 1 

enters the formula 
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An ERROR or NA will be displayed until values are entered in the appropriate columns. 

Formula six, in the Return Ratio column, subtracts the Risk Free Return from the Expected Return 
percentage, which is then divided by the Beta percentage. 

The Beta percentage was taken from the Value Line Investment Survey Newsletter. 

Place your cursor on L6 and type: 

( K6 Expected Return 

subtracts 

C1) Risk Free Return 

divides 

J6 Beta 

I RETURN I enters the fo rmul a 

An ERROR or NA will be displayed until values are entered in the appropriate columns. 

You will now format the two formulas you have just entered so that they will be displayed as a 
percent with two decimal places. 

Place your cursor on K6. 

Hold down and press: 

starts LAYOUT command 

selects Block option 

Move your cursor to L 13. The screen will reverse to show you the area being formatted. 

I RETURN I prepares to receive add itional information 

selects Value format option 

selects Percent option, and requests number of decimal places 

number of decimal places 

I RETURN I executes the com mand 

The next operation will be to copy all the formulas you have just entered down their respective 
columns. 

P lace your cursor on F6. 

Hold down and press: · 

starts COPY command 

selects Within worksheet option 
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Move your cursor to L6. The screen will reverse to indicate the area being copied. 

I RETURN I accepts source and prepares to receive additional information 

Move your cursor to F7, first cell to copy into. 

ell ipsis - indicates from-to 

Move your cursor to F l 3, last cell to copy into. 

I RETURN I 

[[] 
[[] 
[[] 
[[] 
[[] 
[[] 
[[] 
[[] 
[[] 
[[] 
[[] 
[[] 

[[] 

prepares to rece ive add itional information 

tells the command to copy the cel l address in the formula rel ative to its 
new location 

tel ls the command to copy the cell address in the formula in its new 
location without change 

Formula seven, in the Sub Totals Row, in the Shares column, adds the values in the Shares column. 

Place your cursor on C 15 and type: 

@SUM ( 

C6 

• 

C13) 

I RETURN I 

adds values in the following list 

first cell in list 

ellipsis - indicates from-to 

last cell in li st 

enters the formu la 

To copy the form ula just entered across the row, into the Purchase Gross, Market Gross and Gain$ 
columns, 

Leave your cursor on C15. 

Hold down and press: 

starts COPY command 

selects Within worksheet option 

I RETURN I accepts source 
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Move your cursor to F l 5, first cell to copy into. 

ell ipsis - indicates from-to 

Move your cursor to H 15, last cell to copy into. 

I RETUR N I prepares to receive additional informat ion 

tells the command to copy the cell address in the formula relative to its 
new location 

Formula eight, in the Tota ls row, Market G ross column, adds the Cash on Hand to the Market 
Gross subtotal. 

P lace your cursor on Gl8 and type: 

@SUM( 

G16, 

G15) 

IRETURN J 

adds values in the following list 

Cash on Hand 

Sub Totals 

enters the formula 

Your worksheet should now look like Figure 2. 

ENTERING THE DATA 

Now that the formulas a re entered, you will enter the values as illustrated in Figure 3. The fi rst value 
to enter is in Row I, to the right o f Risk Free Return. 

===:====A=======B=======C========D======E=:== ===F=--==•==6= .. -==o:H:•=•====t====•••=J••••====K========L========ft======•:H==== 
l :Risk Free Return . 12 
2 :------- -----------
3: Coapany Purchase "arket Purchase "uket Expected Return 
4: Hate H eier Shares Pri ce Price Grass Grass Gain S Gain 1 Beh Return Rah a l o• Est Hi 9h Est 
5: ----------------- ------------------------ -----·------- --------· --.... ---... - ........... -- ----- -- ---- ---------------- --- ---------------
6: bll 300 21 2b.25 6300 7875 1575 25.001 .8 37 .0U 31 .261 85 100 
7: ct~ 325 42 30 13650 9750 -3900 -28.m .9 13.621 1. 801 40 60 
8: dtr 450 17 34 7650 moo mo 100.001 .s -7.87? -3U3I 17 32 
9: sdt 400 30 34 12000 13600 1600 13.33% .9 41. 551 32. 831 127 146 

10: 1b1 600 56 25 moo 15000 -18600 -55.361 • 7 34. 78% 32.541 68 97 
II: van 450 78 25 35100 11250 -23850 -67 . 951 .s 5.10? -13.8U 29 32 
12: i nd 200 bO 17 12000 3400 -8600 - 71 . 671 .6 59. BSZ 79. 751 72 150 
13: abu 475 75 82 35625 38950 ms 9.33% .a -20.m -41. 201 28 36 
14 : = =========-::.: === = ====-==-=-====-========-====.:::..:.::::-::::::::====== ===-===--====== :-::::: ==== ======== ======-= ================ == === 
151Sub Totals 
16lCash On Hand 

3200 155925 115125 -40800 
12000 

t 71 ======-==·=== ======= ==-========== ======== ::::::::::::-: ===============-= :::: ================:r::: ======= = == ========-= = = == ===== ===== = 
181 Totals 127125 

Figure 3 
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2 EXERCISE Maintaining a Stock Portfolio 

Place your cursor on Cl and type: 

.12 Risk Free Return 

I RETURN I enters the value 

Next place your cursor on B6 and begin entering the values into the following columns: Ticker, 
Shares, Purchase Price and Market Price. 

Next, enter the values into the Beta column, column J. 

Then enter che values into the Low Est and High Est columns, columns Mand N. 

Last, you will enter the Cash on Hand value in G 16. 

Never make entries into cells which contain formulas, or the formulas will be erased. 

Your worksheet should now look like Figure 3. 

SAVING 

To save a file which has not been previously saved, used the followi ng directions . 

Place a formatted data diskette in Drive Band press: 

places you in the Main Menu 

Place your cursor on the third option, Save Desktop files to disk, and press : 

I RETURN I 

I RETURN I 
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highlights the name of your current file 

displays options 

Note: If you do NOT see displayed at the upper left-hand corner 
of you r screen the words: Disk: Drive 2, 

Place your cursor on the 2nd option, 
First change to a different disk or directory 

I RETURN I d isplays disk drives 

Place your cursor on the 2nd option, Drive 2 

I RETURN I 

I RETURN I 

highlights 1st option, 
Save the file on the current disk 
and displays 
Disk: Drive 2 
in the upper left-hand corner of your screen 

saves the fi le 

returns you to your worksheet 
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Note: If you see Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 

Leave your cursor on the 1st option, and press: 

I RETURN I saves the file and brings you back to the 
Main Menu 

returns you to your worksheet 

SETTING UP YOUR PIUNTER 

To set up your printer, press: 

displays the Main Menu 

Place your cursor on the 5th option, Other Activities. 

I RETURN I displays Other Act ivities menu 

Place your cursor on the 7th option, Specify information about your printer(s). 

I RETURN I displays Printer Information menu 

Place your cursor on the 2nd option , Add a printer. 

l RETURN I displays a list of printers 

Place your cursor on the name of the printer you are using and press: 

l RETURN I displays at the bottom of your screen: 
Type a name: 

Type in any name you choose . The name must consist of no more than 16 characters. 

l RETUBN I displays Slot options, and highlights Slot 1 

The most likely method of access will be Slot 1, so press: 

l BETURNI displays options 

lf your printer is one of the printers on AppleWorks' standard list, you probably won't have to 
change any of the values in numbers I through 4. However, at this point, you can change any of the 
values depending on your own printer. 

Your printer is now set up, so to return to your worksheet, 

Hold down, and press: 

0 [Q] displays Desktop Index and highlights your current worksheet 

l RETUBNI returns you to your current worksheet 

Now that you have set up your printer, you are ready to print your document. 

The Power Of: Apple Works Ill 



2 EXERCISE Maintaining a Stock Portfolio 

PRINTING 

To print your entire document: 

Hold down and press: 

starts PRINT command 

selects All option, and displays: 
Where do you want to print your report? 

The name of the printer you previously specified will be highlighted. 

I RETURN I displays: 
Type report date or press Return 

At this point, if you wish to date your worksheet, type in a date. 

I RETURN I 

~---------NOTE _______ __ _, 

If a date is already displayed, you will want to first erase it , before 
typing in a new date. To do this, 

Place your cursor on the first character in the date. 

Hold down and press: 

I CONTROL I [Y] deletes to the end of the line 

Now you may type in your new date. 

displays: 
How many copies? 1 

At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. 

I RETURN I prints the document 

To print a portion o f your worksheet, for example, if you wish to print only the first three columns 
of information , 

Place your cursor on Al. 

Hold down and press : 

starts PRINT command 

selects Block option 
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Maintaining a Stock Portfolio EXERCISE 2 

Move your cursor to C!5, the area you wish to print. The screen will reverse to show you the area to 
be printed. 

I RETURN I 

I RETURN I 

displays: 
Where do you want to print your report? 

The name of the printer you previously specified wil l be highlighted. 

displays: 
Type report date or press Return 

At this point, if you wish to date your worksheet, type in a date . 

I RETURN I 

.------------NOTE ________ _ 

If a date is already displayed, you wi ll want to f irst erase it, before 
typing in a new date. To do th is, 

Place your cursor on the first character in the date. 

Hold down and press: 

I CONTROL I [Y] deletes to the end of the line 

Now you may type in your new date. 

displays: 
How many copies? 1 

At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. 

! RETURN ! prints the document 

....------------ NOTE------------. 

Once you have set up your printer, as described in the above 
paragraph entitled Setting Up Your Printer, you wil l not need to 
repeat the procedure. All you need to do is to follow the 
instructions in the above paragraph entit led Printing . 

.------------NOTE--------~ 

Once you have set up your printer, you can print a copy of the 
entire screen (all the contents on the screen). To do this, 

Hold down and press: 

d IBJ prints entire contents of screen 
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C0ST RECOVERY 

DESCRIPTION 

To demonstrate AppleWorks' abilities, a Cost Recovery worksheet has been set up listing the 
equipment stocked by an equipment rental company. Each piece of equipment offered for rent has 
been listed, and the purchase price entered . 

The rental income is deducted from the purchase price of each item and the declining balance is 
displayed, until the full cost is recovered . 

OPERATIONS PERFORMED 

Loading the Sample Diskette 

Starting a Worksheet from Scratch 

Setting up the Worksheet Format 

Entering Mathematical Formulas 

Making Worksheet Entries 

Saving 

Making Worksheet Entries for the Next Month 

Saving a File Under a Different Name 

Setting up your Printer 

Printing 
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FUNCTIONS USED 

@ABS 
@MAX 
@MIN 
@SUM 
I CONTROL I [Y] 

COMMANDS USED 

a~ 
Q[BJ 

dOJ 
dceJ 
d[Q] 
a [ill 

deletes to end of line 

Copy Command 

Prints entire contents of screen 

Layout Command 

Print Command 

Displays Desktop Index 

Edit Command 

LOADING THE SAMPLE DISKETTE \ 

[f you have purchased this book with the Sample Diskette, which contains all the labels and 
formulas already entered , use the following instructions to load the worksheet (illustrated in 
Figure 2, Page 121) into your computer. 

First you will load the Apple Works Program into your computer . 

You will see the Main Menu displayed on your screen. 

The first option, Add files to the Desktop, will be highlighted, so press: 

I RETURN I 
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displays options 

Note: If you do NOT see displayed at the upper left-hand corner 
of your screen the words: Disk: Drive 2, 

Place your cursor on the 2nd option , 
A different disk 

I RETURN I displays disk drives 

Place your cursor on the 2nd option , 
Drive 2 

I RETURN I 

I RETURN I 

highlights 1st option, 
The current disk: Drive 2 

di splays a li st of the files on the Sample 
Diskette. (Skip the next note and go down to 
the paragraph below) 

Note: If you see Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 

Leave your cursor on the 1st option, 
The Current disk: Drive 2 

I RETURN I displays a list of the files on the Sample 
Diskette 
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Place your cursor on the file you wish to load into your computer, in this case, Cost Recovery, and 
press: 

I RETURN I loads Cost Recovery onto your screen 

Now skip the next paragraph entitled Starting A Worksheet From Scratch, and go to 
the paragraph entitled Making Worksheet Entries on Page 123. 

STARTING A WORKSHEET FROM SCRATCH 

After loading AppleWorks into your computer, you will see the Main Menu displayed on your 
screen. 

The firs t option, Add files to the Desktop, will be highlighted. 

Press: 

I RETURN I displays Add Files menu 

Place your cursor on the 5th option, Spreadsheet. 

I RETURN I 

I RETURN I 

displays: 
Make a new file: 
and highlights: 
From scratch 

requests a file name 

Your file name must consist of no more than 15 characters. Example: 

Cost Recovery 

I RETURN I 

file name 

displays your working screen 

At the top of the screen, in the upper left-hand corner, you will see your file name displayed. 

At the top of your screen, in the center, you will see the words: REVIEW I ADD/ CHANGE. You 
are now ready to set up your worksheet. 

SETTING UP THE WORKSHEET FORMAT 

To set up your worksheet, USE THE FOLLOWING DIRECTIONS, copying Figure I exactly as it 
is illustrated, retaining exact row and column locations of all information. 

The first operation will be to expand the width of all the columns on your worksheet to 12 
characters. 

.----------NOTE _____ ___ ~ 

When App leWorks is f irst loaded into the computer, each column 
has a default width of 9 characters. 
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3 EXERCISE Cost Recovery 

=========A===========B===========C===========D===========E====== 
Ite1 
Nate 

Purchase 
Price 

Rent 
Received 

Invest. 
Balance 

Profit 
11argin 

3:------------------------------------------------------------
4: 
s: 
bl 
7l 
a: 
9: 

10: 
Ill============================================================ 
12: 

Figure 1 

Place your cursor on column A. 

Hold down and press: 

starts LAYOUT command 

selects Columns option , and highlights column A 

Using your cursor key, move your cursor to column E. 

I RETURN I prepares to receive additional information 

[Q] selects Column width option 

Hold th e d key and press: 

I RETURN I 

right cursor key, expands column width by 3 characters 

Note: Each time you press the right cursor key your column(s) 
will expand by one character. 

Each time you press the left cursor key your column(s) wil l 
decrease by one character. 

executes the command and expands the width of al I co lumns to 12 

Type in the labels in Rows I and 2. 

Now that you have typed in your labels, you will center the labels on Rows I and 2. 

Place your cursor on Al. 

Hold down and press: 

starts LAYOUT command 

selects Stock optipn 
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Move your cursor to E2. The screen will reverse to indicate the area being formatted. 

l RETURN I prepares to receive additional information 

selects Label format option 

selects Center option and centers the labels 

The labels in Rows I and 2 will now be centered . 

To enter the dashed l ine on Row 3 on your worksheet, 

Place your cursor on A3 and type: 

G quotation mark - prepares cell for label 

- ------ ----- twelve dashes (do not use the shift key) 

I RETUR N I accepts label 

The column your cursor is on will now have a line of dashes across its width. To extend the dashed 
line in the same row across the remaining columns, 

Leave your cursor on A3. 

Hold down and press: 

starts COPY command 

selects Within worksheet option 

l RETURN I accepts source 

Move your cursor to B3, first cell to copy into. 

el lips is - indicates from-to 

Move your cursor across Row 3 to Column E. 

l RETURN I executes the command and places a dashed line across Row 3 

To enter the double-dashed line on Row 11, 

Place your cursor on A 11 and type: 

l RETURNI 

quotation mark - prepares cell for label 

twelve equal signs ( =) 

accepts label 

The column your cursor is on will now have a double-dashed line across its width. To extend the 
double-dashed line in the same row across the remaining columns, 

Leave your cursor on Al I. 
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3 EXERCISE Cost Recovery 

Hold down and press: 

starts COPY command 

selects Within worksheet option 

JRETURN I accepts source 

Move your cursor to Bl 1, first cell to copy into. 

ellipsis - indicates from-to 

Move your cursor across Row 11 to Column E. 

I RETURN I executes the command and places a double-dashed l ine across 
Row11 

To format some of the cells on your worksheet to display in dollars and cents, 

Place your cursor on B4. 

Hold down and press: 

starts LAYOUT command 

selects Block option 

Move your cursor to E IO. The screen will reverse to show you the area being formatted. 

JRETURN I prepares to receive additional information 

selects Value format option 

selects Dollars option, and requests number of decimal places 

number of decimal places 

JRETURN I executes the command 

Place your cursor on Bl2. 

Hold down and press: 

starts LAYOUT command 

selects Block option 

Move your cursor to E l2. The screen will reverse to show the area being formatted. 

JRETURN I prepares to receive additional information 

selects Value format option 

selects Dollars option, and requests number of decimal places 
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number of dec imal places 

I RETURN I executes the command 

Your worksheet should now look like Figure 1. 

ENTERING MATHEMATICAL FORMULAS 

You will now begin entering the mathematical formulas that will establish the relationship between 
column a nd row posi tions. The formulas and their locations are illustrated in F igure 2. 

Formula one, in the Invest Balance column , calculates the unrecovered purchase price of each item 
listed. When the fu ll purchase cost of each piece of equipment is recovered , the Invest Balance 
col umn will display 0.00 opposite that item. 

=========A===========B===========C===========D===========E====== 
lte11 
Nate 

Purchase Rent 
Price Received 

Invest. 
Balance 

Prof it 
"argin 

3:------------------------------------------------------------
4: l@11AXIO,B4-C4lj H0.00 $0.00 
s: $0. 00 $0.00 
o: @ABSl@llINIO,B4-C4ll $0.00 $0.00 
7: 
a: 
9: 

10: 

$0.00 
$0. 00 
$0 .00 
$0.00 

$0 .00 
$0.00 
$0 .00 
$0. 00 

111============================================================ 
12:~ $0.00 $0.00 $0.00 $0.00 

F igure 2 

Place your cursor on 0 4 and type: 

@MAX ( 0, 84-C4) 

I RETURN I 

selects the maximum value 0, or the value in B4-C4. 

enters the formula 

Form ula two, in the Profi t Margin colum n, calculates the profit s when the purchase cost of the item 
has been recovered. 

Place your cursor on E4 and type: 

@ABS( 

@MIN ( 0, B4-C4)) 

I RETURN I 

reads the answer to the following calculation as an absolute function 

selects the minimum value, or the value in B4- C4 

enters the formu la 
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The next operation is Lo copy the formu las just entered at the Lop of each column into each row in 
their respective columns. T o do this, 

Place your cursor on 04. 

Hold down a nd press : 

starts COPY command 

selects Within worksheet option 

Move your cursor to E4. The screen will reverse Lo indicate the area being copied . 

I RETURN I accepts source and prepares to receive additional information 

Move your cursor to 05, first cell to copy into. 

ell ipsi s - indicates from-to 

Move your cursor to DI 0, last cell to copy into . 

I RETURN I prepares to rece ive additional information 

tells the command to copy the cell address in the formula relative to its 
new location 

Formula three, immediately underneath the double-dashed line, in the Purchase Price column, adds 
the va lues in the Purchase Price column. 

Place your cursor on Bl2 and type: 

@SUM( 

83 

• 

811 ) 

I RETURN I 

adds values in the following list 

first cell in the column that you wish to add 

ellipsis - indicates from-to 

last cell in the column that you wish to add 

enters the formula 

To format the cell into which you have jusL entered the fo rmula, so that it will be displayed in 
dollars and cents, 

Leave your cursor on B 12. 

Hold down and press: 

starts LAYOUT command 

selects Entry option 

selects Value format option 
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selects Dollars option, and requests number of decimal places 

number of decimal places 

I RETURN I executes the command 

To copy formula three across the row, into the Rent Received , Invest Balance, and Profit Margin 
columns, 

Leave your cursor on BI 2. 

Hold down and press : 

starts COPY command 

selects Within worksheet option 

I RETURN I accepts source 

Move your cursor to C 12, first cell to copy into . 

ellipsis - indicates from-to 

Move your cursor to El2, last cell to copy into. 

I RETURN I prepares to receive additional information 

tells the command to copy the cell address in the formula re lative to its 
new location 

Your worksheet should now look like Figure 2. 

MAKING WORKSHEET ENTRIES 

To operate your worksheet, type in the entries in the Item Name, Purchase Price and Rent Received 
columns , (columns A, Band C), as illustrated in Figure 3 exactly as they are shown) . 

=========A========= ==B===========C===========D===========E====== 
u Ite1 Purchase Rent Invest. Profit I• 

2: Na1e Price Received Bal ance l!argin 
3:------------------------------------------------------------
4:Haa1er $25.00 $5.00 $20. 00 $0.00 
S:Trailer $675. 00 $1 55.00 $520.00 $0.00 
6:Shovel $55.00 $89.00 $0.00 $34.00 
7: Bike $255.00 $15. 00 $240.00 so.oo 
9:Truck $6,500.00 $250.00 $6,250.00 $0.00 
9:"otor $152. 00 $225.00 $0.00 $73.00 

1o:Ax $99.00 $19.00 $71.00 $0.00 
ll :==========================z==================~============== 
12: $7' 751. 00 $757. 00 $]I 101. 00 $107.00 

Figure 3 
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.-----------· NOTE _________ _, 

Do not type into cells which contain formulas, or the formulas 
will be erased. 

Your worksheet should now look like Figure 3. 

To make your worksheet operational for the next month, you must first be sure to save your current 
worksheet. 

SA \/ING 

To save a file which has not been previously saved, use the following directions. 

Place a formatted data diskette in Drive B and press: 

places you in the Main Menu 

Place your cursor on the third option, Save Desktop files to disk, and press: 

I RETURN I 

I RETURN I 
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highlights the name of your current fi le 

displays options 

Note: If you do NOT see displayed at the upper left-hand corner 
of your screen the words Disk: Drive 2, 

Place your cursor on the 2nd option, 
First change to a different disk or directory 

I RETURN I displays disk drives 

Place your cursor on the 2nd option, Drive 2 

I RETURN I 

I RETURN I 

highl ights 1st option, 
Save the file on the current disk 
and displays: 
Disk: Drive 2 
in the upper left-hand corner of your screen 

saves the file 

returns you to your worksheet 

Note: If you see Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 

Leave your cursor on the 1st option, and press: 

I RETURN I saves the file and brings you back to the 
Main Menu 

returns you to your worksheet 
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MAKING WORKSHEET ENTRIES FOR THE NEXT MONTH 

You will now use the following instructions to make your entries for the next month. 

Place your cursor on C4. 

H old down and press: 

starts EDIT command 

You will now see the value you wish to edit displayed in the lower left-hand area of your screen. The 
value will take on a blinking appearance and you wi ll see a bl inking cursor underneath the nun:iber . 

Using your cursor key, move che cursor to the space following the number 5. 

Type: 

+ adds 

10 value to be added 

I RETURN I enters a new total in the Rent Received column, in C4 

Place your cursor on C5. 

H old down and press: 

starts EDIT command 

You wi ll see 155 displayed at the bottom of your screen. 

Move the blinking cursor to the space following 155. 

Type: 

+ adds 

100 value to be added 

I RETURN I enters a new total in the Rent Received column, in C5 

Place your cursor on C6. 

H old down and press: 

starts EDIT command 

Move the blinking cursor to the space following 89. 

Type: 

+ adds 

50 value to be added 

I RETURN I enters a new total in the Rent Rece ived column, in C6 

Place your cursor on C7. 
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Hold down and press: 

0 [ill starts EDIT command 

Move the blinking cursor to the space following 15. 

Type: 

+ 

45 

I RETURN I 

Place your cursor on CS. 

Hold down and press: 

0 [ill 

adds 

value to be added 

enters a new total in the Rent Received column, in C7 

starts EDIT command 

Move the blinking cursor to the space following 250. 

Type: 

+ 

500 

I RETURN I 

Place your cursor on C9. 

Hold down and press: 

0 [ill 

adds 

value to be added 

enters a new total in the Rent Received column, in CS 

starts EDIT command 

Move the blinking cursor to the space following 225 . 

Type: 

+ 

200 

I RETURN I 

Place your cursor on ClO. 

Hold down and press: 

adds 

value to be added 

enters a new total in the Rent Received column, in C9 

starts EDIT command 

Move the blinking cursor to the space following 18. 
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Type: 

+ adds 

30 value to be added 

I RETURN I enters a new total in the Rent Received column, in C10 

Your worksheet should now look like Figure 4. 

· =========A===========B=~=========C======~=~=~D::b"~~=~~====E====== 
• : > .. -, . ' t 

i: Itea Purchase Rent Invest; ·. · Profit 
2: Nate Price Received Balanlie' ltargin 
3:------------------------------------------------------------
41Ha11er $25.00 $15.00 $0.00 
5lTrailer $67~. oo $255.00 so.oo 
6:Shovel $55 •. 00 $139.00 $84.00 
7:Bike $255.00 $60.00 $0.00 
BHr.ud $6,~00 .• ,0Q $750.00 $0.00 
911totor HS2.:00 $425.00 $273.00 

lOIAx $89;Loo $48.00 $0.00 
111=========================================================== 
12: $7,751.00 $1,692.00 $6,416.00- $357.00 

Figure 4 

Later you may wish to see how the Rent Received amounts in Column C were arrived at. For 
example, if you wish to see how the amount in C4 was arrived at, 

Place your cursor on C4. 

Hold down and press: 

d [ill starts EDIT command and displays 5 + 10 at the lower left-hand corner 
of your screen 

takes you out of the EDIT mode 

When you have entered your new values, you will want to save your worksheet again, under a 
different name. 

SAVING A "FILE UNDER A DffFERENT NAME 

To save your file under a different name, place the data diskette containing the information in 
Drive B and press: 

places you in the Main Menu 
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Place your cursor on the third option (Save Desktop files to disk) and press: 

I RETURN I 

I RETURN I 

I RETURN I 

highl ights the name of your current file 

displays: 
You made changes to this file, 
and highlights f irst option: 
Save the file on the current disk 

displays options 

Place your cursor on the second option, Save with a different name. 

I RETURN I displays: 
Type a new name for this file: 

Your file name must consist of no more than 15 characters. Example: 

CostRecoveryTwo file name 

I RETURN I saves the new file, and brings you back to the Main Menu 

returns you to your worksheet 

SETTING UP YOUR PRINTER . 

To set up your printer , press: 

displays the Main Menu 

Place your cursor on the 5th option, Other Activities. 

I RETURN I displays Other Activities menu 

Place your cursor on the 7th option, Specify information about your printer(s). 

I RETURN I displays Printer Information menu 

Place your cursor on the 2nd option, Add a printer. 

I RETURN I displays a l ist of printers 

Place your cursor on the name of the printer you are using and press : 

I RETURN I displays at the bottom of your screen: 
Type a name: 

Type in any name you choose. T he name must consist o f no more than 16 characters. 

I RETURN I displays Slot options, and highlights Slot 1 

The most likely method of access will be Slot 1, so press : 

I RETURN I displays options 
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If your printer is one of the printers on AppleWorks' standard list, you probably won't have to 
change any of the values in numbers I through 4. However, at this point, you can change any of the 
values depending on your own printer. 

Your printer is now set up, so to return to your worksheet, 

Hold down, and press: 

0 [Q] displays Desktop Index and highlights your current worksheet 

I RETURN I returns you to your current worksheet 

Now that you have set up your printer, you are ready to print your document. 

PRINTING 

To print your entire document: 

Hold down and press: 

starts PRINT command 

selects All option, and displays: 
Where do you want to print your report? 

The name of the printer you previously specified will be highlighted. 

I RETURN I displays: 
Type report date or press Return 

At this point, if you wish to date your worksheet, type in a date . 

..------ -----NOTE _ ________ _, 

I RETURN I 

If a date is already displayed, you will want to first erase it, before 
typing in a new date. To do this, 

Place your cursor on the first character in the date. 

Hold down and press: 

I CONTROL I (Y] deletes to the end of the line 

Now you may type in your new date. 

displays: 
How many copies? 1 

At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. 

I RETURN I prints the document 

To print a portion of your worksheet, for example, if you wish to print only the first three columns 
of information, 

Place your cursor on Al. 
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H old down and press: 

starts PRINT command 

selects Block option 

M ove your cursor to C l2, the area you wish to print. The screen will reverse to show you the ar ea to 
be printed. 

I RETURN I displays: 
Where do you want to print your report? 

The name of the printer you previously specified wil l be highl ighted. 

I RETURN I displays: 
Type report date or press Return 

At this point, if you wish to date your worksheet , type in a date . 

I RETURN I 

.--- - -----...,----- NOTE ----- --- ---. 

If a date is already displayed, you will want to f irst erase it, before 
typing in a new date. To do this, 

Place your cursor on the first character in the date. 

Hold down and press: 

I CONTROL I [YI deletes to the end of t he line 

Now you may type in your new date. 

displays: 
How many copies? 1 

A t this point, i f you wish to print more than one copy, type in the number of copies you wish to 
print. 

I RETURN I prints the document 

.---------- - - NOTE -----------. 

Once you have set up your printer, as described in the above 
paragraph entitled Setting Up Your Printer, you will not need to 
repeat the procedure. All you need to do is to foll.ow the 
instruct ions in the above paragraph entitled Printing. 

~--------NOTE---------. 

Once you have set up your printer, you can print a copy of the 
entire screen (all the contents on the screen). To do this, 

Hold down and press: 

prints ent ire contents of screen 

130 The Power Of: AppleWorks 



DESCIUPTIO'.'J 

An amortized loan is one which is liquidated on an installment basis, i.e. , the principal amount of 
the loan is repaid in installments during the life of the loan. ' 

This amortization schedule will find an unknown principal from a known payment. It will also 
calculate an unknown payment from a known principal. 

From this information, a report is generated which contains the term, the principal due, the 
principal payment, the interest payment, the principal paid to date and the interest paid to date. 

OPERATIONS PERl:ORMED 

Loading the Sample Diskette 

Starting a Worksheet from Scratch 

Setting up the Worksheet Format 

Entering Mathematical Formulas 

Making Worksheet Entries 
(Finding the Unknown Principal from a Known Payment) 

Saving 

Making Worksheet Entries 
(Finding the Unknown Payment from a Known Principal) 

Saving Under a Different Name 

Setting up your Printer 
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4 EXERCISE Amortization 

FUNCTIO;\S USED 

@IF 
@MAX 
@NA 
@SUM 
I CONTROL! IYJ 

COMMANDS USED 

d []] 
d ~ 

(j llil 
(j !Kl 
d OJ 
(j [£] 

(j [Q] 

(j lIJ 
(j ~ 

deletes to end of line 

Blank Command 

Copy Command 

Prints entire contents of screen 

Recalculates 

Layout Command 

Print Command 

Displays Desktop Index 

Moves cursor to top of worksheet 

Moves cursor to bottom of worksheet 

LOADING THE SAMPLE DISKETTE 

If you have purchased this book with the Sample Diskette, which contains all the labels and 
formulas already entered, use the following instructions to load the worksheet (illustrated in 
Figure 2, Page 138) into your computer. 

First you will load the Apple Works Program into your computer. 

You will see the Main Menu displayed on your screen. 

The first option, Add files to the Desktop, will be highlighted, so press: 

I RETURN I 

132 The Power Of: Apple Works 

displays options 

Note: If you do NOT see displayed at the upper left-hand corner 
of your screen the words: Disk: Drive 2, 

Place your cursor on the 2nd option, 
A di fferent disk 

I RETURN I displays disk drives 

Place your cursor on the 2nd option, Drive 2 

I RETURN I 

I RETURN I 

highlights 1st option: 
The current disk: Drive 2 

displays a l ist of the files on the Sample 
Diskette. (Skip the next note and go down to 
the paragraph below) 



Amortization EXERCISE 4 

Note: If you see Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 

Leave your cursor on the 1st option, 
The Current disk: Drive 2 

I RETURN I displays a list of the files on the Sample 
Diskette 

Place your cursor on the file you wish to load into your computer, in this case, Amortization, and 
press: 

!RETURN! loads Amortization onto your screen 

Now skip the next paragraph entitled Starting A Worksheet From Scratch, and go to the paragraph 
entitled Making Worksheet Entries, (Finding the Unknown Principal from a Known Payment) on 
Page 142. 

STARTING A WORKSHEET rROM SCRATCH 

After loading AppleWorks into your computer, you will see the Main Menu displayed on your 
screen. 

The first option, Add files to the Desktop, will be highlighted . 

Press: 

I RETURN I displays Add Files menu 

Place your cursor on the 5th option, Spreadsheet. 

I RETURN I 

I RETURN I 

displays: 
Make a new file: 
and highlights: 
From scratch 

requests a fi le name 

Your file name must consist of no more than 15 characters. Example: 

Amortization f ile name 

I RETURN I displays your working screen 

At the top of the screen, in the upper left-hand corner, you will see your file name displayed. 

At the top of your screen, in the center, you will see the words: REVIEW I ADD/ CHANGE. You 
are now ready to set up your worksheet. 

SETTING UP THE WORKSHEET f''ORMAT 

To set up your Amortization Schedule worksheet, you will first need to expand the width of your 
columns. 

..-----------NOTE _______ __ -. 

When AppleWorks is f i rst loaded into the computer, each column 
has a default width of 9 characters. 
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4 EXERCISE Amortization 

Place your cursor on column A. 

Hold down and press: 

0 [I] starts LAYOUT command 

~ selects Columns option, and highlights column A 

I RETURN I prepares to receive addit ional information 

~ selects Column width option 

Hold down the O key and press: 

I RETURN I 

Note: 

right cursor key, expands column width by 6 characters 

Each time you press the right cursor key your column(s) 
will expand by one character. 

Each time you press the left cursor key your column(s) will 
decrease by one character. 

executes the command and expands the width of Column A to 15 

The next operation will be to expand the width of the remaining columns on your worksheet to 12 
characters. 

,....----- - ----- NOTE-------------. 

When AppleWorks is first loaded into the computer, each column 
has a default width of 9 characters. 

Place your cursor on column B. 

Hold down and press: 

starts LAYOUT command 

selects Columns option, and highlights column B 

Using your cursor key, move your cursor to column F. 

I RETURN I prepares to receive additional information 

[QJ selects Column width option 

Hold down the O key and press: 

c::=J c::::::::J c::::::::J right cursor key, expands column widths by 3 characters 

I RETURN I 
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Note: Each time you press the right cursor key your column(s) 
will expand by one character. 

Each time you press the left cursor key your column(s) will 
decrease by one character. 

executes the command and expands the width of the remaining 
columns to 12 



To format some of the cells on your worksheet to display in two decimal places, 

Place your cursor on BIS. 

Hold down and press: 

starts LAYOUT command 

selects Block option 

Amortization EXERCISE 4 

Move your cursor to Fl6. The screen will reverse to show you the area being formatted . 

I RETURN I prepares to receive additional information 

[Y] selects Value format option 

selects Fixed option, and requests number of decimal places 

number of decimal places 

I RETURN I executes the command 

Now begin typing in your labels as illustrated in Figure 1. 

First type in the labels in Column A, in Rows 1, 2, 3 and 4. 

When you type in the label in Row S, 

Place your cursor on AS and type: 

~ 

# Payment/Yr 

I RETURN I 

quotation mark - prepares cell for label 

label 

enters the label 

Next type in the labels in Rows 6, 8, 9 and 10 (in Column A). 

Then you will type in the labels in Rows 12 and 13. 

After you have typed in the labels in Rows 12 and 13, you will center them. 

Place your cursor on Al2. 

Hold down and press: 

starts LAYOUT command 

selects Block option 

Move your cursor to F13. The screen will reverse to indicate the area being formatted. 

I RETURN I prepares to receive additional information 

[b] selects Label format option 

selects Center option and centers the labels 
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4 EXERCISE Amortization 

===========A============B===========C===========D===========E===========F====== 
llPayllent KnoNn 
2lPrincipal Known 
3llnterest 
4lCoap Period/Yr 
S:t Payment/Yr 
b:Total Payments 
7: ============ 
8:Part One,For1 1 
9lform.1 ,Pmt Unk 

lO:Pr in Un lmoNn 
It: 
12: Teri Principal Principal Interest Principal Interest 
13: Pay1ent Pay11ent Pd. To Date f'd.To Date 
14l===============================~=========================================== 
1s: 
16: 
17: 
18 : 
19: 
20: 
21i 

,22: 
23: 
24: 
2s: 
2b: 
27: 
2e: 
m 
30: 
31: 
32l 
331 
34: 
35: 
3bl 
m 
38: 
39: 
40l 
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To enter the double-dashed line on Row 7, 

Place your cursor on B7 and type: 

quotation mark - prepares cell for label 

======= === = = 12equalsigns(=) 

I RETURN I accepts label 

To enter the double-dashed line on Row 14, on your worksheet, 

Place your cursor on Al4 and type: 

quotation mark - prepares cell for label 

= = = = = = = = = = = = = = = 15 equal signs (do not use the shift key) 

I RETURN I accepts the label 

The column your cursor is on will now have a line of double dashes across its width. To extend the 
double-dashed line in the same row across the remaining columns . 

Leave your cursor on Al4. 

Hold down and press: 

starts COPY command 

selects Within worksheet option 

I RETURN I accepts source 

Move your cursor to Bl4, first cell to copy into. 

ellipsis - indicates from-to 

Move your cursor across Row 14 to Column F. 

I RETURN I executes the command and places a double-dashed line across 
Row 14 

Your worksheet should now look like Figure I. 

ENTERI'.'JG MATHEMATICAL FOllMl :LAS 

You will now begin entering mathematical formulas that will establish the relationship between 
column and row locations. The formulas and their locations are illustrated in Figure 2. 

Formula one, in Column B, to the right of Form.l.,Pmt Unk, calculates the unknown payment. 

Formula one is too long to be entered in its entirety into a cell. 

~--------NOTE ________ __, 

The procedure for entering formula one will be different from the 
usual procedure, so you will use the following step-by-step 
directions. 
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4 EXERCISE Amortization 

===========A============B===========C===========D===========E===========F====== 
!:Payment KnoNn 
2:Principal Known 
3:1nterest ' 
4:Comp Period/Yr 
5:1 Pay1ent /Yr 
6:Total Pay1ents 

((f!t!B3/84l)A(B4/BS)l-ll/!B3/84l 

+BB/(!(1-((1+(B3/84))A-(84tB6/B5lll/(83/B4lllt82 

7: 
ERROR 
ERROR ____ __. 

B:Part One.1For1 1 
9:Forc.1,Pat Unk 

10: Prin Unknown ERROR tj£81f t ((1- ( ( 1+183/84)) A-(86)) ) I (83/84)) ) I 
11: 
12: Term Principal Principal Interest Principal Interest 
13l Pay1ent Pay1ent Pd .To Date Pd. To Date 
14:=========================================================================== 
15 :j@ttAX !82, Btolj e > ERROR 
!bl HA NA NA NA NA NA 
17: HA HA NA NA HA NA 
!Bl NA NA NA NA NA NA 
19: NA NA NA NA NA NA 
~: AA AA AA AA AA AA 
21: NA NA NA NA HA NA 
n: AA AA AA AA AA AA 
23l NA NA NA NA NA NA 
24: NA NA NA NA NA NA 
2Sl NA NA NA NA NA NA 
26: NA NA NA NA NA NA 
27: NA NA NA NA NA NA 
3l AA AA AA AA AA AA 
29: NA NA NA NA NA NA 
~: AA AA AA AA AA AA 
31 : NA NA NA NA NA NA 
~: AA AA AA AA AA ~ 
33: NA NA NA NA NA NA 
34: NA NA NA NA NA NA 
35l NA NA NA NA NA NA 
36: NA NA NA NA NA NA 
~l AA AA ~ AA ~ AA 
m: ~ AA AA AA AA AA 
39: NA NA NA NA ' NA NA 
40: NA NA NA NA NA NA 

@IFIA15+1}86,@NA,A15+1l @tlAX!B9,B1l-D16 @SUH rC16.C1o) 

@IFlAlb<O,@NA BlS-!@HAX!Bl 89l-D16ll 

@IF!Alb<O,@NA, lB3/84lt815l 

Figure 2 
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First you will enter Part One of Formula one. 

Place your cursor on B8 and type: 

( ( ( 1 + ( 83/84) )" ( 84/85)) - 1 ) I (83/84) first part of Formula one 

I RETURN I enters the first part of Formula one 

An E RROR or NA will be displayed until values are entered in the appropriate cells. 

Now you will be able to enter Formula one in Column B to the right of Form. l .,Pmt Unk. 

Place your cursor on B9 and type: 

+88 part one of Formula one 

/ divides 

( ( ( 1 - ( ( 1 + (83/84) )" - (84 * 86/85))) I (83/84))) * 82 formula 

I RETURN I enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 

Next you will format the cell into which you have just entered Formula one, so that it will be 
displayed with two decimal places. 

Leave your cursor on B9. 

Hold down and press: 

s tarts LAYOUT command 

selects Entry option 

selects Value format option 

selects Fixed option, and requests number of decimal places 

number of decimal places 

I RETURN I executes the command 

Formula two in Column B, to the right of P rin. Unknown, calculates the unknown principal. 

Place your cursor on BlO and type: 

+ 81 * ( ( ( 1 - ( ( 1 + (83/84)) " - (86))) I (83/84))) formula 

I RETURN I enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 

Now you will format the cell into which you have just entered Formula two so that it will be 
displayed with two decimal places . 

Leave your cursor on BlO. 
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4 EXERCISE Amortization 

Hold down and press: 

starts LAYOUT command 

selects Entry option 

selects Value format opt ion 

selects Fixed option, and requests number of decimal places 

number of decimal places 

I RETURN I executes the command 

Formula three in Column B, in the P rincipal column, immediately underneath the single dashed 
line, is the amount of principal still owing. 

Place your cursor on 815 and type: 

@MAX (82 , 810) formula 

I RETUR N I enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 

Formula four is in Column A, the Term column. 

Place your cursor on Al 6 and type: 

@IF (A15 + 1 > 86 , @NA , A15 + 1) formula 

I RETURN I enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 

Formula five, in Column B, calcula tes the principal owing. 

Place your cursor on B 16 and type: 

@IF ( A16 < 0 , @NA , 815 - ( @MAX ( 81 , 89) - 016)) form ula 

I RETURN I enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 

Formula six, in Column C, calculates the principal payment. 

Place your cursor on Cl6 and type: 

@MAX ( 89, 81) - 016 formula 

I RETURN I enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate cells . 

Formula seven, in Column D, calculates the interest payment. 
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Amortization EXERCISE 4 

P lace your cursor on 016 and type: 

@IF ( A16 < 0 , @NA, (83/84) * 815) formula 

I RETURN I enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 

Formula eight, in Column E, calculates the principal paid to date. 

Place your cursor on El6 and type: 

@SUM (C16. C16) formula 

I RETURN I enters the formula 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 

Formula nine, in Column F, calculates the interest paid to date. 

Place your cursor on Fl6 and type: 

@SUM (016. 016) 

I RETURN I 

formula 

enters the formu la 

An ERROR or NA will be displayed until values are entered in the appropriate cells. 

Now you will copy all the formulas you have just entered into Row 16, down their respective 
columns. 

Place your cursor on Al6. 

Hold down and press: 

starts COPY command 

selects Within worksheet option 

Move your cursor to Fl6. The screen will reverse to indicate the area being copied. 

I RETURN I accepts source and prepares to receive add itional information 

Move your cursor to Al 7, first cell to copy into. 

el lipsis - indicates from-to 

Move your cursor to A40, last cell to copy into. 

I RETURN I prepares to rece ive additional information 
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4 EXERCISE Amortization 

tells the command to copy the cell address in the formula relative to its 
new locat ion 

tells the command to copy the cell address in the formula in its new 
location without change 

Your worksheet should now look like Figure 2. 

1 r you wi sh to go down quickly to the bottom of your worksheet to check its appearance against 
Figure 2, 

Ho ld down and press : 

moves cursor to bottom of worksheet 

To quickly return to the top of your worksheet, 

Hold down and press: 

0 [jJ moves cursor to top of worksheet 

MAKING WORKSHEET ENTRIES (Findin2 the Unknown Principal 
From A Known Payment) - (Figure 3) 

Now that your formulas have all been entered, use the following directions to enter the known 
values into your worksheet. 
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Amortization EXERCISE 4 

==========A============B===========C=======,;,===D===.,=======E===========F====.== 
l: Payment Known 151 .47 
2lPrincipal Known 
3: Interest .12 
41Comp Period/Yr 12 
5:1 Pay1ent/Yr 12 
blTotal Pay1ents 2() 
71 ------------------------
8lPart One,For1 1 1 
9:For1. i,P1t Unk 0.00 

IOlPrin Unknown 2733.36 
11: 
12: Tera Principal Prini:ipal Interest Principal Interest 
131 Pay1ent Pay•ent Pd.To Date Pd.To Date 
14: ===========================================~=============================== 
151 2733.3b 
161 l 2609.22 124.14 27.33 124.14 27 .33 
17: 2 2483.85 125.38 2b.09 249.51 53. 43 
!Bl 3 2367.21 126.63 24.84 376.15 78.26 
19: 4 2229 .32 127.90 23.57 504.04 101.94 
201 5 2100.14 l29. 18 .. 22.29 633.22 124.13 
2t: 6 1969.67 130.47 21.00 763.69 145.13 
22: 7 1837.90 131. 77 19.70 895.46 164.83 
23 1 8 1704.81 133.09 18.38 1028.55 183.21 
24: 9 1570.38 134. 42 17.05 1162. 98 200.25 
25: 10 1434.62 135.77 15.70 1298.74 215.90 
261 11 1297.49 137.12 14.35 1435.87 230.30 
271 12 1159. 00 138.50 12.97 

., 
1574.36 243 .28 

20: 13 1019.12 139.88 11.59 1714.24 254.87 
291 14 877.84 141.28 10.19 1855.52 265.0b 
30: 15 735.15 142.69 8.79 1998.21 273.84 
311 16 591.03 144.12 7.35 2142.33 281.19 
321 17 445.47 145.56 5.91 2287,89 287 .10 
33: 18 298.46 147.02 4.45 2434.90 291 .56 
341 19 149.97 148.49 2.98 2583.39 294.54 
351 20 .00 149.97 1.50 2733.36 296.04 
361 NA NA NA NA NA NA 
37: NA NA NA NA NA NA 
381 NA NA NA NA NA NA 
391 NA NA NA NA NA NA 
40: NA NA NA NA NA NA 

Finding an Unkno11il Principal fro1 a Known Pay1ent 

Figure 3 
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4 EXERCISE Amortization 

Place your cursor on BI and type: 

151.47 payment known 

I RETURN I enters the value 

Place your cursor on 83 and type: 

.12 interest 

I RETURN I enters the value 

Place your cursor on B4 and type: 

12 number of compounding periods per year 

I RETURN I enters the value 

Place your cursor on 85 and type: 

12 number of payments per year 

l RETURN I enters the value 

Place your cursor on B6 and type: 

20 total number of payments 

IRETURNI enters the value 

You will observe that the principal amount is now displayed in BI 0, to the right of Prin. Unknown. 

Now you will need to recalculate your worksheet. Leave your cursor on any location: 

Hold down and press: 

recalculates your worksheet 

You will need to recalculate your worksheet several times in order to complete the calculation 
procedure. 

So hold down and press Q ~as many times as is necessary to perform a complete recalculation of 
your worksheet. 

Your worksheet should now look like Figure 3. 

After your worksheet is completely recalculated , you must then save it, using the following 
directions. 

SAVING 

To save a file which has not been previously saved, 

Place a formatted data diskette in Drive B and press: 

places you In the Main Menu 
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Place your cursor on the third option, Save Desktop files to disk, and press: 

I RETURN I 

I RETURN I 

highl ights the name of your current file 

displays options 

Note: If you do NOT see displayed at the upper left-hand corner 
of your screen the words Disk: Drive 2, 

Place your cursor on the 2nd option, 
First change to a different disk or directory 

I RETURN I displays disk drives 

Place your cursor on the 2nd option, Drive 2 

I RETURN I 

I RETURN I 

highlights 1st option: 
Save the file on the current disk 
and displays: 
Disk: Drive 2 
in the upper left-hand corner of your screen 

saves the file 

returns you to your worksheet 

Note: If you see Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 

Leave your cursor on the 1st option, and press: 

I RETURN I saves the file and brings you back to the 
Main Menu 

returns you to your worksheet 

MAKING WORKSHEET ENTRIES (Findin2 the Unknown Payment 
From A Knm.,,.n Principal) - (Figure 4) ..... 

To find an unknown payment from a known principal, you will fi rst want to erase some of the 
values you previously entered on your worksheet. 

Place your cursor on Bl. 

Hold down and press, 

starts BLANK command 

selects Entry option and erases the value to the right of Payment 
Known 

At this point you may change any of the values in Rows 3, 4, 5 and 6, (Interest, Comp Period/ Yr, 
#Payment/ Yr, Total Payments). 

For purposes of demonstration in this exercise, we have not changed any of the values in Rows 3, 4, 
5 and 6. 
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===========A============B===========C====== =====D===========E==z========F===z== 
1:Pay1ent Known 
2:Principal Known 2733.36 
3llnterest . 12 
4lC01p Period/Yr 12 
5:1 Pay1ent/Yr 12 
6lTotal Payaents 20 
7: ============ 
8lPart One,For1 1 1 
9lFor1.l,P1t Unk 151.47 

10: Pri n Unkno1m 0.00 
11: 
j'> I ... Ter• Principal Principal Interest Principal Interest 
13: Pay1ent Pay1ent Pd. To Date Pd.To Date 
14l=========================================================================== 
1s: 2733.36 
16: 1 2609.22 124.14 27.33 124.14 27.33 
17: 2 2483.85 125. 38 26.09 249.51 53.43 
18: 3 2357.21 126.63 24.84 376.15 78.26 
19: 4 2229.32 127.90 23.57 504.04 101 .84 
20: 5 2100.14 129.18 22 .29 633.22 124.13 
21: 6 1969.67 130.47 21. 00 763.69 145.13 
22: 7 1837.90 131. 77 19.70 895.46 164.83 
23: 8 1704.81 133.09 18.38 1028.55 183.21 
24: 9 1570.38 134.42 17.05 1162.98 200.25 
25: 10 1434.62 135. 77 15.70 1298.74 215.96 
2b: 11 1297.49 137.12 14.35 1435.87 230.30 
27l 12 1159.00 138.50 12.97 1574.36 243.28 
28: 13 1019.12 139.88 11. 59 1714.24 254.87 
29: 14 877.84 141. 28 10.19 1855.52 265.06 
30: 15 735.15 142.69 8.78 1998.21 273.84 
31: 16 591. 03 144. 12 7.35 2142.33 281 . 19 
32: 17 445.47 145.56 5.91 2287.89 287.10 
33: 18 298.45 147.02 4.45 2434.91 291.56 
34: 19 149.97 148.49 2.98 2583.39 294.54 
35: 20 -.00 149. 97 I. SO 2733.36 296.04 
36l NA NA NA NA NA NA 
37: HA NA NA NA NA NA 
38: NA HA HA NA· NA HA 
39l NA NA NA NA NA NA 
40l NA NA HA NA NA NA 

Finding an Unknown Pay1ent fro1 a Known Principal 

Figure 4 
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Next place your cursor on B2 and type: 

2733.36 the known principal 

I RETURN I enters the value 

You will observe that the Payment amount is now displayed in 89, to the right of Form. I. , 
Pmt Unk. 

Now you will need to recalculate your worksheet. Leave your cursor on any location: 

Hold down and press: 

recalculates your worksheet 

You will need to recalculate your worksheet several times in o rder to complete the recalculation 
procedure. 

So hold down and press d [K], as many times as is necessary to perform a complete recalculation. 

Your worksheet should now look like Figure 4. 

SA \'l'.'IG UNDER A DIFFERENT NAME 

To save your file under a different name, place the data diskette containing the info rmation in 
Drive B and press: 

places you in the Main Menu 

Place your cursor on the third option (Save Desktop files to disk) a nd press: 

I RETURN I 

I RETURN I 

JRETURN I 

high lights the name of you r current file 

displays: 
You made changes to this file, 
and high lights first option: 
Save the file on the current disk 

displays options 

Place your cursor on the second option, Save with a different name. 

I RETURN I d isplays: 
Type a new name for this file: 

Your file name must consist of no more than 15 characters. Example: 

Amortizat ion Two f ile name 

JBETURN I saves the new f ile, and brings you back to the Main Menu 

returns you to your worksheet 
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SETTING UP YOUR PRINTER 

To set up your printer, press: 

displays the Main Menu 

Place your cursor on the 5th option, Other Activities. 

I RETURN I displays Other Activities menu 

Place your cursor on the 7th option, Specify information about your printer(s). 

I RETURN I displays Printer Information menu 

Place your cursor on the 2nd option, Add a printer. 

I RETURN I displays a I ist of printers 

Place your cursor on the name of the printer you are using and press: 

I RETURN I displays at the bottom of your screen: 
Type a name: 

Type in any name you choose. The name must consist o f no more than 16 characters . 

I RETURN I displays Slot options, and highlights Slot 1 

The most likely method of access will be Slot l , so press: 

I RETURN I displays options 

If your printer is one of the printers on AppleWorks' standard list, you probably won't have to 
change any of the values in numbers I through 4. However, at this point, you can change any of the 
values depending on your own printer. 

Your printer is now set up, so to return to your worksheet, 

Hold down , and press: 

displays Desktop Index and highlights your current worksheet 

I RETURN I returns you to your current worksheet 

Now that you have set up your printer, you are ready to print your document. .. 
PRINTING · 

To print your entire document: 

Hold down and press: 

starts PRI NT command 

selects All option, and displays: 
Where do you want to print your report? 
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The name of the printer you previously specified will be highlighted. 

I RETURN I displays: 
Type report date or press Return 

A t this point, if you wish to date your worksheet, type in a date. 

~--------- NOTE _____ ____ ~ 

I RETURN I 

If a date is already displayed, you will want to fi rst erase it, before 
typing In a new date. To do this, 

Place your cursor on the first character in the date. 

Hold down and press: 

I CONTROL! !Yl deletes to the end of the line 

Now you may type in your new date. 

displays: 
How many copies? 1 

At this point, if you wish to print more than one copy, type in the number o f copies you wish to 
print. 

I RETURN I prints the document 

To print a portion of your worksheet, for example, if you wish to print only the first ten rows 
of information, 

Place your cursor on Al . 

Hold down and press: 

starts PRINT command 

selects Block option 

Move your cursor to BlO, the area you wish to print. The screen will reverse to show you the area to 
be printed. 

I RETURN I displays: 
Where do you want to print your report? 

The name of the printer you previously specified will be highlighted. 

I RETURN I displays: 
Type report date or press Return 
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At this point, if you wish to date your worksheet, type in a date . 

IRETURN I 

.------------ NOTE-------------, 

If a date is already displayed, you will want to first erase it, before 
typing in a new date. To do this, 

Place your cursor on the first character in the date. 

Hold down and press: 

I CONTROL I !YJ deletes to the end of the line 

Now you may type in your riew date. 

displays: 
How many copies? 1 

At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. 

I RETURN I prints the document 

.---------- NOTE--------~ 

Once you have set up your printer, as described in the above 
paragraph entitled Setting Up Your Printer, you will not need to 
repeat the procedure. Al l you need to do is to follow the 
instructions in the above paragraph entitled Printing. 

~------- NOTE _______ ~ 

Once you have set up your printer, you can print a copy of the 
entire screen (all the contents on the screen). To do this, 

Hold down and press: 

d []] prints entire contents of screen 
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DESCRIPTION 

The AppleWorks program allows you to set up a checkbook ledger, into which you will enter your 
monthly deposits and check disbursements for the month. It wi ll also allow you to enter or 
withdraw from your savings. 

You will then save your checkbook ledger for the current month, after which you will prepare your 
ledger for the next month's deposits and check disbursements. 

The savings amount in your ledger will accumulate from month to month, allowing for deposits and 
withdrawals. 

OPERA TIO NS PERFORMED · 

Loading the Sample Diskette 

Starting a Worksheet from Scratch 

Setting up the Worksheet Format 

Entering Mathematica l Formulas 

Posting Entries 

Saving 

Preparing your Checkbook Ledger for the Next Month's Entries 

Making Worksheet Entries for the Next Month 

Saving Under a Different Name 

Setting up your Printer 

Printing 
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FUNCTIONS USED 

@IF 
@SUM 

COMMANDS USED " 

ornJ 
o@ 
0 ill] 

0 (1] 
OrfJ 
O[Q] 
O[YJ 

Blank Command 

Copy Command 

Prints entire contents of screen 

Layout Command 

Print Command 

Displays Desktop Index 

Deletes to End of Line 

LOADING THE SAMPLE DISKETTE 

If you have purchased this book with the Sample Diskette, which contains all the labels and 
formulas already entered, use the following instructions to load the worksheet (illustrated in 
Figure 2, Page 157) into your computer. 

First you will load the Apple Works program into your computer. 

You will see the Main Menu displayed on your screen. 

The first option, Add files to the Desktop, will be highlighted, so press: 

I RETURN I 

152 The Power Of: AppleWorks 

displays options 

Note: If you do NOT see displayed at the upper left-hand corner 
of your screen the words: Disk: Drive 2, 

Place your cursor on the 2nd option, 
A different disk 

I RETURN I displays disk drives 

Place your cursor on the 2nd option, Drive 2 

I RETURN I 

I RETURN I 

highlights 1st option : 
The current disk: Drive 2 

displays a list of the fi les on the Sample 
Diskette. (Skip the next note and go down to 
the paragraph below) 

Note: If you see: Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 

Leave your cursor on the 1st option, 
The Current disk: Drive 2 

I RETURN I displays a list of the files on the Sample 
Diskette 
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Place your cursor on the file you wish to load into your computer, in this case, Checkbook, and 
press: 

I RETURN I loads Checkbook onto your screen 

Now skip the next paragraph entitled Starting A Worksheet From Scratch, and go to the paragraph 
entitled Posting Entries, on Page 160. 

STARTING A WORKSHEET FROM SCRATCH 

After loadi ng AppleWorks into your computer, you will see the Main Menu displayed on your 
screen . 

The first option, Add files to the Desktop, will be highlighted. 

Press: 

I RETURN I displays Add Files menu 

Place your cursor on the 5th option, Spreadsheet. 

I RETURN I 

I RETURN I 

displays: 
Make a new file 
and highlights: 
From scratch 

requests a file name 

Your file name must consist of no more than 15 characters. Example: 

Checkbook file name 

I RETURN I displays your worki ng screen 

At the top of the screen, in the upper left-hand corner, you will see your file name displayed. 

At the top of your screen, in the center, you wi ll see the words: REVIEW I ADD/ CHANGE. You 
are now ready to set up your worksheet. 

SETTING UP THE WORKSHEET f<'ORMAT 

The first operation will be to expand the width of all the columns on your worksheet to 12 
characters. 

.----------NOTE ________ ~ 

When AppleWorks is first loaded into the computer, each column 
has a default width of 9 characters. 

Place your cursor on column A . 
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Hold down and press: 

starts LAYOUT command 

selects Columns option, and highl ights column A 

Using your cursor key, move your cursor to column L. 

I RETURN I prepares to receive additional information 

© se lects Column width option 

Hold down the O key and press: 

right cursor key, expands column width by 3 characters 

Note: Each time you press the right cursor key your column(s) 
wi ll expand by one character. 

I RETURN I 

Each time you press the left cursor key your column(s) wil l 
decrease by one character. 

executes the command and expands the width of all columns to 12 

Type in the labels in Rows I, 2, and 15 as illustrated in Figure I. (Later you will center the labels on 
Rows 1 and 2). 

=•=======A======•==B===•::•====C::•== .. :: .. D .. =====::E==========F========6== =======H•=.:•u==::l:: ... :::=o:J::=•==•"=:(=•::•::=•L::=::= 
l : Dote Check I P•1d last Mh' 's Deposit Check Ch.Book Savings C•sh On Rent Phone Supp Ii es 
2: To ChBk Bil•nce A1ount Bat.nee Hand 

1: 
s: 
6: 
7: 
a: / l; j 

9: 
10: 
II : 
12: 
lli 

lS!turrent ftonth's Total ; 

Figure 1 
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Now that you have typed in your labels, you will center the labels on Rows I and 2. 

Place your cursor on Al. 

Hold down and press: 

starts LAYOUT command 

selects Block option 

Move your cursor to L2. The screen will reverse to show you the area being centered. 

I RETURN I prepares to receive additional information 

selects Label format option 

selects Center option and centers the labels 

To enter the dashed line on Row 3, on your worksheet, 

Place your cursor on A3 and type: 

~ quotation mark - prepares cell for label 

------------ twelve dashes (do not use the shift key) 

I RETURN I accepts the label 

The column your cursor is on will now have a line of dashes across its width. To extend the dashed 
line in the same row across the remaining columns, 

Leave your cursor on A3. 

Hold down and press: 

starts COPY command 

selects Within worksheet option 

I RETURN I accepts source 

Move your cursor to B3, first cell to copy into. 

ellipsis - indicates from-to 

Move your cursor across Row 3 to Column L. 

I RETURN I executes the command and places a dashed line across Row 3 

To enter the double-dashed line on Row 14, 

Place your cursor on Al4 and type: 

I RETURN I 

quotation mark - prepares cell for label 

twelve equal signs ( =) 

accepts label 
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The column your cursor is on will now have a double-dashed line across its width. To extend the 
double-dashed line in the same row across the remaining columns, 

Leave your cursor on Al4. 

Hold down and press: 

starts COPY command 

selects Wit~in worksheet option 

I RETURN I accepts source 

Move your cursor to Bl4, first cell to copy into. 

ellipsis - indicates from-to 

Move your cursor across Row 14 to Column L. 

I RETURN I executes the command and places a double-dashed line across 
Row 14 

To format a portion of your worksheet so that it will display in dollars and cents, with two decimal 
places, 

Place your cursor on D4. 

Hold down and press: 

starts LAYOUT command 

selects Block option 

Move your cursor to Ll3 . The screen will reverse to show you the area being formatted. 

I RETURN I prepares to receive additional information 

selects Value format option 

selects Dollars option, and requests number of decimal places 

number of decimal places 

I RETURN I executes the command 

To format Row 15, the Current Months Totals row, so that it will display in dollars and cents, 

Place your cursor on D 15. 

Hold down and press: 

starts LAYOUT command 

selects Block option 

Move your cursor to Ll 5. The screen will reverse to show the area being formatted. 

I RETURN I prepares to receive additional information 
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selects Value format option 

selects Dollars option, and requests number of decimal places 

number of dec imal places 

I RETURN I executes the command 

Your worksheet should now look like Figure I . 

ENTERING MATHEMATICAL FORMULAS 

You wi ll now begin entering mathematical formulas that will establish the relationships between 
column and row positions. T he formulas and their locations are illustrated in Figure 2. 

I: Dale Check t Paid l ast Xth's Deposit Check Cb.Boal Savin9s Cash On Rent Phone Supplies 
2l To Ch8k hlance Aoount Balance Hand 
l!-------------------------------------------------------------------------------------------------------------------------------------
41 l!SU!HJ4.L4l j ) S0.00 t0.00 
s: $0.00 10.00 
6: 81FlE4tfOO,I Oltl!SUlllE4.E4J-tSIJ"lf4.f4l l+D4 t0.00 10.00 
1: so.oo t0.00 
e: sn.oo 1~00 

91 10.00 10.00 
10: $0.00 $0.00 

111 '°· 00 10.00 
12: $0.00 10.00 
ll! $0.00 10.00 
14:::=z=-::.::--:--¥.llasr-:::=:a.sa-:rar::ss-as:rs1:=::2:::1:s:=: :-::::::::-:---:.:=:::::--=:--:ss:u1a.z.:..::::..:a:=::..z:::::s1:rs::.:r-:.::iraaa ras:s:-:z:v:ssa:...:: ::s:a1:.s'C'::%..-:::: 

151Curnnt llonlh's Totals ltSU"IEl.£141~ tO.Oo t 0.00 10.00 10.00 10.00 10. 00 10.00 t0.00 
161 .-----!: 
17: !E15-Fl51tD4 ~ 
181 

Figure 2 

Formula one, in the Check Amount column, will add the total of the postings from the Rent column 
across to the Supplies column on each row, and display the result in the Check Amount column. 

Place your cursor on F4 and type: 

@SUM ( 

J4 

• 

L4) 

I RETURN I 

adds values in the following l ist 

first cell of row to add 

ellipsis - indicates from-to 

last cell of row to add 

enters the formula 

Formula two, in the Ch. Book Balance column, determines the Ch. Book Balance. The first half of 
calculation in the formula uses the IF function which selects the value 1 if an amount is greater than 
zero in the Deposi t or Check Amount column. If the two columns equal zero or less than zero, a 
zero is selected. The result of this calcualtion is used to enter a zero in a row where no entries have 
yet been made . 
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The second half of the formula subtracts the Check Amounts from the Deposits and adds Last 
Mth's Check Book Balance amount. 

Place your cursor on G4 and type: 

@IF( 

E4 + F4 > 0 

1 

0 

* 

@SUM( 

E4 

• 

E4) 

@SUM( 

F4 

• 

F4 

) ) 

+ 

04 

I RETURN I 

if the first expression is true, uses the second expression; if not, uses 
expression three. 

first expression - Is the sum of the Deposit and Check Amount entries 
greater then zero? 

' 
comma - separates expressions in the formula 

second expression - wil l be selected if the first expression is true 

comma - separates expres~i.ons in the formula 

third expression - wi ll be selected if the first expression is not true 

parenthesis - separates calculations in the formula 

multiplies 

parenthesis - separates calculations in the formula 

adds value.sin the following list . 

value to be added 

ellipsis - indicates from-to 

value to be added 

subtracts 

adds values in the following list 

value to be added 

ell ipsis - indicates from-to 

value to be added 

parentheses - close sum function 

adds 

Last Mth's Ch Bk Balance 

enters the formula 

The next operation is to copy the form ulas just entered at the top of each column into each row in 
their respective columns. To do this: 

Place your cursor on F4. 

Hold down and press: 

starts COPY command 

selects Within worksheet option 
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Move your cursor to G4. The screen will reverse to indicate the area being copied. 

I RETURN I accepts source and prepares to receive additional Information 

Move your cursor to FS, first cell to copy into. 

• ellipsis - indicates from•to 

Move your cursor to F 13, last cell to copy into. 

I RETURN I prepares to receive additional info.rmatl~n 

tells the command to copy the cell address in the formula relative to its 
new location · 

tells the command to copy the coordinate address in the formula in its 
new location without change 

Formula three, in the Current Months' Totals Row, Deposit column, adds the values in the Deposit 
column. 

Place your cursor on El 5 and type: 

@SUM( 

E3 

• 

E14) 

I RETURN I 

adds values in the following list 

first cell of column to add 

ellipsis - indicates from-to 

last cell of column to add 

enters the formula 

Now copy the formulas you have just entered across the row into the Check Amount column, 
through the Supplies column. 

Leave your cursor on E l5 . 

Hold down and press: 

starts COPY command 

selects Within worksheet option 

I RETURN I accepts source 

Move your cursor to Fl5, first cell to copy into. 

• ellipsis - indicates from-to 

Move your cursor to L 15, last cell to copy into. 

I RETURN I prepares to receive additional information 
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[[] 
[[] 

tells the command to copy the cell address in the formula relative to Its 
new location 

Formula four, in the Current Month's Totals row, in the Check Book Balance column, uses a 
special formula to obtain the total on its Current Months' Totals line. For this reason, you will now 
replace the formula in that location with a new formula. 

To enter formula four, 

Place your cursor on G 15 and type: 

( E15 deposit total 

subtracts 

F15) check amount total 

+ adds 

04 Last Mth's Ch Bk Balance 

I RETURN I enters the formula 

Formula Five, in the Current Month's Totals row, Cash on Hand column, uses a special formula to 
obtain the Cash on Hand balance. For this reason you will now replace the formula in that location 
with a new formula. 

Place your cursor on II 5 and type: 

+ G15 checkbook balance 

+ adds 

H15 savings balance 

I RETURN I enters the formula 

Your worksheet should now look like Figure 2. 

POSTING ENTIUES 

To observe the operation of the checkbook ledger, use the following step-by-step directions to type 
in the entries as illustrated in Figure 3. 

Place your cursor on E4 and type: 

15000 amount of deposit 

I RETURN I enters the value 

Now type in the Savings amount. 

Place your cursor on H4 and type: 

1200 

I RETURN I 
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m,000.00 . to.oo US,OOQ.00 ~1,200.00 

S:JiJI l , 198• ' 101 , ~enhh ",. ts5o.oo m,450, 00 m o. co 
,. .. 41Jilri 3 102· MJ(Bell 1250,00 m, 200.00 mo.oo 

W&fi 4 J Ol AtH $125,00 1141075.00 tl25.00 
·alJin 15 104 H.ird~1r1 u,~oo.oo s9,575.oo u, soo.oo 
9:J1n 70 105 Fred 1tey1r1 uo.o.oo S9,275.oo· mo.oo 

IOIJan :i2 106 Cilf AeAhl 1250.00 19,025. 00 1250. 00 
1i:Ji1R 27 107 Tool Atntal U 00. 00 '8,625.00 t400.00 

108 er.us Sud m.oo ta,600.00 m. oo 
131Jin lo. 109 Flo~~rs •110.00 u,m.oo m o.oo 
t4::i:cna:::rm:::r•::.::~:r:r-:c=~=nc~zi:::ssc:-.;:::;:::.:11u;:.::::c::::=:i:::.:rac::::::-:i.c.c:ca":s.=:c:::r::::::::cc;ct:·a:iss.:c.n::c:1:::2t:sc:::::: ::&:t:a•s••:r:c:~:•: 

mcurrtnt lloltth's lohh m ,OO'l.oo 161510.00 sa,uo.oo •1 1200.00 19,630.00 11,200.0o m o.oo 1s,1 20.oo 

Figure3 

Use the following instructions to type in the check disbursements. 

Place your cursor on AS and type: 

Jan 3, 1984 

I RETURN I 

date of first check 

enters the label 

Place your cursor on BS and type: 

quotation mark - prepares cell for label 

Press your space bar three times (indents the label). 

Type: 

101 check book number 

I RETURN I enters the label 

Place your cursor on CS and type: 

Rentals party being paid 

I RETURN I enters the label 

Place your cursor on 15 and type: 

550 check amount 

I RETURN I enters the value, and automatically displays it in Column F, Check 
Amount column 

.------------NOTE _________ ~ 

DO NOT TYPE into column F, the Check Amount column. 

Remember to never enter values into cells containing formulas or 
the formulas will be erased. 
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C~ntinue entering the label information and the check amounts as illustrated in Figure 3. 

After you have made all the entries, your worksheet should look like Figure 3. 

YOU MUST NOW SAVE YOUR WORKSHEET. 

SAVING 

To save a file which has not been previously saved, use the following directions . 

Place a formatted data diskette in Drive Band press: 

places you in the Main Menu 

Place your cursor on the third option, Save Desktop files to disk, and press: 

I RETURN I 

I RETURN I 

highl ights the name of your current file 

displays options 

Note: If you do NOT see displayed at the upper left-hand corner 
of your screen the words Disk: Drive 2, 

Place your cursor on the 2nd option , 
First change to a different disk or directory 

I RETURN I displays disk drives 

Place your cursor on the 2nd option, Drive 2 

I RETURN I 

I RETURN I 

highlights 1st option , 
Save the file on the current disk 
and displays: 
Disk: Drive 2 
in the upper left-hand corner of your screen 

saves the file 

returns you to your worksheet 

Note: If you see Disk: Drive 2 displayed at the upper left-hand 
corner of your screen, 

Leave your cursor on the 1st option, and press: 

I RETURN I saves the file and brings you back to the 
Main Menu 

returns you to your worksheet 

PREPARING YOlJI{ CHECKBOOK LEDGl.:R FOR THE 
'.\JEXT MONTH'S ENTl{IES 

To prepare your worksheet for the next month, it is EXTREMELY important that you use the 
following step-by-step instructions. 

First you will take note of the current Check Book Balance in G 15. To do this, 
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Move your cursor to a blank space just below your worksheet and type: 

8430 amount of current check book balance 

I RETURN I enters the value 

You will be referring to this value later. 

The next operation will be to erase the information in Columns A, B, C, D and E. To do this: 

Place your cursor on A4. 

Hold down and press: 

starts BLANK command 

selects Block option 

Move your cursor to El3. The screen will reverse to show you the area being erased. 

I RETURN I executes the command 

The next area to be erased will be columns I, J, Kand L. To do this: 

Place your cursor on 14. 

Hold down and press: 

starts BLANK command 

selects Block option 

Move your cursor to Ll3. The screen will reverse to show you the area being erased. 

lRETURN I executes the command 

~---------NOTE _________ _, 

Observe that when you used the BLANK command to erase the 
values in your checkbook worksheet, you did NOT erase the value 
in the savings column. 

The purpose of leaving the savings amount on your worksheet is 
to allow the savings to accumulate from month to month. 

You will now need to re-format your worksheet in the appropriate columns so that it will be 
displayed in dollars and cents. To do this, 

Place your cursor on 04. 

Hold down and press, 

starts LAYOUT command 

selects Block option 
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Move your cursor to El3. The screen will reverse to show you the area being formatted. 

I RETURN I prepares to receive additional information 

selects Value format option 

selects Dollars option, and requests number of decimal places 

number of decimal places 

I RETURN I executes the command 

The next area you will need to re-format will be columns I through L. 

Place your cursor on 14. 

Hold down and press: 

starts LAYOUT command 

selects Block option 

Move your cursor to LI 3. The screen will reverse to show you the area being formatted. 

I RETURN I prepares to receive additional information 

selects Value format option 

selects Dollars option, and requests number of decimal places 

number of decimal places 

I RETURN I executes the command 

The next operation in setting up your worksheet will be to enter the previous month's checkbook 
balance into column D, Last Mth's ChBk Balance, to do this, 

First refer to the value you entered at the bottom of your worksheet (8430). 

Place your cursor on 04 and type: 

8430 ending checkbook balance from previous month 

I RETURN I enters last month's checkbook balance 

Now you may erase the checkbook balance amount underneath your worksheet (which you 
previously entered for reference purposes). To do this, 

Place your cursor on the reference value. 

Hold down and press: 

starts BLANK command 

selects Entry option and blanks the cell 
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Your worksheet should now look like Figure 4. 

Your checkbook ledger has been set up for the new month, and you are ready to make your new 
entries. 

:::1::::.:::sA••====s•c-:i:::B:::'ls:::::::z:uC:r::: ::::::::O::::::::::::E========sz::-f::::-:nt:1:1:: :6a1:1u:r:si::c1:Hz 11 1s11a::::::{:11:::~::11:111:::J:s:::::::::(::.::::sc:-:::t11:::.::: 

ti 01te Check t P11d Lul "lh's Deposit Check Ch.Boot S1vln9s Cuh On Rent Phone Supplies 
21 lo ChBt hhnce A1ount hhnct Hind 
3: -•• • -· ••• • •••• ••• -·--·· • •• • ·•• • • ······-····-·-· ·---·---·--------·· ······-·---------·---••• • •• -·---·----•••• ----·----••• • ••• •• ··--··· --· ••••• ••• I• 
41 S81 430.00 S0.00 S8,430.00 11, 200.00 
51 so.oo 18,430.00 
61 so.oo se,no.oo 
71 10. 00 18,430.00 
01 so.oo se,m.oo 
91 so.oo s0,m.oo 

101 S0.00 19,430. 00 
11 l S0.00 181430.0, 
12: S0.00 SS,430.00 
13: S0.00 S8,430.00 
14 Jc:-::.saz:z:::.a=:s::x:.:n:•:a:r:=~====ac:::::::=:=:::,;::-:=:::-:==::a::::::s:.:::s.a-:-.:rs:::::1::.::czss:::::rss:rr::::::-:-::~::s:::: :.:2::·:;:::::::-::::1 :1a'Z:.:::1 

151Current ftonth 's Tolih 10.00 10.00 19,uo.oo 11,200.00 n, 630.00 10.00 10.00 

Figure 4 

MAKING WORKSHEET ENTRIES f<'OR THE NEXT MONTH 

The first step will be to add a new deposit. To do this, 

Place your cursor on A4 and type: 

Feb 4, 1984 

I RETURN I 

date of deposit 

enters the label 

Place your cursor on E4 and type: 

10000 current months deposit 

I RETURN I enters the new deposit and displays the new checkbook balance in G4 

To make the first check entry, 

Place your cursor on AS and type: 

Feb5 date of f irst check 

I RETURN I enters the label 

Place your cursor on BS and type: 

quotation mark - prepares cell for label 

Press your space bar three times (indents the label). 
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Type: 

110 check number 

I RETURN I enters the label 

Place your cursor on C5 and type: 

Rentals 

I RETURN I 

the party being paid 

enters the label 

Place your cursor on J5 (in the Rent column) and type: 

550 amount of check 

I RETURN I enters the Vqlue 

Continue to enter the information in columns A , B and C, and the corresponding check amounts in 
columns J through L, as illustrated in Figure 5 . 

...--- -------NOTE _________ _, 

When you have finished making your check entries, Row 13 will 
be blank, from Columns H through L. 

You have decided to make a withdrawal frqm your savings account. To do this, 

Place your cursor on Al3 and type: 

Feb25 date of withdrawal 

I RETURN I !'Inters the label 

Place your cursor on H13 (the Savings column) and type: 

200 

I RETURN I 

subtracts 

amount to be withdrawn 

subtracts the 200 from your savings amount and displays the new 
balance in lhe Current Month's Totals row, In H15 
' ' 

....---------- NOTE----- ----, 
The value in H13 Is now displayed as ($200.00). The parentheses 
indicate a minus amount. 

Your worksheet should now look like Figure 5. 
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2::======A::::11::::::S:i::z2::::ca::C:11:s.z:::::i:O::::a••::~=E::•::s:z:::1::zf:.::::as.::::S:::::::cs:c::H::n::::::::J.:::::•·=:c.:::J:r:::r:::ns:J::=.:_.::::::L====== 

I: D•t• thoct I P•id L'5l "th's D1poslt Chock Ch.Boot '-l~•vlngs Cuh On Rent Phone Supplies 
2l To ChBI B•hnco A1ounl Bahice HAnd 
l:-------............... .. ..................... - ................ ............ ~ ............................ .. ............ -............................... ....... r ........ , ........................................................ _ ........................... _ .............. -

l lffb I, 1984 181130.00 1101000.00 ID.DD 1181430.00 11,200.DO 
5:Feb 5 110 R•nhls 1550.00 117,880. DO 
6lfeb 8 111 MN Bell 1300.00 1171:180.00 
7lF!b 9 112 Am 1100.00 117. IBO.OO 
Blfeb 12 113 6romies 1200.DO 117,280.00 
91Feb 14 111 fl oms U25.00 111, 155.00 

lOlFeb 19 115 Car Rental 1300.00 1161855.00 
ltlfeb 19 116 Furniture 151400.00 m ,155. 00 , 
12ifeb 23 117 Carp1hn9 11,300.00 110, 155.00 
tllfeb 25 10.00 181430.00 !1200.00J 

mo.oo 
1300.00 

1300. 00 

1100.00 
!200.otl 
ms.co 

15, 100.00 
11,JOO.OU 

J41==::1::::::-:11rr-_:..:z:s::.=:.=.s2a:.::·:..:::::.=:-::::r::s:-::::rn.urc·:::-:.:::cz:::::a1::i:::1:::u#:.:r:.--::z:::uu::::.::s.:s:==is11=:t:::z::i::::::::-::::::::s:::i::==== =•=======-:i::::a.::t:= 

1s:current "°oth's lohls 1101000.00 181275.00 1101155.00 ll ,000.00 111,155.00 1850.00 1300.00 17,125.00 

, Figure 5 

. ! 

SAVING UNDER A DIFFERENT NAME 

To save your file under a different name, place the data diskette containing the information in 
Drive Band press: 

places you in the Main Menu 

P lace your cursor on the third opt ion (Save Desktop files to disk) and press: 

I RETURN I 

I RETURN I 

I RETURN I 

highl ights the name of your current fil'e 

displays: 
You made changes to this file , 
and highlights f i rst option: 
Save the file on the currer:i t disk 

displays options / ,, 

Place your cursor on the second option, Save with a different name. 

I RETURN I displays: 
Type a new name for this file: 

..-----------NOTE _________ _, 

If you see a f ile name displayed, you must erase it. To do this, 

Place your cursor on the f irst character in the word. 

Hold down and press: 

ICONTROL I [Y) deletes to the end of the l ine 
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5 EXERCISE Checkbook Ledger 

Your file name must consist o f no more than 15 characters. Example: 

Checkbook Two 

I RETURN I 

I RETURN I 

f ile name 

saves the tile 

saves the new tile, and brings you back to the Main Menu 

returns you to your worksheet 

SETTING UP YOUR PRINTER 

To set up your printer, press: 

displays the Main Menu 

Place your cursor on the 5th option, Other Activities. 

I RETURN I displays Other Activities menu 

Place your cursor on the 7th option, Specify information about your printer(s). 

I RETURN I displays Printer Information menu 

Place your cursor on the 2nd option, Add a printer. 

I RETURN I displays a list of printers 

Place your cursor on the name of the printer you are using and press: 

I RETURN I displays at the bottom of your screen: 
Type a name: 

Type in any name you choose. The name must consist of no more than 16 characters. 

I RETURN I displays Slot options, and highlights Slot 1 

The most likely method of access will be Slot 1, so press: 

I RETURN I displays options 

If your printer is one of the printers on AppleWorks' standard list, you probably won't have to 
change any of the values in numbers 1 through 4. However, at this point, you can change any of the 
values depending on your own printer. 

Your printer is now set up, so to return to your worksheet , 

Hold down , and press: 

displays Desktop Index and highlights your current worksheet 

I RETURN I returns you to your current worksheet 

Now that you have set up your printer, you are ready to print your document. 
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PRINTING 

To print your entire document: 

Hold down and press: 

starts PRINT command 

selects All option, and displays: 
Where do you want to print your report? 

The name of the printer you previously specified will be highlighted. 

I RETURN I displays: 
Type report date or press Return 

At this point, if you wish to date your worksheet, type in a date . 

.-----------NOTE _________ ~ 

If a date is already displayed, you will want to first erase it, before 
typing in a new date. To do this, 

Place your cursor on the first character in the date. 

Hold down and press: 

I CONTROL I [Y] deletes to the end of the line 

Now you may type in your new date. 

I RETURN I displays: 
How many copies? 1 

At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. 

I RETURN I prints the document 

To print a portion of your worksheet, for example, if you wish to print only the first three columns 
of information, 

Place your cursor on A I. 

Hold down and press: 

starts PRINT command 

selects Block option 
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Move your cursor to Cl3, the area you wish to print. The screen will reverse to show you the area to 
be printed. 

I RETURN I displays: 
Where do you want to print your report? 

The name of the printer you previously specified will be highlighted. 

I RETURN I di splays: 
Type report date or press Return 

At this point, if you wish to date your worksheet, type in a date . 

I RETURN I 

.------------NOTE-----------. 

If a date is already displayed, you will want to first erase it, before 
typing in a new date. To do this, 

Place your cursor on the first character in the date. 

Hold down and press: 

I CONTROL I !Y] deletes to the end of the line 

Now you may type in your new date. 

displays: 
How many copies? 1 

At this point, if you wish to print more than one copy, type in the number of copies you wish to 
print. 

I RETURN I prints the document 

.-------- -- NOTE-------------. 

Once you have set up your printer, as described in the above 
paragraph entitled Setting Up Your Printer, you will not need to 
repeat the procedure. All you need to do is to follow the 
instructions in the above paragraph entitled Printing . 

.---- -------- NOTE -------------. 

Once you have set up your printer, you can print a copy of the 
entire screen (all the contents on the screen). To do th is, 

Hold down and press: 

prints entire contents of screen 
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ACCESSING A WORD 
PROCESSOR DOCUMENT 

DESCRIPTION 

There will be times when you will need to access a Word Processor document so that you may 
combine it with a Spreadsheet. 

For example, perhaps you have received a request from the head bookkeeper in your company for a 
copy of your department's check disbursements for a particular month. 

First you had your secretary write an inter-office memo to the head bookkeeper, using 
AppleWorks' Word Processor program. 

Now you want to combine the inter-office memo she has written with the Spreadsheeet which 
contains the check disbursement information. 

Use the following directions to perform the operation . 

First make sure the memo your secretary has written (with Apple Works' Word Processor program) 
is on your Desktop. To do this, select the Add files to the Desktop option from the Main Menu. 

Next make sure your Spreadsheet (which you created with AppleWorks' Spreadsheet program) is 
also on your Desktop. To do this, select the Add files to the Desktop option from the Main 
Menu. 

Start the access operation from the Main Menu. 

Place your cursor on the second option, Work with one of the files on the Desktop. 

I RETURN I disp lays the Desktop Index 

Place your cursor on the name of the Spreadsheet containing the check disbursement information. 

I RETURN I places the Spreadsheet on your working screen 

Place your cursor on the first cell of the area you wish to include in your memo. 

Hold down and press: 

starts PRINT command 
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6 EXERCISE Accessing a Word Processor Document 

selects Block option 

Now move your cursor to the last cell of the area you wish to include in your memo. 

I RETURN I displays Print options 

Place your cursor on the 4th option, The clipboard (for the Word Processor). 

I RETURN I displays Type report date or press RETURN 

You may type in a date at this point. 

I RETURN I 

d [QJ 

assures you that the Spreadsheet information has been copied to the 
clipboard, and can now be transferred into a Word Processor 
document 

displays Desktop Index 

Place your cursor on the Word Processor document which your secretary has typed. 

I RETURN I displays the Word Processor document on your working screen 

Move your cursor to the place where you want to insert the Spreadsheet information. 

Hold down and press : 

starts COPY command 

selects From clipboard option (paste) 

Your Spreadsheet information will now be inserted into your Memo. 

~--------NOTE _____ ___ --. 

AppleWorks has copied the selected data from your Spreadsheet 
onto your Word Processor document. However, the data will not 
contain any formulas. 

You will now want to save your document. 

A QUICK METHOD OF SAVING 

AppleWorks has a quick way for you to save a file onto the disk. However, this method 
automatically REPLACES the previously saved file with the new file. 

This method allows you NO options for saving under a different name, so be cautious before 
employing the quick save method. 

To save quickly, 

Hold down and press: 

saves a file 
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INTRODUCTION TO DATA BASE 

The AppleWorks' Data Base section in this book is set up progressively, so that what you learn in 
the first chapter will prepare you for the second chapter. 

It is necessary to start with the fi rst chapter of the section and work on through to the end , as the 
chapters are progressive rather than self-contained . 

When you "start from scratch" in the Data Base section, your screen will look li ke Figure I , il
lustrated below. 

In the upper left-hand area of the screen where Category 1 is displayed, you will type in the names 
of all o f the category headings which will later contain the information that will make up your 
records. 

Most of the work you do with Data Base will involve deleting, inserting, and changing the records in 
the file you see when in REVIEW I ADD/ CHANGE and in the file you compose to print out. 

You will learn how to use the many Apple commands to your advantage and find that you can 
organize your Data Base files in almost any way imaginable. 

File : ~·: 

Category names 

Category l 

Type en t ry or use A LOmmands 

CHANGE NAME/CATEGORY Esrape : Reviow/Add/Ch~nge 

Figure 1 

Opti;:ms . 

Change category name 
Up arrow Go to filename 
Down arrow Go to next category 
A- I Insert new category 

451( Ava1 1. 

1-

-· 
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l>ESCIUPTION 

In this chapter you will learn the difference between single and multiple record layout. In each, you 
will scroll and make corrections on your data base information. You will delete and insert records 
and standard values. 

When formatting for labels, you will rearrange categories and delete and insert spaces and 
categories. The labels will be left justified and arranged in chronological order for printing 
purposes. Then you will save the file and print out the labels. 

OPERATIONS PEIU'Ol{MED 

Loading Apple Works 

Loading the Sample Diskette 

Typing in the Data Base 

Single and Multiple Record Layout 

Scrolling in Multiple Record Layout 

Scrolling in Single Record Layout 

Changing a Character 

Inserting Characters 

Deleting Characters 

Deleting to the End of a Line 
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1 CHAPTER Labels: Setting up the File and Printing out the Report 

Deleting Records 

Standard Values 

Inserting Records 

Formatting for Labels 

Rearranging Categories 

Deleting Spaces and Categories 

Inserting Spaces and Categories 

Arranging Records 

Left Justifying 

Saving 

Setting up your Printer 

Printing 

FUNCTIONS 

ITAB I 

0 ITAB I 

O[g] 

O[Q] 

Qg} 

I CONTROL I [Y] 

IDELETEI 

up cursor key, scrolls through records, moves categories 

down cursor key, scrolls through records, moves categories 

right cursor key, moves categories 

moves cursor to next category 

moves cursor to previous category 

turns over-type function on and off 

displays Desktop Index 

zooms in and out to display records 

deletes info to the end of a line 

deletes character to left of cursor 

COMMANDS . 

o[Q] 
om 
o ® 
o®o!Kl 
0 !El 0 []] 
O!EJ om 
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starts DELETE RECORDS command 

starts INSERT NEW RECORDS command 

starts REPORT MENU command 

starts ARRANGE (SORT) command 

deletes the line 

starts INSERT A CATEGORY command 



d[f] d QJ 
Q [fl Q [fl 

drID 
o[Y] 

Labels: Setting up the Fi le and Printing out the Report CHAPTER 1 

justifies 

starts PRINT command 

saves the f ile 

starts SET STANDARD VALUES command 

LOADING APPLEWORKS 

Make sure your computer is turned off. 

Place the Apple Works Start-Up disk into Drive 1. 

Now turn your computer on. 

You will see displayed a:t the bottom of your screen: 

Place the AppleWorks PROGRAM Disk in Drive 1 and press RETURN 

Now remove the AppleWorks Start-Up disk and replace it with the AppleWorks Program disk. 
Press: 

I RETURN I 

I RETURN I 

displays at the bottom of your screen, 
Type today's date or press Return 

places you in the Main Menu and highlights the first option, 
Add files to the Desktop 

~---------NOTE _ _____ ___ ~ 

If you have purchased this book WITHOUT the Sample Diskette 
skip the following section Loading the Sample Diskette, and go 
down to the paragraph entitled Typing in the Data Base, which is 
on Page 178. 

~---------NOTE--------~ 

If you have purchased this book WITH the Sample Diskette, use 
the following instructions, Loading the Sample Diskette, to load 
the information illustrated in Figure 1. 

LOADING THE SAMPLE DISKETTE 

You have already loaded the Apple Works program, and you should now be in the Main Menu . The 
first option, Add files to the Desktop, is highlighted. 

Place the Sample Diskette into Drive 2 and press: 

I RETURN I displays Add files Menu and highlights the first option, 
The current disk: Drive 1 

With your down cursor key, place your cursor on the second option, A different disk, and press: 

I RETURN I places you in Change Current Disk and highlights the f irst option, 
Drive 1 
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Place your cursor on the second option, Drive 2, and press: 

I RETURN I 

I RETURN I 

places you in the Add files Menu and highlights the f irst option, 
The current disk: Drive 2 

displays AppleWorks files 

Place your cursor on Mail List and press: 

I RETURN I loads the report (Mail List) onto your screen 

Now that you have loaded Mail List, remove the Sample Diskette from Drive 2, and place a 
formatted data diskette in Drive 2, so that later you will be able to save your corrected report on it. 

Cursor Keys 

The first thing you must familiarize yourself with is the cursor keys. Press each cursor key, one at a 
time, and observe their movements before attempting to type any information. 

Skip over the next section entitled Typing in the Data Base, and go down to the paragraph titled 
Single and Multiple Record Layout, on Page 181. 

TYPING IN THE DAT A BASE 

If you have purchased this book without the Sample Diskette, you will need to type it in. Therefore, 
you must place a formatted data diskette in Drive 2. 

After loading Apple Works, you should be in the Main Menu and the fi rst option, Add files to the 
Desktop, will be highlighted. 

Press: 

I RETURN I displays Add files Menu and highlights the first option, 
The current disk: Drive 1 

With your down cursor key, move your cursor to the second option, A different disk, and press: 

I RETURN I places you in Change Current Disk and highlights the first option, 
Drive 1 

Place your cursor on the second option, Drive 2, and press: 

I RETURN I places you in the Add files Menu and highl ights the first option, 
The current disk: Drive 2 

Place your cursor on the fourth option, Data Base, and press: 

I RETURN I 

lRETURNI 

Type: 

Mail List 

lRETURNI 

displays Data Base Menu and highlights first option, 
From scratch 

displays Type a name for this file. 

name of file 

displays working screen 

Before typing, make sure you have placed a formatted data diskette in Drive 2, so that later you will 
be able to save your mail list onto this diskette. 

Using the following instructions, you will begin typing in the mail list illustrated in Figure I. 
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Category Names 

Company I RETURN I 
Flrst Name I RETURN I 
Last Name I RETURN I 
Address IRETURN I 
City l RETURN I 
State I RETURN I 
Zip l RETURN I 
Phone I RETURN I 

Mail List Records 

Flero Furniture I REIURN I 
Nellie IRETURN l 
Peters I RETURN I 
5802 SW Florida I RETURN I 
Greenville I RETURN I 
SC l RETURN I 
29607 I RETURN I 
(803)514-2944 =1 R=ET=-u=R,..,.,N I 

Big Buck Construction 
Jerry Phillips, 5300 E. Mill Plaine 
Aiken. SC 29801, (803)944-1300 

Bob's Builders 
Jack Logan, 15790 SW Ellen Ave 
Greenwood, SC 29646, (803)760-3442 

Good Buddy Remodeling 
Hazel Paterson, 13323 SE Mill 
Clemson. SC 29631 . [803)421-9880 

Intimate Interiors 
Lisa LaNorra, 50001 S Cinnamon St. 
Greenville, SC 29607, [803)544-2301 

Far-Out Designs 
MaryJo Replc, Rt 1 Box 385 
Rock Hill, SC 29730, (803)288-2967 

Hot Tub Emporium 
Hae Michaels, 2001 West Hills 
Clemson, SC 29631 , (803)243-3992 

In-Step Interiors 
Lori Ronalds, 6919 SW 52nd 
Aiken. SC 29801, (803)425-5988 

Interwoven Industries 
Florence Briggaman, 2117 Columbia Ave 
Charlotte, SC 28208, (803)521-1555 

Figure 1 
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Cursor Keys 

The first thing you must familiarize yourself with is the cursor keys. Press each cursor key, one at a 
time, and observe their movements before attempting to type any text. 

Before typing in the document, you must first remove the words Category 1. 

Using your cursor key, 

Place your cursor on the space following the words, Category 1. Press: 

I DELETE I deletes the character to the left of the cursor 

Continue to press the I DELETE I key until you have deleted the phrase Category 1. 

Now you are ready to type your category names. 

Type: 

Company 

Press: 

I RETURN I 

Type: 

First Name 

Press: 

I RETURN I 

first category 

accepts the entry and moves your cursor to the next line 

second category 

accepts the entry and moves your cursor to the next line 

Continue to type in the categories exactly as illustrated in Figure l , pressing I RETURN I after each 
entry. 

When your list is completed, press: 

informs you that you will now go into the Insert New Records feature 

I SPACE BARI displays the categories of the first record 

Type the first record as illustrated in Figure I, beginning with Fiero Furniture, pressing I RETURN I 
after each category. 

Now refer to Figure I and type in the second record, Big Buck Construction, exactly as you typed 
in the first record, pressing I RETURN I after each category. 

Continue typing in all the records, illustrated in Figure 1, pressing I RETURN I after each category. 

When you have finished, press: 

displays all of your records in multiple record layout 
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SINGLE AND MULTIPLE RECORD LA \'OUT 

Multiple Record Layout 

Your records are now displayed in multiple record layout, which means that the category names are 
above the double-dashed line and all of the records are listed below. 

You will not be able to see all the categories of your records because they extend beyond the screen. 

Single Record Layout 

To view the rest of the information, you must look at each record individually. 

To do this, 

Using your down cursor key, 

Place your cursor anywhere on the last line, the Interwoven Industries line. 

Hold down and press: 

zooms in, displays one single record, Interwoven Industries 

When all the information on one record is displayed, you are using single record layout. 

Multiple Record Layout 

To view all the records in Multiple Record Layout, 

Hold down and press: 

zooms out, displays all of the records 

Press your up cursor key until the rest of your records are visible. 

SCROLLING IN MULTIPLE l{ECORD LA \'OUT 

At times it may be necessary to make changes and additions to different records . Because your list 
may grow quite long, you will want to take advantage of Apple Works' scrolling features. 

Scrolling to the Beginning and End of the Screen 

Leave your cursor on the first line. 

Hold down and press: 

0 ill down cursor key, moves your cursor to the last record on the screen 

Hold down and press: 

up cursor key, moves your cursor to the first record on the screen 

You will notice that your cursor has moved up and down in only the first category, the Company 
category. 
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The Tab Key 

To move your cursor to the right, 

Press: 

moves your cursor to the right to 'the next category, the First Name 
category 

To move your cursor to the left, 

Hold down and press: 

moves your cursor to the left to the previous category, the Company 
category 

SCROLLING IN SINGLE IUTOIUl LA YOl JT 

To display a single record, 

Place your cursor on the word Intimate, in the fifth record. 

Hold down and press: 

zooms in, displays one single record, Intimate Interiors 

Scrolling from One Record to the Next 

To scroll from one record to the next record, 

Hold down and press: 

down cursor key, displays the next record 

Note: The number of the record is displayed above the double-dashed 
line 

To scroll from one record to the previous record, 

Hold down and press: 

Q ] up cursor key, displays the previous record 

Note: The number of the record is displayed above the double-dashed 
line 

Scrolling Down each Record and Forward to the Next Record 

To move down a record and forward to the next record, 

Press: 

moves your cursor down to the next category 

Continue to press the ITAB I key and your cursor will move down the record, from category to 
category. 
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When your cursor is on the last category, 

Press: 

moves cursor forward to the top of the next record 

To move your cursor backward to the previous category, 

Hold down and press : 

moves cursor backward to the bottom of the previous record 

Continue to hold down and press O IT AB I and your cursor will move up the record from category 
to category. 

When your cursor is on the first category, 

' -Hold down and press: 

moves cursor backward to the bottom of the previous record 

CHANGING A CHAl~ACTEn 

You have discovered that the contact name for Interwoven Industries is spelled incorrectly. 

To see all of your records, 

Hold down and press: 

zooms out, displays all of the records 

Press your up cursor key until the rest of your records are visible. 

Place your cursor on the last record, Interwoven Industries. 

places your cursor on the Last Name category . (.., 

Place your cursor on the first a in Briggaman. 

Type: 

inserts thee and moves the text to the right 

Place your cursor on the m in Briggaman and press: 

I DELETE I deletes the character to the left of the cursor (the a) 

I RETURN I accepts your entry 

~---------NOTE _________ ~ 

You MUST press I RETURN I after every entry 
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INSERTING CHARACTERS 

Big Buck Construction has relocated. You need to change the address in your file. 

Place your cursor anywhere on the Big Buck Construction record line. 

Hold down and press: 

zooms in, displays the entire record 

turns on over·type function 

Your cursor will now take on the appearance of a flashing rectangle. This indicates that the over
type function is on. 

Place your cursor on the address line. 

Leave your cursor on the 5 in 5300. 

Type: 

302 N. Claymont the new address 

Press I SPACE BAR I as many times as necessary to erase the remainder of the old address. 

Hold down and press: 

I RETURN I 

turns off the over-type function and returns cursor to its original 
appearance 

accepts your new entry and moves your cursor to the next category 

~--------- NOTE _________ ~ 

Using the 0 [El (the over-type function), you can switch back 
and fort h between the over-type and insert functions. 

To view all of your records, 

Hold down and press: 

zooms out, displays all of the records 

Press your up cursor key until the rest of your records are visible. 

DELETING CHARACTEl{S 

The contact name for In-Step Interiors has changed. You don't know who the new contact is, so 
you decide to delete the incorrect information and leave it blank. 

Place your cursor on the In-Step Interior line. 

Using your a ITABI key, 

Place your cursor on the First Name category. 
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Place your cursor on the space following the name Lori. 

Press: 

I DELETE I deletes the character to the left of the cursor 

Continue to press the I DELETE I key until the entire name, Lori, is deleted. 

Press: 

I RETURN I accepts your entry and moves your cursor to the next line 
Note: A dash represents the blank space 

up cursor key, moves cursor up one l ine, to ln·Step Interiors 

Press I TAB I key once. 

Place your cursor on the space following the name Ronalds. 

Press: 

I DELETE! deletes the character to the left of the cursor 

Continue to press the I DELETE I key until the entire name, Rona Ids, is deleted . 

Press: 

I RETURN I accepts your entry 
Note: A dash represents the blank space 

DELETING TO THE END OF A LINE · 

The phone number for Bob's Builders has been changed. Since you cannot see this information in 
the Multiple Records Layout, you will need to change to Single Records Layout. 

Using the 0 ITAB I, 

Place your cursor on the Company category. 

Using the up cursor key, 

Place your cursor on the Bob's Builders record. 

Hold down and press: 

zooms in, displays the entire record 

Place your cursor on the phone number category. 

You do not want to change the area code, so 

Place your cursor on the number 7 , which follows the area code. 
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Hold down and press : 

I CONTROL I [Y] 

Type: 

243·3992 

I RETURN I 

deletes all the information to the right of the cursor 

new phone number 

accepts your new entry and moves your cursor to the first category of 
the next record 
Note: In this case, the next category becomes the first category of the 
next record, Good Buddy Remodeling 

DELETING RECORDS . 

Deleting in Single Record Lay out 

Good Buddy Remodeling and Far-Out Designs have gone out of business, so you want to delete the 
records from your file. 

Remain in single record layout, with Good Buddy Remodeling displayed on your screen. 

To delete Good Buddy Remodeling from your file, 

Hold down and press: 

starts DELETE RECORDS command and displays 
Delete current record? 

selects Yes, deletes the record from the file, and displays 
Delete current record? 

The next record is Intimate Interiors, which you DO NOT want to delete. So press: 

selects No, moves on to the next record, and displays: 
Delete current record? 

The next record is Far-Out Designs, which you DO want to delete. So press: 

selects Yes, deletes the record from the file, and displays 
Delete current record? 

Yo u don' t need to delete any more records, so press: 

returns you to REVIEW/ADD/CHANGE 

Dele1ing in Multiple Record Layout 

You will no longer be doing business with the Hot Tub Emporium and Intimate Interiors, so you 
need to delete their records from your file. 

Hold down and press: 

zooms out, displays all of the records 

Press your up cursor key until the rest of your records are visible. 
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Place your cursor on the Intimate Interiors record. 

Hold down and press: 

I RETURN I 

starts DELETE RECORDS command and highlights the record to be 
deleted, Intimate Interiors 

down cursor key, highlights the second record to be deleted, 
Hot Tub Emporium 

deletes the two records from the file 

STANDARD VALUES 

A standard value is one which you want to see displayed in ALL your records. 

Since all of the companies you do business with are located in South Carolina, you would like the 
abbreviation SC to appear on all your records. 

You can be in ei ther Single or Multiple Record Layout, when you perform this operation. 

Since you are in Multiple Record Layout, you may remain in this layout. 

Hold down and press: 

starts SET STANDARD VALUES command and displays a blank record 

Place your cursor on the State category . 

Hold down theiSHIFTI key and type: 

SC 

I RETURN I 

standard value you wish to be disp layed (abbreviation for South 
Carolina) 

accepts your new entry and moves your cursor to the next category 

returns you to Multiple Records Layout 

Whenever you insert records you will observe that the Standard Value (the State category, SC) will 
remain where you previously typed it in. 

If you wish to remove the SC at any time, you may do so by utilizing the over-type function 
( 0 W) to type over the SC. 

INSERTING RECORDS . 

You have decided to insert a record into your file and would like it to appear above Big Buck 
Construction. 

Place your cursor anywhere on the Big Buck Construction record. 

Hold down and press: 

0 ill starts INSERT NEW RECORDS command and displays a blank record 
Note: The standard value, SC, which you previously entered, is 
displayed on the State category line 
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Now you can insert the record. To do this, 

Type: 

Beach Side Remodeling 

I RETURN I 

John 

I RETURN] 

Keyes 

I RETURN I 

21 Sandy Rd. 

I RETURN I 

Florence 

I RETURN I 

I RETURN I 

29501 

I RETURN I 

(803)509·6443 

I RETURN I 

company name 

accepts entry and moves cursor to next line 

first name 

accepts entry and moves cursor to next line 

last name 

accepts entry and moves cursor to next line 

street address 

accepts entry and moves cursor to next line 

city 

accepts entry and moves cursor to next line 

Note: The abbreviation for the state (SC) is already there, so press: 

moves cursor to next line 

zip code 

accepts entry and moves cursor to next line 

phone number 

accepts entry and moves cursor to next line 

returns you to REVIEW/ADD/CHANGE 

You will observe that the record on Beach Side Remodeling has been inserted above Big Buck 
Construction. 

FORMATTING FOR LABELS · , . 

Since you will be doing a bulk mailing, you would like your mail list to be printed in the Labels-Style 
Report. To do this, 

Hold down and press: 

starts REPORT MENU command and displays a list of options 

Place your cursor on the third option, Create a new "labels" format, and press: 

I RETURN I displays Type a name for the report: 

Type: 

Mail List name of report 

I RETURN I starts REPORT FORMAT command 

You are now prepared to proceed with the next operation, Rearranging Categories. 
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REARRANGING CATEGORIES 

When you print out your mail list, you will want to see the city, state, and zip code all printed on the 
same line. 

You will need to move the State and Zip categories up to the City category line. 

Place your cursor on the S in State. 

Hold down and press: 

0 El right cursor key, moves the category one character to the right 

Continue to hold down and press the O B until you have moved the State category two spaces 
past the City category. 

Hold down and press: 

up cursor key, moves the category up one line 

Place your cursor on the Zin Zip. 

Hold down and press: 

0 EJ right cursor key, moves the category one character to the right 

Continue to hold down and press the O G until you have moved the Zip category two spaces 
past the State category. 

Hold down and press: 

up cursor key, moves the category up two lines 

When you print out your mail list, the first and last names wi ll appear on the same line. 

To move the Last Name category so that it will be to the right of the First Name category, 

Place your cursor on the Lin Last Name. 

Hold down and press: 

0 EJ right cursor key, moves the category one character to the right 

Continue to hold down and press O EJ until you have moved the Last Name category two 
spaces past the First Name category. 

Hold down and press: 

up cursor key, moves the category up one line 

You will be deleting the unnecessary blank lines in the next paragraph, Deleting Spaces and 
Categories. 
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DELETING SPACES AND CATEGORIES · 

While in REPORT FORMAT, you will delete blank lines and categories. 

To eliminate the blank line above Address, 

Place your cursor anywhere on the blank line above Address. 

Hold down and press: 

deletes the blank line 

You have decided that it is not necessary to have the Company name on th.is report. 

Place your cursor on the C in Company. 

Hold down and press; 

deletes Company 

To eliminate the blank line above the First Name category, 

Leave your cursor on the blank line above the First Name category. 

Hold down and press : 

deletes the blank l ine 

Since you don't want the phone number to appear on your mail list when you print it out, you wi ll 
need to delete it from the report. To do this, 

Place your cursor on the P in Phone, 

Hold down and press : 

deletes the line 

You will notice there are three blank lines following the last category. We will leave those in, in 
order to provide spaces between each label. 

~--------NOTE ________ ~ 

Whenever you make a change in REPORT FORMAT, it will appear 
on what you print out, but you w ill see no change when you look 
at your f ile in REVIEW/ADD/CHANGE. 

For example, if you delete a category in REPORT FORMAT, the 
category will not be deleted from you r file in 
REVIEW/ADD/CHANGE. 

INSERTING SPACES AND CATEGORIES 

While in REPORT FORMAT, you will insert spaces and categories. 

You find that it is indeed necessary to have the company name appear on your printed out report. 

So now you must insert this category which you previously deleted . 
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Place your cursor on the Fin First on the first line. 

Hold down and press: 

Cs II] starts INSERT A CATEGORY command and lists categories you have 
deleted thus far 

You must now insert a blank line before inserting a category. 

Place your cursor on the third option, A spacing line above cursor position, and press: 

IRETURN l inserts a blank line above your cursor 

Leave your cursor on the blank line you have just inserted. 

Hold down and press: 

o III starts INSERTS A CATEGORY command 

Leave your cursor on the first option, Company, and press: 

IRETURN l inserts Company onto the blank line 

ARRANGING RECOIU)S 

While in REPORT FORMAT, you may want to arrange your records in the order you wish to see 
them printed out. 

You would like your mail list to be arranged by zip code. 

Place your cursor on the Zin Zip. 

Hold down and press: 

starts ARRANGE (SORT) command 

Place your cursor on the third option, From 0 to 9, and press: 

IRETURN l arranges the files in numerical order 

You will see the fi le arranged by zip code, in numeric ascending order, when you print out your 
labels. 

LEFT JUSTIFYING 

While in REPORT FORMAT, you may need to left-justify your information. 

In this instance, because of the lines where you have combined categories (First Name Last Name, 
and City State Zip), you need to left-justify, so that there will not be wide spaces between the 
names, and between your city, state, and zip codes. To do this, 

Place your cursor on the Lin Last Name. 

Hold down and press: 

Cs QJ inserts a < which s ignifies left j ustify 

Place your cursor on the S in State. 
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Hold down and press: 

inserts a < which signifies left justify 

Place your cursor on the Zin Zip. 

Hold down and press: 

d QJ 

SAVING 

inserts a < which signifies left justify 

.-----------NOTE _________ ~ 

Don't worry if some of the last letters in the word State are 
deleted. 

It will not affect your printout. 

The < wil I not appear on the printout. 

Before saving your data base file, check to see that you have placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier in this exercise. 

Hold down and press: 

saves the file 

SETTING UP YOUI~ PRINTER 

If you have already set up your printer for an AppleWorks' Spreadsheet or an AppleWorks Word 
Processor document, you may skip this section and go on to the paragraph entitled Printing, which 
is on Page 193. 

If your printer has not been set up, you will need to use the following directions. 

Press: 

places you in the Main Menu 

Place your cursor on the fifth option, Other Activities, and press: 

l RETURN l displays Other Activities Menu 

Place your cursor on the seventh option, Specify information about your printer(s), and press: 

I RETURN I displays Printer Information Menu 

Place your cursor on the second option Add a printer (maximum of 3), and press: 

I RETURN I displays a list of printers 

Place your cursor on the name of the printer you are using and press: 

I RETURN I displays Type a name: 

You must now give the printer a name. 
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Type any name you choose, for example: 

Bagel printer name 

I RETURN I displays How is the printer accessed? 

In most cases, the method of access will be Slot 1. If it is, press: 

I RETURN I displays printing options 

If your printer is one of the printers on AppleWorks' standard list, you probably won't have to 
change any of the values in numbers 1 through 4. But at this point you can change any of the values , 
depending on your own printer. 

Press : 

I RETURN I 

PRINTING 

To print your labels, 

Hold down and press: 

displays Desktop Index and highlights the file you are currently 
working on 

brings you back to your report 

starts REPORT MENU command and displays a l ist of options 

Place your cursor on the fourth option, Duplicate an existing format, and press: 

I RETURN I displays Which do you want to duplicate? and highlights Mail List 

I RETURN I displays Type a name for the report 

Although the report is a lready displayed on your screen, you MUST type it in again. 

Hold down and press: 

turns on over-type function 

Type: 

Mail List report name 

turns off over-type function 

I RETURN I starts REPORT FORMAT command 

Hold down and press : 

starts PRINT command and displays: 
Where do you want to print the report? 
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Leave your cursor on the first option and press: 

I RETURN I displays 
Type report date or press Return: 

I RETURN I d isplays: 
How·many copies? 1 

I RETURN I prints the report 

Your printout should look like Figure 2. 
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Rte: Mail List 
Report: Mail ·· List 

Interwoven Industries 
Aorence Briggeman 
211 7 Columbia Ave 

,, Gharlotte sq· ,28208 

Beach Side Remodeling 
John Keyes 
21 Sandy Way 
Florence SC 29501 

Rero Furniture 
Nellie Peters 
5802 SW Florida 
Greenville SC 29607 

Bob's Builders 
Jack Logan 
15790 SW Ellen Ave 
Greenwood SC 29646 

Big Buck Construction 
Jerry Phillips 
302 N. Claymont 
Aiken SC 29801 

In-Step Interiors 
6919 SW 52nd 
Aiken SC 29801 

Figure 2 



DESCRIPTION 

In this chapter, you will utilize AppleWorks' COPY command and Ditto function. You will change 
the file structure by changing a category name, and deleting and inserting a category. The layout of 
both multiple and single files will be changed when you switch category positions, delete and insert a 
category and change the width of categories. 

You will select the records you want to see displayed, arrange the records in chronological order, 
and use the FIND command to quickly display certain records. 

When you format to print out in the tables style, you will delete a category, change column width, 
and use a calculated category. 

You will choose specified records to print out, then look at your choices of printer options. Saving 
and printing will follow. Finally, you will use Apple Works' Help option. 

OPERATIONS PERFORMED 

Loading the Data Base 

Typing in the Data Base 

Copying Records 

Dittoing 

Changing the File Structure 

Changing Multiple Record Layout 
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Changing Single Record Layout 

Record Selection Rules 

Arranging Records 

Finding Records 

Formatting for Tables 

Deleting Categories 

Changing Column Width 

Calculated Categories 

Right Justifying 

Printing out Specified Records 

Saving 

Printer Options 

Printing 

Using AppleWorks' Help Option 

. FUNCTIONS · 

Q [I] 

Q [Q] 

o ~ 

o ~ 
Q ~ 
Q [2J 

o w 
0 L:::J 
o EJ 
o rn 
d G 

I DELETE I 
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turns over-type function on and off 

displays Desktop Index 

zooms in and out to display records 

down cursor key, moves category down one line 

up cursor key, moves category up one line 

moves category to right 

moves category to left 

right cursor key, increases category width, moves category 

left cursor key, decreases category width, moves category 

displays options 

dittos information 

deletes character to left of cursor 
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COMMANDS 

o [AJ 
Q [Qj 

ow 
o u::i 
o OJ o rnJ 
o OJ o ITJ 
d !NJ 
d [ID d [QJ 

Q [ID Q [] 

o ce:i 
o ce:i o rnJ 
o ce:i o rn 
o ce:i o oo 
o ce:i o rnJ 
o CfJ o !Il 
d CfJ o ITJ 
d [[] 
0 (§] 

starts ARRANGE (SORT) command 

starts COPY RECORDS command 

starts FIND RECORDS command 

starts CHANGE RECORD LAYOUT command 

deletes category 

inserts category 

starts CHANGE NAME/CATEGORY command 

starts DOUBLE-CHECK ERASE command 

inserts a space 

starts REPORT MENU command 

deletes category from report 

justifies 

inserts calculated category 

starts PRINTER OPTIONS command 

prints report 

totals calculated category 

starts SELECT RECORDS command 

saves f ile 

~---------NOTE _ _ _ _ _____ ~ 

If you have purchased thi s book WITHOUT the Sample Diskette, 
skip the fo llowing sect ion, Loading the Sample Diskette, and go 
down to the paragraph enti t led Typing in the Data Base, which is 
on Page 198 . 

.------------NOTE--------~ 

If you have purchased this book WITH the Sample Diskette, use 
the following instructions, Loading the Sample Diskette, to load 
the information illustrated in Figure 1. 

LOADING THE SAMPLE DISKETTE 

Place the Sample Diskette into Drive 2 and press: 

I RETURN I 

places you in the Main Menu and highl ights the f irst option, 
Add files to the Desktop 

places you in the Add f i les menu and highl ights the first option 
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If the first option is: The current disk: Drive 1, move your cursor to the second option, A 
different disk, and press: 

I RETURN I places you in Change Current Disk and highlights the f i rst opt ion, 
Drive 1 

Place your cursor on the second option, Drive 2, and press: 

I RETURN I 

I RETURN I 

places you in the Add files Menu and highl ights the fi rst option, 
The current disk: Drive 2 

displays AppleWorks files 

Place your cursor on Auto Inventory and press: 

I RETURN I loads the report, Auto Inventory, onto your screen 

When you are in the Main Menu, if you see The current disk: Drive 2, press: 

I RETURN I disp lays AppleWorks files 

Place your cursor on Auto Inventory and press: 

I RETURN I loads the report , Auto Inventory, onto your screen 

Now that you have loaded Auto Inventory, remove the Sam ple Diskette from Drive 2, and place a 
formatted data diskette in Drive 2, so that later you will be able to save your corrected document on 
it. 

Skip over the next section entitled Typing in the Data Base, and go down to the paragraph titled 
Copying Records, on Page 201. 

TYPING IN THE DAT A BASE 

If you have purchased this book without the Sample Diskette, you will fi rst need to place a 
formatted data diskette in Drive 2. 

After loading AppleWorks, you will be in the Main Menu, and the first option, Add files to the 
Desktop, will be highlighted. Press: 

I RETU RN I places you in the Add fi les Menu and highl ights the first option, 
Current disk: Drive 2 

P lace your cursor on the fourth option, Data Base, and press: 

I RETURN I displays Make a new file and high lights the fi rst option, From scratch 

I RETURN I disp lays Type a name for this new file 

Auto Inventory fi le name 

I RETURN I places you in your Data Base working screen 

Before typing, make sure you have placed a formatted data diskette in Drive 2, so that later you will 
be able to save the Auto Inventory onto this diskette. 

Before typing the Auto Inventory illustrated in Figure 1, you must first delete the words 
Category 1. To do this, 
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With your cursor key, move your cursor to the space following the words Category 1. 

Press: 

I DELETE I deletes the character to the left of the cursor 

Continue to press the I DELETE I key until you have deleted the words Category 1. 

Type: 

Year name of first category 

I RETURN I accepts the entry and moves your cursor to the next line 

Make name of second category 

I RETURN I accepts the entry and moves your cursor to the next line 

Continue to type in the categories exactly as illustrated in Figure 1, pressing I RETURN I after each 
entry. 

When you have finished typing the categories, press: 

I SPACE BAR I 

informs you that you will now go into the Insert New Records feature 

displays the categories of the first record 

You will see displayed, above the double-dashed line, 
Record 1 of 1. 

Type the first record as illustrated in Figure 1, pressing I RETURN I after each category. 

~-------NOTE _______ ~ 

Whenever a category name includes the word date, as in 
Purchase Date, AppleWorks converts the date you entered into a 
standard format. This means that when you type 3·1·84 or 3/1/84, 
for example, AppleWorks wil l convert the date that you have 
typed into Mar 1 84. 

If you decide to use a category called Time, AppleWorks wil l 
convert the time to a standard format. This means that when you 
type 6, into a Time category, for example, AppleWorks wi ll 
convert the time that you have typed into 6:00. 

Continue typing in all the reco rds, pressing I RETURN I after each category. 

When yo u have typed in a ll the records, press: 

displays all of your records 

You will not be able to see all the categories of your records, because they extend beyond the screen. 
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Category Names 

Year IRETURNI 
Make I RETURN I 
Miles IRETURNI 
Description I RETURN I 
Purchase Date I RETURN I 
Price IRETURNI 
Date sold I RETURN I 
Price I RETURN I 

Auto Inventory 

1980 I RETURN I 
Plymouth Horizon I RETURN I 
42,000 IRETURNI 
Broken door handle I RETURN I 
1-1-84 IRETURNI 
1900 IRETURN I 
5-20-84 I RETURN I 
2400 I RETURN I 

1973 I RETURN I 
Chevrolet Camero IRETURNI 
100,000 IRETURN I 
Good condition I RETURN I 
5/2/84 IRETURN I 
2400 I RETURN I 
6/15/84 I RETURN I 
2600 IRETURN I 

1979 I RETURN I 
Ford Mustang I RETURN I 
60,000 IBETURNI 
Small dent in right door and scratches I RETURN I 
1115/83 I RETURN I 
2700 IRETURNI 
2/2/84 I RETURN I 
3500 I RETURN I 

1978 I RETURN I 
Chevy Luv lBETURN I 
45,000 IRETURNI 
Faulty electric fuel line I RETURN I 
1 /21 /84 I RETURN I 
1800 I RETURN I 
2/15/84 I RETURN! 
2300 I RETURN I 

1980 IRETURNI 
Chevy Citat ion =1 R=ET=u=RN=I 
30,000 IRETURNI 
Bad brakes I RETUBN I 
4/1/84 IRETURNI 
1400 IRETURN I 
9/25/84 I RETURN I 
1600 I RETURN I 

Figure 1 
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COPYING RECORDS 

You have two records to add that are basically the same as the record on Line 2, Chevrolet Camero. 

Place your cursor anywhere on the Chevrolet Camero line. 

Hold down and press: 

starts COPY RECORDS command and highlights the record to be 
cop ied 

At the bottom of your screen, the firs t option, Current record, is highlighted. Press: 

I RETURN I 

2 

I RETURN I 

DITTOING 

selects current records and displays How many copies of current 
record? (Max 99) 

number of copies 

copies records and returns you to multiple record layout 

You realize that you entered the wrong information in the Year category for the Chevy Luv. You 
entered 1978 instead of 1979. 

Since the car above the Chevy Luv is also a 1979, AppleWorks' ditto function will come in handy. 

Place your cursor anywhere on the year 1978, on the Chevy Luv line. 

Hold down and press: 

(Do not use 
the Shift Key) 

copies the 1979 from the above record and moves your cursor to the 
next category 

CHANGING THE FILE S1RUCTURE _ 

To change the structure of t he file, you will change a category name, delete a category and insert a 
category. 

Hold down and press: 

starts CHANGE NAME/CATEGORY command and displays 
Type filename: Auto Inventory at the bottom of your screen 

You do not want to change the name of the file , Auto Inventory, so press: 

I RETUR N I accepts file name 

Changing a Category Name 

It would be more appropriate for the name of the last category, Price, to read as Sale Price. To 
change the name of this category, 
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Place your cursor on the Pin Price (the last category), and type: 

Sale new category name 

!SPACE BAR I inserts a space between the words 

I RETURN I accepts your new entry and moves your cursor to the next category 

Deleting a Category 

You have discovered since you created your filing system, that the Miles category is really not 
needed. T o delete this category, 

Place your cursor on the word Mi les. 

H old down and press: 

starts DOUBLE·CHECK ERASE command and displays at the bottom 
of your screen Do you really want to do this? 

Yes, deletes the category from the f ile 

When you are in the CHANGE NAME/CATEGORY command and 
you delete a category, all the in formation in that category will be 
permanently erased. 

Inserting a Catego1y 

In your work with this file, you have discovered it would be helpful to keep track of the amount of 
money you spend on expenses for each car. To do this, you need to insen a category titled 
Expenses. 

AppleWorks always inserts above the place where your cursor is. 

You have decided that you want Expenses to fo llow the price you paid for the car . To accomplish 
this, 

Place your cursor on the Dale Sold category. 

Hold down and press: 

0 ITl inserts a space for the new category 

Type: 

Expenses new category 

I RETURN I accepts the entry and moves your cursor to the next category 

Now that you have inserted the new category, you will need to go back to your file and insert the 
informat ion for this category. 

ret urns you to REVIEW/ADD/CHANGE 
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The new category does not appear in multiple record layout, so you will need to go to the single 
record layout in order to add the new Expenses information. 

To view the first record, Plymouth Horizon, in single record layout, 

Place your cursor on the first record, Plymouth Horizon. 

Hold down and press: 

zooms in, displays the fi rst record, Plymouth Horizon 

You spent $200 on repairs for the Plymouth Horizon and wish to insert that information into your 
new category, Expenses. To do this, 

Using your cursor key, 

Place your cursor on the new category, Expenses, and type: 

200 

I RETURN I 

information to be inserted into the Expenses category tor the Plymouth 
Horizon 

accepts the entry and moves your cursor to the next category 

Press the !TAB I key until you get to the second record, Chevrolet Camero. 

Using your cursor key, 

Place your cursor on the Expenses category and type: 

0 

I RETURN I 

informat ion to be inserted into the Expenses category for the Chevrolet 
Camero 

accepts the entry and moves your cursor to the next category 

Press the !TAB I key until you get to the third record, which is another Chevrolet Camero. 

Using your cursor key, 

Place your cursor on the Expenses category and type: 

0 

I RETURN I 

informat ion to be inserted into the Expenses category for the Chevrolet 
Camero 

accepts the entry and moves your cursor to the next category 

Press the jTAB I key until you get to the fourth record, which is another Chevrolet Camero. 

Using your cursor key, 

Place your cursor on the Expenses category and type: 

0 

I RETURN I 

information to be inserted into the Expenses category for the Chevrolet 
Camero 

accepts the entry and moves your cursor to the next category 

Press the ITAB I key until you get to the fifth record, which is the Ford Mustang. 
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Using your cursor key, 

Place your cursor on the Expenses category and type: 

400 expenses 

I RETURN I accepts the entry 

Press the ITAB I key until you get to the sixth record, which is the Chevy Luv. 

Using your cursor key, 

Place your cursor on the Expenses category and type: 

150 expenses 

I RETURN I accepts the entry 

Press the ITAB I key unti l you get to the seventh record, which is the Chevy Citation . 

Using your cursor key, 

Place your cursor on the Expenses category and type: 

100 expenses 

I RETURN I accepts the entry 

To view all your records, 

Hold down and press: 

zooms out, di sp lays a ll of the records 

Press your up cursor key until the rest of your records are visible. 

CHANGING MULTIPLE RECORD LAYOUT 

You are now in Multiple Record Layout, and you want to change the way the file appears in 
multiple record layout, switch category positions, delete and insert a category, and change category 
widths . 

To begin the operation, 

Hold down and press: 

s tarts CHANGE RECORD LAYOUT command 

Now you are ready to switch category positions. 

Switching Category Positions 

The file would look better if the Year category came after the Description category. 

Leave your cursor on the Year category. 
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Hold down and press: 

O !2J (Do not use moves the Year category to the right of the Make category 
the Shift Key) 

o !2J (Do not use moves the Year category to the right of the Description category 
the Shift Key) 

Now that you can see what the Year category looks like in its new position, you have changed your 
mind and decided you would like the Year category to come before the Description category. 

Leave your cursor on the Year category, 

Hold down and press: 

O W (Do not use moves the Year category to the left of the Description category 
the Shift Key) 

Deleting a Category 

You are about to delete a category. It is important to know that when you delete a category in 
CHANGE RECORD LAYOUT, it is not permanently deleted. 

You have decided that the information on the Expenses is not necessary after all. 

To delete the Expenses category from the file, 

Press the ITAB I key until the Expenses category is visible on your screen. 

Hold down and press: 

deletes the category 

~---------NOTE _________ _, 

When you are in CHANGE RECORD LAYOUT and delete a 
category from the multiple record layout, the category you have 
deleted will still remain in the single record layout. 

You don't feel right about taking the category out from multiple record layout. So you want to put 
it back in . 

Leave your cursor where it is , on the Date Sold category. 

Hold down and press: 

0 []] starts INSERT A CATEGORY command , d isplays a l ist of the 
categories you have deleted, and highlights Expenses 

I RETURN I inserts the category where your cursor is 

Changing the Width of the Categories 

Press the O ITABI key until your cursor is on the Make category. 

The Make category is too narrow. To widen it, 

Leave your cursor on the Make category. 
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Hold down and press: 

right cursor key, increases the width o f the category by one character 

The Year category is wider than it needs to be. 

Press the ITABI key until your cursor is on the Year category. 

Hold down and press: 

left cursor key, decreases category width by one character 

Hold down and press 0 ~,left cursor key, ten more times. 

The Year category width will now be 11 characters na rrower. 

You notice that the Descriptio n category is too na rrow. 

Press the ITAB I key until your cursor is on the Descript io n category. 

Hold down and press: 

right cursor key, increases category width by one character 

Hold down and press (j c::::J , right cursor key, two more times. 

The Description category will now be three characters wider. 

Change the other column widths by using the above procedure, the (j c::::J and 
a ~keys . 

When you have finished changing the column widths, press: 

returns you to REVIEW/ADD/CHANGE 

CHANGING SINGLE RECORD LAYOUT 

To cha nge the way the file appears in single record layout on your screen, 

Leave your cursor on Plymo uth Horizon. 

Hold down and press: 

zooms in, d isp lays the ent ire record, Plymouth Horizon 

Hold down and press : 

starts CHANGE RECORD LAYOUT command 

You are now ready to start switching categories. 

Switching Categories 

\ ."\ 

You would like the single record file to be arranged the same way the multiple record file is, so you 
need to switch a couple of categories. 
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To move the Make cacegory up above che Year category, 

Place your cursor on the Min Make. 

Hold down and press: 

right cursor key, moves the category one character to the right 

Continue to hold down and press the d C=::J right cursor key until the Make category is 2 spaces 
past the entry in the Year category. 

Hold down and press: 

up cursor key, moves the category up one line 

Place your cursor on the Yin Year. 

Hold down and press: 

down cursor key, moves the category down one line 

Place your cursor on the M in Make. 

Hold down and press: 

left cursor key, moves the category one character to the left 

Continue to hold down and press the d c:::J until the Make category is aligned with the rest of 
the categories . 

Press: 

.-----------NOTE _ ________ ~ 

You cannot delete and insert categories whi le in the CHANGE 
RECORD LAYOUT for single record layout. 

returns you to REVIEW/ADD/CHANGE 

RECORD SELECTION RULES 

You have decided chat you would like to see displayed all of the records of the cars you purchased in 
the first quarter of 1984, from January to March. 

Hold down and press: 

starts SELECT RECORDS command and displays your category names 

Place your cursor on the fourth category, Purchase Date, and press: 

I RETURN I di sp lays list of options 

.-----------NOTE _________ _, 

The list of options will vary according to which category you 
choose. 
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Since you want the records from January to March to be displayed, place your cursor on the second 
option, is after, and press: 

I RETURN I 

Dec 31, 1983 

I RETURN I 

displays at the bottom of your screen 
Type comparison Information: 

selects records after Dec 31, 1983 

accepts information and displays options 

Place your cursor on the third option, through, and press: 

I RETURN I 

Apr 1, 1984 

I RETURN I 

displays at the bottom of your screen 
Type comparison Information: 

selects records before Apr 1, 1984 

accepts information and displays more options 

You have completed your selection and do not wish to choose another option, so press: 

displays one of the records that you have selected, Plymouth Horizon 

Since you are in single record layout, you can only see one of the records you have selected, 

Hold down and press: 

zooms out, displays the records you have selected: all of those after 
Dec 31, 1983 and before Apr 1, 1984 

The information pertaining to the selection is displayed at the top of your screen after the word 
Selection. 

To change Selection back to All, 

Hold down and press: 

starts SELECT RECORDS command and di splays at the bottom of your 
screen, Select all records? 

Yes, selects all records, and displays all of your records 

ARRANGING l~ECORDS 

You would like all of the records on this file to appear in chronological order. 

Using yourlTABlkey, 

Place your cursor on the Purchase Date category, 

Hold down and press: 

starts ARRANGE (SORD command and displays options 
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Place your cursor on the fifth option, Chronological, and press: 

I RETURN I displays records chronologically according to purchase date 

.-----------NOTE _________ ---. 

AppleWorks also allows you to arrange your record 
alphabetically or numerically according to any category. 

flNDING RECORDS 

Your file has grown quite long and you would like to find all the records of the cars you purchased 
that had bad brakes. 

Hold down and press: 

T ype: 

bad brakes 

I RETURN I 

starts FIND RECORDS command and displays 
Type comparison information: 

comparison information 

displays all records containing bad brakes 

returns you to REVIEW/ADD/CHANGE 

PREPARATION FOR FORMATTING TAHLES 

You would like to see your report in rows and columns, so you need to prepare it for printjng out in 
the Tables Style. 

Hold down and press: 

starts REPORT MENU and displays a list of options 

Place your cursor on the second option, Create a new "tables" format, and press: 

I RETURN I 

Type: 

Auto Inventory 

I RETURN I 

displays Type a name for the report 

name of report 

starts REPORT FORMAT command 

~--------NOTE --------~ 

The changes you previously made do not show up on your screen 
because they were made when you were in 
CHANGE/RECORD/LAYOUT, and will not be visible when you are 
in REPORT FORMAT. 

However, you will see those changes whenever you view your 
records in REVIEW/ADD/CHANGE. 
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Now that you are in REPORT FORMAT, you are ready to begin making changes for the report you 
will print out. 

DELETING CATEGORIES 

Since all you want printed out is the statistics, you have decided to delete the Description category 
a nd the Year category from the report. 

Using the ITAB I key, 

Place your cursor on the Description category. 

Hold down and press: 

0 []] deletes the Descri ption category from the report 

Using the O ITAB \ key, 

Place your cursor on the Year category. 

Ho ld down and press: 

0 []] deletes the Year category from the report 

CHANGING COLUMN WIDTH 

You already changed the widths of your categories for your file in the computer, so now while you 
a re in REPORT FORMAT, you want to change the width of the categories for the report you will 
print out. 

To do this, 

Leave your cursor on the first category, Make. 

Hold down and press: 

right cursor key, increases the column width by one character 

Hold down and press the d ~ right cursor key three more times. The column will now be 
four characters wider. 

Usi ng the ITAB I key, 

Place your cursor on the P urchase Date column . 

Hold down and press: 

right cursor key, increases the column width by one character 

Using the ITAB I key, 

Place your cursor on the Price column. 

Hold down and press d c::::J left cursor key as many times as necessary in order to make the 
dashed line exactly as long as the column heading. 
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Continue to adjust the dashed lines in aJJ the headings, so that they will match the column headings, 
using the Q ~or the d ~keys. 

Adjusting the dashed lines will conserve space and will help to assure that your record will not be 
too wide when it is printed out. 

CALCULATED CATEGORIES 

WhjJe you are in REPORT FORMAT, you can create calculated categories to print out on your 
report. 

It would be convenient for you to have a category that tells you the profit you made on each car. 
That category should appear at the end of each record. · 

Using your I TAB I key, 

Place your cursor on thee following the last category, Sale Price. 

Hold down and press: 

inserts a Calculated category and displays a row of 9s. 
You wi ll see displayed at the bottom of your screen: 
Type a name for the calculated category: 

An appropriate name for this category would be Profit, so type: 

Profit category name 

To delete the word, calculated, 

Hold down and press: 

I RETURN I 

deletes to the end of the line 

starts DEFINE CALCULATED command and displays Type calculation 
rules (Example: A + B + C/5.75): 

To calculate your profit, you will subtract the price of the car and the expenses from the sale price. 

The price you sold the car for is in category F. 

The price you bought the car for is in category C. 

The expenses are in category D. 

To enter the calculation rule (the formula), type: 

F Sale Price 

minus 

c Purchase Price 

minus 

D Expenses 

I RETURN I displays Decimal places for this category: 0, and displays a row of 
nines in the Profit column. 
Note: When printed out, the correct values will be displayed 
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You aren't using decimals, so press: 

I RETURN I 

I RETURN I 

accepts the default, which is 0, and displays Blank spaces after this 
category: 3 

accepts the default, which is 3 

.----------NOTE _______ _ ~ 

In your calculations, you can use + (plus), - {minus), • (multiply), 
and I (divide). You can have up to three calculated categories in 
one report. 

When you print out your report, you would like to see the grand total amount of your profit. 

To accomplish this, 

Place your cursor on the category you want to total, the Profit category. 

Hold down and press: 

om 
I RETURN I 

I RETURN I 

starts CATEGORY TOTAL command and displays 
Decimal places for this category: 0 

accepts the default, which is 0, and displays Blank spaces after this 
category: 3 

accepts the default, which is 3, and inserts a double-dashed line below 
the category 

When you print out your report, the double-dashed line will not appear, but the total will appear 
below the Profit column. 

Place your cursor on the Profit category, and 

Press Q c:==J left cursor key four times in order to narrow the width of the column. 

This will help assure that your printout will not be too wide. 

IUGHT .JUSTll-'YING 

Since the Profit, or calculated category, will be right justified when it is printed out, the Sale Price 
would look nice if it were also right justified. 

While still in REPORT FORMAT, use your 0 Ir AB Ito scroll back to the Sale Price category. 

Hold down and press: 

0 (jJ 

I RETURN I 

I RETURN I 
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Now you will widen the Sale P rice category. 

P lace your cursor on the Sale P rice. 

Hold down and press the Q c::::=:J right cursor key twice. 

PRINTING OUT SPECIFIED J{ECORDS 

You would like to print out a list of all the Chevrolet cars you bought in 1984. 

Remain in REPORT FORMAT. 

Hold down and press: 

starts SELECT RECORDS command 

Place your cursor on the second option, Make, and press: 

I RETURN I displays more options 

P lace your cursor on the seventh option, contains, and press: 

I RETURN I 

Type: 

Chev 

I RETURN I 

displays, Type comparison information 

make of car you wish to print out 
Note: The letters Chev are included in the word Chevrolet and the word 
Chevy. 

When you typed Chev, AppleWorks recognized all words beginning 
with the letters Chev. 

displays more options 

Leave your cursor on the first option, and, and press: 

I RETURN I displays categories to select options from 

Place your cursor on the fourth option, Purchase Date, and press: 

I RETURN I displays more options 

Place your cursor on the fourth option, contains, and press: 

I RETURN I 

84 

I RETURN I 

displays, Type comparison Information 

year of car you want to print out 

displays options 

~---------NOTE _________ ..., 

You can use the and option to include as many selection rules as 
you want. 

accepts information 
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You will notice after the word Selection: (at the upper left-hand corner of your screen) the 
selections you have made, which will determine which records you will print out on your report. 

Later, when you print out the information, your printout wi ll look like Figure 2-A. 

~--------- NOTE ________ ~ 

If you decide to print out all of your records, change the selection 
rules by holding down 6 IBJ and selecting Yes (selects all 
records). If you do this, wnen you print out the information, your 
printout will look like Figure 2-B. 

File: Auto Inventory 
Report: Auto Inventory 
Selection: Make contains CHEV 

and Purchase Date contains 84 
Make Purchase Date Price Expenses . Date sold Sale Price 

Chevy Luv Jan 21 84 1800 150 Feb 15 84 2300 

Chevy Citation Apr 1 84 1400 100 Sep 25 84 1600 

Chevrol13t Camero May 2 84 2400 0 Jun 15 84 2600 

Chevrolet Camero May 284 2400 0 Jun 15 84 2600 

Chevrolet Camero May 2 84 2400 0 Jun 15 84 2600 

Figure 2-A 
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File: Auto Inventory Page 1 
Report: bagel 
Make Purchase Date Price Expenses Date sold Sale Price Profit 

Ford Mustang Nov 5 83 2700 400 Feb 2 84 3500 400 

Plymouth Horizon Jan 1 84 1900 200 May 20 84 2400 300 

Chevy Luv Jan 21 84 1800 150 Feb 15 84 2300 350 

Chevy Citation Apr 1 84 1400 100 Sep 25 84 1600 100 

Chevrolet Camero May 284 2400 0 Jun 15 84 2600 200 

Chevrolet Camero May 2 84 2400 0 Jun 15 84 2600 200 

Chevrolet Camero May 284 2400 0 Jun 15 84 2600 200 

1750* 

Figure 2-B 

PRINTER OPTIONS 

You are ready to print your report, but firs t you would like to view your printer options, so that you 
may format your printout for double-spacing. 

Remain in REPORT FORMAT. 

Hold down and press: 

starts PRINTER OPTIONS command and displays at the bottom of the 
screen 
Type a two letter option code 

As you look at your screen you will notice that all of the printer options listed have default values, 
which are listed next to the option . For example, the Left Margin is 0.0 inches until you change it. 
You can change as many of the printer options as you want. 

You would like your report to be double-spaced, so type: 

DS selects Double Space option 

I RETURN I changes the default, and double spaces the report 

You will see in the middle of your screen tha t the last formatting option is now OS, Double Spacing . 

You don't need to change any more printer options , so press: 

returns you to REPORT FORMAT 
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SAVING 

Before saving your data base fi le, check to see that you have placed a formatted data diskette into 
Drive 2, as you were instructed to do earlier in this exercise. 

Hold down and press: 

saves the file, and saves all the formatting you have done for both the 
file and your printer. 

After your file is saved, you will be returned to REVIEW I ADD/ CHANGE. 

PRINTING 

To print your report, 

Hold down and press: 

starts REPORT MEN U command and disp lays a list of options 

Place your cursor on the fourth option, Duplicate an existing format, and press: 

I RETURN I displays Which do you want to duplicate? 

Place your cursor on Auto Inventory and press: 

I RETURN I displays Type a name for the report 

Although the report is already displayed on your screen, you MUST type it in again. 

Hold down and press: 

Type: 

Auto Inventory 

I RETURN I 

turns on over·type funct ion 

report name 

turns off over-type fu nction 

starts REPORT FORMAT command 

starts PRINT command and displays 
Where do you want to print the report? 

Leave your cursor on the first option and press: 

I RETURN I 

I RETURN I 

I RETURN I 

displays Type report date or press Return: 

displays How many copies? 1 

prints the report 

Your printout should look like either Figure 2-A or Figure 2-B, depending on whether you chose to 
print out all your records (Figure 2-B) or only the Chevy selections (Figure 2-A). 
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USING APPLEWORKS' HELP OPTION 

To return to your working screen, 

Hold down and press: 

displays Desktop Index 

Place or leave your cursor on Auto Inventory. 

I RETURN I returns you to REVIEW/ADD/CHANGE 

To see a list of Appleworks' commands, 

Hold down and press: 

(Do not use 
the Shift Key) 

displays list of AppleWorks commands 

Use your cursor keys to move down the list and see all of the commands. 

returns you to your working screen 
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DESCRIPTION 

In this chapter, you will select an address from your Data Base file, and format the address so that it 
will be printed out in label style, by rearranging categories, deleting spaces, and left justifying. 

Then you will copy the label onto AppleWorks' Clipboard. You will load a Word Processor 
document onto your screen, and then copy the label from the Clipboard onto the Word Processor 
document. You will then save and print your document. 

OPERA TIO NS PERFORMED 

Loading the Mail List 

Selecting the Label to be Copied 

Formatting for Labels 

Rearranging Categories 

Deleting Spaces 

Left Justifying 

Saving 

Copying the Label onto the Clipboard 

Loading the Word Processor Document 

Copying the Label onto the Document 

Saving 

Printing 
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FUNCTIONS 

displays Desktop Index 

right cursor key, moves c.ategory 

up cursor key, moves category 

COMMANDS 

d i]] 
d[QJ 
d [£] 

d [£] d [Q] 

o ~ a rn 
d [e:J d [f] 

d (ID 

d~ 

starts COPY TEXT command 

starts DELETE TEXT command 

starts REPORT MENU command 

deletes the line 

justifies 

starts PRINT command 

starts SELECT RECORDS command 

saves file 

LOADING THE MAIL LIST 

After loading AppleWorks, you will be in the Main Menu and the fi rst option, Add files to the 
Desktop, will be highlighted . 

.----------NOTE ________ ~ 

First you must make sure that you have previously created a 
Word Processor document and saved it onto a disk. You cannot 
proceed with this chapter until you have done thi s. 

Place the diskette containing your saved Data Base reports into Drive 2. 

Press: 

I RETURN I displays Add f iles Menu and highlights the first option 

If the first option is: The current disk: Drive 1, move your cursor to the second option, A 
different disk, and press: 

I RETURN I places you in Change Current Disk and highlights the first option, 
Drive 1 

Move your cursor to the second option, Drive 2, and press: 

I RETURN I 

I RETURN I 

places you in the Add files Menu and high lights the f irst option, 
The current disk: Drive 2 

displays AppleWorks files 

Place your cursor on Mail List and press: 

I RETURN I loads the report , Mail List, onto your screen 
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If the first option is: The current disk: Drive 2 , press: 

I RETURN I displays AppleWorks fi les 

Place your cursor on Mail List and press: 

I RETURN I loads the report, Mail List, onto your screen 

SELECTING THE LABEL TO BE COPIED 

Since you will be copying only one company name, contact name and address onto a Word 
Processor document (letter), the Selection you choose to print out cannot be All. 

To change the Selection from All of the labels to a particular label, 

Hold down and press: 

starts SELECT RECORDS command and displays your category names 

You want the first label, Fiero Furniture, to be copied onto the Word Processor document. 

To select the record containing the company name, Fiero, 

Leave your cursor on the first category, Company, and press: 

I RETURN I displays list of options 

.-----------NOTE ________ ~ 

The list of options will vary according to wh ich category you 
choose. 

Place your cursor on the seventh option, contains , and press : 

I RETURN I displays at the bottom of your screen 
Type comparison information: 

You will be copying the first label, Fiero Furniture, to the Word Processor document. So type: 

Fiero comparison information 

I RETURN I accepts information and displays opt ions 

You have completed your selection and do not wish to choose another option, so press: 

displays the record you have selected 

FORMATTING FOR LABELS 

When the Fiero label is inserted (copied) into the Word Processor document, you wi ll want it to 
appear in label format when it is printed out. 

To format the label, 
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Hold down and press: 

starts REPORT MENU and displays a list of options 

Place your cursor on the third option, Create a new "labels" format, and press : 

I RETURN I displays Type a name for the report 

Fiero Label name of report 
Note: You may type any name of your choice 

i RETURNl starts REPORT FORMAT command 

Now you may proceed with the next paragraph, Rearranging Categories. 

REARRANGING CATEGORIES 

You need to arrange your categories in the way you want them to print out on your Word Processor 
document. 

The First Name and the Last Name should be on the same line. To accomplish this, 

Place your cursor on the L in Last Name. 

Hold down and press: 

right cursor key, moves the category one character to the right 

Continue to ·hold down and press the O c::::::J until you have moved the Last Name two spaces 
past the First Name category. 

Hold down and press : 

0 ] up cursor key, moves the category up one line 

The State and Zip categories need to be moved up with the City category. 

Place your cursor on the S in State. 

H old down and press: 

right cursor key, moves the cagegory one character to the right 

Continue to hold down and press the Q c=:=J until you have moved the State category over two 
spaces past the City category. 

H old down and press: 

up cursor key, moves the category up one line 

Place your cursor on the Z in Zip. 

Hold down and press: 

right cursor key, moves the category one character to the right 

222 The Power Of: AppleWorks 



Accessing a Word Processor Document CHAPTER 3 

Continue to hold down and press the d c::::J until you have moved the Zip category two spaces 
past the State category. 

Hold down and press: 

up cursor key, moves the category up one line 

up cursor key, moves the category up another fine 

DELETING SPACES 

While you are in the REPORT FORMAT, you will delete some unnecessary blank lines. 

Place your cursor on the blank line above Address. 

Hold down and press: 

deletes the blank line 

Place your cursor on the first blank line below City State Zip. 

Hold down and press: 

deletes the blank line 

deletes another blank line 

LEFT JUSTIFYING 

Because of the lines where you have combined categories, First Name Last Name, and City State 
Zip, you need to left-justify. 

If you do not left justify, there will be wide spaces between names, and between your city, state, and 
zip codes. 

Remain in REPORT FORMAT. 

Place your cursor on the Lin Last Name. 

Hold down and press : 

d QJ inserts a < which signifies left justify 

Place your cursor on the S in State. 

Hold down and press: 

d QJ inserts a < which signifies left justify 

Place your cursor on the Zin Zip. 
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Hold down and press: 

inserts a < which signifies left justify 

.-----------NOTE _________ ....., 

Don't worry if you do not see some of the letters in the category 
names. All the information will be visible on your printout. 

SAVING · . 

Now that you have set up your label, you may want to save the format so that if you want to print 
any more labels onto a Word Processor document, you can simply Duplicate an existing format . 

You should have the formatted data diskette in Drive 2, with the other files you have saved on it. 

Hold down and press: 

saves the file and returns you to REVIEW/ADD/CHANGE 

COPYING THE LABEL ONTO THE CLIPBOARD 

You are ready to copy the label onto Apple Works Clipboard, so that later you will be able to insert 
it into a Word Processor document. 

Hold down and press: 

starts REPORT MENU command and displays a list of options 

Place your cursor on the fourth option, Duplicate an existing format, and press: 

I RETURN I displays Which do you want to duplicate? 

Place your cursor on Fiero label, and press: 

I RETURN I displays Type a name for the report 

You MUST type the name in again. To do this , 

Hold down and press: 

Type: 

Fiero Label 

I RETURN I 

Hold down and press: 
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Place your cursor on the fifth option, The clipboard (for the Word Processor), and press: 

l RETURN l 

l RETURN I 

!SPACE BAR I 

moves the label to the clipboard and displays Type report date or press 
Return: 

displays a message assuring you that the label has now been copied 
onto AppleWorks Clipboard, and can be moved or copied onto a Word 
Processor document 

returns you to REPORT FORMAT 

LOADING THE WORD PROCESSOR DOCUMENT 

Now that the label has been copied to the Clipboard, you can load in the Word Processor 
document. 

Place your diskette containing the Word P rocessor document into Drive 2. 

Hold down and press: 

displays Desktop Index 

Since there are no Word Processor documents on the desktop, press: 

I RETURN I 

I RETURN I 

places you in the Main Menu and highl ights the f irst opti on, 
Add files to the Desktop 

displays Add f iles Menu and highl ights the first option, 
The current disk: Drive 2 

displays your Word Processor fi les 

Place your cursor on the Word Processor document you previously created for this procedure, and 
press: 

lRETURN I loads your Word Processor document onto your screen 

COPYING THE LABEL ONTO THE DOCUMENT 

You would like the address to appear above the document, so place your cursor on the first 
character of the first line of your document and press: 

I RETURN 11 RETURN I inserts two spaces 

Place your cursor on the first blank line on your screen, Line 1. 

Hold down and press : 

stars COPY TEXT command and highlights the first option, Within 
document 

selects From cl ipboard (paste) option and copies the label onto your 
document at the place where your cursor was located 
Note: No matter where you place your cursor, the information that is 
copied onto the document wi l l always be left-justified 
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To delete the unnecessary words above the address, 

Leave your cursor on Line 1. 

Hold down and press: 

starts DELETE TEXT command 

Press the down cursor key until the File name, Report name, and Selection information are 
highlighted. Press: 

I RETURN I deletes the high lighted area 

To delete the phone number, place your cursor on Line 6, 

Hold down and press: 

move your cursor to highlight the entire phone number 

I RETURN I deletes the highlighted area 

SAVI~G 

To save the document, 

Hold down and press; 

saves the f ile 

PRINTING · 

To print the document, 

Hold down and press: 

starts PRINT MENU command and displays Print from? 

Leave your cursor on the first option, Beginning, and press: 

I RETURN I 

I RETURN I 

I RETURN I 
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Desktop ... ....... .. .. ..... ........... ... ... .. ... ... .. .... ... .. ..... ........... ...... .. ...... ..... ... ... ...... ............ .. ............. I 
Double spacing ............ . ...... . ............... . .. ... .... . . .. .... .... ..... ........ ......... .... . ......... ..... . . ..... ....... . ..... 35 

E 
Eliminating formatting ... ........ ...... ..... ..... .... ................ ............. ...... . ..... ..... ... ....... . ....... .. ..... .. .... 30 

F 
File name, changing ............... ........ . ................ . .. ........ . ... .. .... .... .... ............ .... ........... ........ .. .... .. 71 
Finding text. .. ..... . . .... ... ..... .. .... ......... .. ........ .. . .. .. ... .. ... ............ ..... .... ... . ..... .... ... .... .. .... ...... ... .... 44 
Formatting 

boldfacing .. .................... .... .... . .. .... . .... . ......... ... ............... .... .. ..... ........ ... .. . .. .. . . .... .. .. .. ....... 34 
centering .. .. ... .. .... ..... .. ................... . .. .. .............. .. .. . .......... ... .. ... .... ........ ..... ...... .... .. ..... .... . 27 
d<;>u~le spacing .. .. : ... ...... ..... ... ... ... ... .. . ............... ........... .... . ... ... .. ... .. ......... ..... .. ........ ... ... ..... 35 
ehmmatmg centenng ............... . .... .. ........ ............. .. ... .. .... .. ... ............ ..... ....... ...... ... ............ . 28 
eliminating formatting ........ .. ..... . . .... . ..... .. .. .... ........................ .......... ..... .......... ... ... ... .. .. .. 30,69 
indenting ................ ... ... ... .. ... ... .......... ..... ... .... ................................................................. 65 
justifying ............. ................. ............ ................. .. .... .. .. .... . .... .. .... ... ...... ...... .. .......... .. .. .. ... 28 
single spacing ... .... .. .... ... ... ............ .. ..... .. .... . ...... ....... .. .. ... ......... .... ... ...... .. ... ... ... ... ... ... ... .. .. 36 

G 
Group begin and group end options ............................ ... ............. .. .......... . ....... . ...... ..... ................ 70 

H 
Help option .. .. ..... . .. .. ... .. ....... .. .. .... ... .. . . .. ..... ... ............ .. .............................. .. ... ..... ... ... ....... ... . 70 

I 
Indenting ... .. .. .. .. . . .. ...... .... .... ......... .. .. .... . ... .. . ...... . .... ......... .. ........... .... ........................... .. .... .. 65 
Inserting 

inserting blank lines .... ........... .. ........... .. .......... ........... .......... .... ..... .. ......... .... .... .... ...... ..... .. 14 
inserting characters .... .... . ............. ...... .. . .. .. . .. .... .............................................................. .. . 13 
inserting words ... .... ...... .... .. ... ... ... . .... . .. ..... .. ..... ........ .. .......... . ... ......... ... .... .. .. .. .. ... ..... ........ 14 

J 
Justifying .... .... .. .. ..... .. .. .... ... .. ..... .... ... ... ..... . .. ....... ........ ........ .. ... ..... .. ........ .... ..................... .. . . 28 

L 
Loading 

loading AppleWorks ..... .. ... ... ............ .... ................. ........ ..... ... ........ ......... .. .. .... . .... ......... ...... 8 
loading the Sample Diskette ......... . .... ... .... . ......... ............ ................ ..... .... .. .... .................. .. .... 9 

(continued on next page) 
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M 
Margins ... ..... .. .. .. ... ... ... . .. . .. .. .. . .. .. . .. ....... .. ... ... ................... .. .. ... . ..... ..... ...... ... .. .... .. .... .. ... 23,58,67 
Moving text. ............. . ..... .. .. ...... ....... ... .... . ....... .................... ... .. ..... ........ .... .. . ... ........... .. ......... 48 

N 
New page option ........ .... ..... ..... ..... . ........ ...... .. . ... ... ......... .. .. . .. ... . ..... .. .......... .. ............. .. . ... ...... . 36 

0 
Over-type function .. .... . .... . . ..... ..... ...... ... .. . .... .. ... ... .. ... . .. .. .. ....... ... .. ... ... .. .. .. ... .... ....... .... ....... ... .. 15 

p 
Page footer. .. . ............ ............. ..... .. ....... . ..... .... ....... .. ... ...... ........ .. .......... ..... .. .. .... ......... .......... 40 
Page header. .... . ..... ... .. .. . .. ........ .... ... ....... ............ ......... ............... ... ............. . .. . ........... ... ...... . .. 36 
Page numbers ... .. .. ... ... . .. ..... ........ .... ..... . .. . ........... ..... ... . ...... . ... .. .. .. .. .. ....... ... .. ............. .. ..... ...... 37 
Printer defaults 

list of. ............. ..... ............. . .. ............. .. . .. ..... .. ... .. ... .. ... .. .. ... ............................. .. ........... ... 22 
Printer options 

boldfacing .... . ... .. .. ..... ........ .. ... ... .... ....... . .. ... .... .. . ...... .... ... ..... . . ... .. .. . ...... ...... . .................. .. 34 
centering .. .. ..... .. .... .... ..... . .... . .... .. ... ..... ....... ........... ....... ... ... .. . . .. .. ...... ... .. .. ........ .. .............. 28 
changing margins .. ... .. .... ....... ..... ...... .. .... ....... ..... ...... .... . .. ... . ..... . ..... .. .. ..... ... ... .. ... ... .. .. ....... 23 
changing number o f characters per inch ............................. . ....... ........ .. ...... .. ... ..... .. ... ...... ...... . 25 
changing number of lines per inch ......... . .... .. ...... .. ... .. .... .. .... . ... .. ..... . ................ .... ............ ...... 26 
double spacing ... ...... .. ... .. .... ......... . .. .. ..... .. ... ... . .. .. . ... .. . .. ... . . ............................................... 35 
~roup _begin and group end .... ........ .... ............... . .... ... ... . ......... ... .. .. .. .... ... ... ..... .. .. . ... .. ...... ..... 7~ 

j~~tir~~~t """" "" ·:. ·."" ·." ·:. ·."" ·." ·." ·. """"" """:" ·." ·." "" ·. ·." "" ·. "": """ ·." ·.""" """ "" ·.: ·." """"":":""": """"" :: : ·."""":" ·."" "·.: ·. """"::: """:::: ·.·.:": ~~ keyboard, entering during printing process .. .. . ... .... ... ..... .... ... .. ........ ....... .. ............ .. ... ... . .......... 58 
margins, changing the . ... . . ... .. .. ..... ..... . .. .......... ... ................. ................ ...... .. .. .... .. ......... ... .... 67 
new page, creating a .. .. ... ... ... .. ... .. ..... .. . ............ ... .. . ............ . ............. . ............ . ... ..... ..... .. ..... 36 
page footer, creating a ... ..... .... .. ... ... . .. .. ..... . ...... . .. .. .. .. ....... ......... ... .. .... .............. ....... ... ..... .. . 40 
page header, creating a .. ............. ... .... ...... .. . .... .. . ..... . ................ ........ .. ..... .. .... .. .. . . ... .. ..... .. ... 36 

. ~i~~~en~p~~i~~~-~::;:::::::::::: : :::: : :: :: :: : :: : : : ::::::: : : : ::::: : : : : :::: :: : : ::: ::: :: : : :: :: : :::::: ::: :::::: : ::::: :: : : :: :: :: :: : : : ~~ 
Printer setup and prmtmg ........ ... . .. ...... .... . .. ... .. ..... ... .. ..... . ... ... . .. .. ... ...... ...... ... ... ... ... ..... ....... .. ..... 17 
P rinting using the keyboard option ... ......... .. ... ... .... .......................... . . ... .. ..... .. . .... ....... ... ...... ...... .. 58 

R 
Replacing text. ... . .......... ............ ... .. ... .. .. .... .. .... .. ... . .. .. ...... .... ...... .. ..... ........ . .. .... ........ ............... 46 

case sensitive option .................... .. . .. .. ... .. . .. ... ....... . .. ....... ....................................... .. .......... 47 
text option ......... .. .......... . .... ....... . ..... ... .... .......... ..... .. .. ... .. ..... . ... .......... ....... .. ...... .. .... .. ..... . 46 

s 
Saving a document. .... .................. .. ..... ..... .... ..... ...... ... ... ....... .................... .. ..... . ..... .. . .... .. .. ... . .. . 16 
Scratch, making a fi le from ..... ..... ..... .. ...... .. . . ... .. ... ..... ... ...... . ...... ... ... ..... ...... .... . .. ....... .... .. .......... 12 

~~~~~~n~p· y~~~· p;i-~t~;: :: : : : : : : ::: : : .' .':: .': .' .' .' .' :: .' .' :: .' .':::::: :: : : .': .'.': .' .':: .' .' .': .' .' .' .':: .' .' .':: .' .' .' .': .' .' .' .' .' .' .' .' .': .' ::: .' .' .': .'::: .': .' .': .' :: : .' .' .' .': .'. : ~ 
Spacing . 

~i~~~~es~~~f~~~.': .' .'." .' .' .'.'.'.'.' .'."." ." ." ." ." ."." ." ." ." ."." ."." ." ." ." .".".' ." .' .'.' ." ." .' .'.'.'.' ." .' ." ."."."."."." ." ." ." ." ." ." ." ."." ." ." ." ." ." .' ." ." ." ." ."."." ." ." .' ." ." ." .".'.'.' ." .' ." .' ." ." .":.':: ." ." ." ." : .": :: : ." ." ." .":: ~~ 
Spreadsheet, accessing of. .... . .... . ..................... ... .. ... . .... .. . .......... .. ... ... ....... . .. ......... ..... ... .......... .. 73 

T 
Tab key, use of. .. ... .. .. ....... . .. ... ..... . ...... .... . ........ .... . .. .. .... .. . .... ... . .. .. .. ....... . ... ... . ..... . ........ . .......... 70 
Tabs 

clearing ... ....... ... .. . ... ... ... .. . .. .. .. ...... .. .. . .. .... ... .. .. ... . . .... ........ .. .. .. . ..... .. .. .. ............... .............. 69 
setting ............. ..... .... ... .. ... ..... ... ............... ... .. .... .. .. . ......... .. ... ... ......... .. .................... ... ..... 69 

Typing over text. ..... .. ....... . .. .. . ......... .. ...... ..... .. ..... . .. .. .... .. . .... .. . ...... . ......... ..... . .................. ...... .. 15 

w 
Word wraparound ... .... .. ........ .. .. ... . ...... ... .. . .... .. ... ... ... .. . ..... . ... ... .. ..... .............. . ......................... 12 

z 
Zoom in and out. ...... .. ..... .. .... . .... .. . ... .. . . ... ... ... ..... .. ......... ....... ................................. ...... . ..... . ... 30 

Note: Some of the above operations appear in more pages than listed in this index. 
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SPREADSHEET INDEX 
FUNCTIONS, COMMANDS AND OPERATIONS PERFORMED 

FUNCTIONS 
@ ABS . .............. . .... .. ... .. ............................. . ...... . ................. .... ...... ... .. .......................... 88,121 
@AVG ................................... ... ...................................... .. ................................................ 106 
ICONTROL IY. .. . .. .. . ... ..... .. ....... ..... .. ... . ... . .......... .. .... .... ........... ...... ....... .. ......... ...... . . ............. . . 113 
@IF . ... ..... .. .. ..... .. ... .. ... .......... . .. ... .. .. .... .. .. .. .... ... .......................... .. ... . .... .. .......... ...... 140,141,158 
@MAX .. ..... .. ..... . .. ... ...... .. .. .. .. . ....... ... ... ............................................ ... .... .. .. ............... .. 121,140 
@MIN .......... ... ..... ...... ... ..... .. ... .... ................ . ............ .... .... ... ............ .. ................. ... ... ......... 121 
@NA ..... . ... .... ..... . ....... .. .. ..... ........ ...... .... ....... ... ..................... ....... ................. ... ... ....... .. 140,141 
@SUM ... ... .. ..... ..... . .. ..... ..... ................................. ....... .............. .... ............. ... 108,109,122,141,157 

(to the power of) ........... ..... . ...................................................................................... 106,139 

COMMANDS 
olAI 
ooo 

starts ARRANGE (sort) command ........... .......... .... . ... ... . ...... .. ...... ... .... .. ................ .. ... 90 

starts BLANK command ......... ............ ..... ..... ........ .. .... ........... .. ....... ... ............... 145,163 

Q [g starts COPY command 
copying within the worksheet. ...... .. ...... ..................... .. ............. .. .. ............. .. ..... 84,87,88,102,107 
copying to the Clipboard ........................... ... .. .... ... ... .. .................... .. .... .... .... . ..... .............. 172 

Q [ff] prints entire contents of screen ...... ....... ........... .................. ..................................... 92,98 

dQJ 
ooo 
Q[JJ 

moves cursor from one Window to another .................................................... ....... ... ... .. 91 

recalculates worksheet. ........ .. ............. ..... ............ ...... ....... ...... ... ... ... ............ .... . 144,147 

starts LAYOUT command 
formatting in dollars and cents ........... . .......... ................................. ... ......................... 85,95,122 
formatting in percentage .. . .... .. ... ............ ................. ......... .... ......... .. ...... ... .......... . 86,95 ,106,107 
formatting for two decimal places . ....... ............... .... .. ............. .............. ...... ..... ....... ....... ....... 139 
setting column width .................................................. .................... .... ... . ................ 83, 119, 134 
centering ................ .... ............................. ........ .. ................ . .. ......... . .......... ........... 83,102,118 

Q [pJ starts PRINT command ......... ............. .................................................... ..... ............ 97 

Q [QJ displays Desktop Index .. . ...... ................... ..... ........................... .. ............................ . 172 

Q [I] starts TITLES command ............................................. .. ........................................... 92 
removing a fixed title ............. .. . ............. ........... . .. ... ............ ... .. .... ... ..... ... .. ...... . .................. 93 

Q [[] starts EDIT command ....... .. .. . ... ...... ........ . ............... .................................... 125,126,127 

Q 5il] starts WINDOW command ........................ ................ ................ . .............................. 91 
closing a window ............... .. .... ...... ..... ... ............... ... ... .. .... . ..... ... ... ... ..... . ... .............. .......... 92 

O (Y] deletes to end of line .... .. ......................... . ................................... ........ .......... .... ....... 98 

O [I] moves cursor to top of worksheet ......................... .. ......................... .. .................... 93, 142 

Q 00 moves cursor to bottom of worksheet .................................................. ....................... 142 

SPECIAL OPERATIONS PERFORMED 
Accessing a Worct Processor Document. .................................. ... .................................................................. 171 
Accessing a different disk drive .................................... . ............................................................ ............. ...... 94 
Desktop explanation . .......... . .. . ................. . ...... ........ .... .. .. .. .... .. ...... ........ . ............... . .. .... ... .............. ............. 1 
Entering dashed and double-dashed lines ................................................ .... ................ ... ............................... 119 
Loading the Sample Diskette .... .. .. ....... ............ . .............. ........... .. .. ... ........................................................... 80 
Using the cursor key method (the pointer method) to enter a formula .................................................................... 88 
Printing 

Setting up your printer ............ . ................................... ... ......... .......... ...... ........... . ......... ... ................. ... 96 
Printing an entire spreadsheet. .... .. .......... . ............... .. .. . ........................ . . ............................................. . . 97 
Printing a portion of a spreadsheet. .............................. ..... ..................................................................... 97 

Saving a file for the first time ............................... .... ........................................................................ .. ......... 93 
Saving under a different name ........................................................... .......................................... . .... .. ......... 95 
Starting a worksheet "from scratch" ... ..... .... ...... . ... . .. . .. ........ ... . .... . .......... ....... .............. . ............ . .................. 81 

Note: Some of the above Functions and Commands appear in more pages than listed in this index. 
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DATABASE INDEX 

OPERATIONS PERFORMED 

A 
Accessing 

accessing word processor document ........................ ... . .. ... .... ........... ..... ...... . .. ..... ... .... ....... .... 219 
Arranging categories 

in Report Format .. .... ... .. . ............ ... . ... ........... .. ... ..... ... .... ............ ........ ....... . ...... .. ........ ... .. 189 
Arranging records ... ..... ............................. ... . ...... .. .. . ......... .... ... ........................ .. ........... ........ 208 

in Report Format ................... ... .......... .... ...... ... . ............... .... .. ... . .. .................................. . 191 

c 
Calculated categories ... .... ... . ..... .. .. ................ ...... ...... . ..... ...... .. .. .. ......... ......... .............. . .......... 211 
Change Name/Category ............. ... ..... ... ... .. ..... .... ... ... ... .. .. .. ..... ... .................. .... .......... .......... . . 201 

changing a category name ... ... . ..................... .. ..... ........ ......... . ....... . ... ....... ..... .. .... ... .... .. ... .. . 201 
deleting a category .... ... .. ..... ..................................................................... ...... ....... ....... ... 202 
inserting a category ... ... .. .... .. ......... . .. .............. . .. .. .................. . .. .............. ............. ............ 202 

Change Record Layout. .............. .. .. .. ................. .............. ...... ... .............................................. 204 
changing category widths 

multiple record layout. .. ................................... . ..................................... .................... 205 
deleting a category 

multiple record layout. .. .. ... . ................. ... .......... ......................................................... 205 
inserting a category 

multiple record layout, which you previously deleted ......... ......... ........ . ... .... ..... .... .... ....... .. . 205 
switching category position 

multiple record layout. .. ... .. ... ................ .. .......... ................ .... .. ................. ... .. ............. 204 
single record layout. ..... .. ......... ........ . ......... ... ..... ....... ..... . ... ...... ...... .. .......................... 206 

Changing a category name ...... .. ................ .. .... ..... . ............. ..................................................... 201 
Changing a character ........................ .. .... .......... .... ... .. ... ... .. ..... .. ...... . .... ...................... ... ......... 183 
Changing category widths 

in Change Record Layout 
multiple record layout. ..... ......................... ..... ..... ................ . .. ... .. ... ... .. ......... .. .. .. ...... .. 205 

for Tables ........................................ . ... .. .... ... ................ ... . ............. .. .... ........ ........ ........ . 210 
Changing file structure ... ... ....... .... ............................. ... ..... . .... ... . ................... ...... .. .. ...... .. ..... .. 201 

changing a category name .. ............... . .......... ... .... ..... ....... ........... .. .. ....... ............................ 201 
deleting a category .. ... ......... ..... ................. ............................. .. ........... ............................ 202 
inserting a category ........................... ... ... ... .... .. ............ ....... ................... ............. . ........... 202 

Clipboard, cut and paste ... ........ ..... ... ..................... .. ............... .... ............... .... ........ .. ............... 224 
Copying records .................................... .... ..... ...................................... ...... .......... .... ... .. .. .. ... 201 
Cursor directional keys 

use of. ...................... . .. ...... .............................. ................... . .. ..... ... ....... ........... ...... ..... .. 180 

D 
Defaults 

printer. .................... . .... .............................................. .. ........ ............. .............. ............. 215 
Deleting 

deleting characters .............................................. ................. .... ... ....... ............... ..... ......... 184 
deleting to the end of a line ....... ......................... .. ... .. .... .... ....................................... ......... . 185 
deleting a blank line ............................................. . .. ........ ... .... ........ .. ....... .. .. ....... .............. 190 
deleting categories 

in Change Name/Category ........... ... .......... .......... ....... ... ........................................... .. . 202 
in Change Record Layout 

multiple record layout .... ....... ................. ... .. ... ....... ................ ..... .. .. ....... .. .... . ..... ... 205 
in Report Format. .............. ......... ..... ..... .. ........................ ..... .. .... . .. .... .. ... .... ............... 190 

deleting records 
in single record layout. ... . ............................. .. ... ... ..... ................................... ... ..... ... .. . 186 
in multiple record layout. .................................... ... ....... ... ... . ........ ....... ... .. ................... 186 

deleting spaces 
in Report Format. .......................................... ........ .... ...... .................... ..................... 190 

Desktop 
explanation of .. ... ...... ......... .. .... ... ....... .. ..... ... ....................... .. .... ..... .. . ..... .. ..... ... ...... ........... 1 

gft~~\~~.~~.~~.~:::::::: : :::::: : : ::: : ::::::::::::::::::: : ::::::::::::::::::::::::::::::: :: :::::::::::::: :: :::::::::::::::::: :: :: :::::: ~~i 
Double spacing . ....................................................... .. ... ... .... ... ................ .... .. ....... ................. 215 

(continued.on next page) 
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F 
Finding records .... ..... ... .... .... .. ... ............ .. ... .......... ... .. ... ... ... ... ... .... .. ... ....... ..... ...... .... ........... .. 209 
Formatting . 

H 

for Labels .. ... .... .. .. .. ... ... .. ...... .. ..... ....... ..... .... . .......... . .. .... . ........ .. .. ........ .......................... 188 
arranging records ......... .... . ..... . .. .. ... ..... ..... . ......... .. ...... ...... .. .... .... ... . ....... .. .... . .... ..... .... 191 
deleting categories . . ...... .. ... ........... ...................................................................... .... ... 190 
deleting spaces..... ..... ... ... .. ........ .... ... .. ..... . .. ..................................... . ........ ..... . ..... ..... 190 
!nsert~ng categories.... . . . . . . .. . . . .. . . . . . . . . . . . . .. . .. .. . . . . . . .. . .. . . .. . .. . . . . .. .. . . .. . . . . . . .. . .. . .. . . . . .. .. . .. . .. . . .. . . 190 
msertmg spaces ......... ........ ......... ........ . ... ... ........ ... ......... .... ...... ... ..... . ..... . ....... .... ...... . 190 
left justifying ........ ... . .... ... .. ... .. .. ..... . ... . . ... ... ... .... .... . ... .... .. ... ... ...... ........................ .. ... 191 
rearranging categories .... ..... ...... . .. .. ............. ..... . .... ... ..... . ..... ...... .... ... .. ..... .. ......... . ...... . 189 

for Tables ....... .. ..... .. ..... .... .... ...... . .. ..... .. ... .... . .. .. .. ..... .. .... ... ...... ... .... ... .... ....... .... ...... .... ... 209 
deleting categories .... ... ..... . .. ..... ..... .... ... ............................ .. ... .. ... ... . .............. .... ....... .. 210 
changing column width .... .................. .. .... ... .. . ........... . .. .................... ...... .... .......... .... .. 210 
calculated categories .. ... .......... . ...... ... ......... ... ............ .. . ............ ..... ... . ... .. ... ... .. . ...... ..... 211 
printer options .. .... ..... . .......... . .. ..... ............ ... ........ .... . ..... .... ..... ... ..... .... ....... ... .... .. .... . 215 
printing out specified records ..... .. .. .... . ... ....... .. ......... .... . ..... ... .. . ............ .. ... ... .. ......... .. ... 213 
right justifying ......... ..... ................. ..... .... . .................................... . ............. . .. ........... 212 

Help option ...... .. ... ... . ............. ... ... .. ....... .. .. ... ... ... .. .. .. . ........ .... ... ... ...... ........... ... . ..... .. .... ........ 217 

I 
Inserting 

inserting categories 
in Change Name/Category . ...... . ... . ................. ........ ....... ...... .... ......... ..... ..... . .. ............ .. 202 

inserting categories 
in Change Record Layout, which you previously deleted ............. .. . ................ ..... .... ........ .... 205 
in Report Format. ... .. ... .. ... .. .......... .. ... ........... ...... .. ..... .. .. ............................. .. .. ... ... ... 190 

inserting characters .... ... ...... .. ... .... .. .......... . ........... .. .. .. . ............. .. ... ..... ... .. ..... .......... .. ....... 184 
inserting records ................. . .. ... .. ...... .... . .... .... ..... ........ .. .... .. . ..... .... .. ... .. ... ... ... .... .. ...... ... .. . 187 
inserting spaces 

in Report Format ........ ............ . ................ . .... . .. ... ................ .. ..... ... .. ........ ........... .. . .... 190 

J 
Justifying 

Left. ....... ..... .. .. ..... ..... ... ... ..... .. .. ....... .... .. .. ....... ... ... ... ... . . ..... ...... ..... ...... ... . .. ... .. ... ....... . ... 191 
Right. .................. . .......... . ....... .... ... ......... ........ .... ..... ...... . ... . .... ..... ... ..................... . ....... 212 

L 
Labels, formattilig for ..... ... .... ........... ..... . .... .. .... ... ...... ..... .. . . .. ... .. ... ... .... .. . . ... .... .... ...... ..... ........ 188 
Left justify .... .............. ... ... .. ... ..... ............ . .... .. ....... ... ... ....... ... . .. ... ... ........ ... ... ...... ... .. .... ... ... .. 191 
Loading 

loading AppleWorks . .. ... .... ...... .... ...... .. ... ...... . ... ... .... . .... ....... .. .... .. .... .. ... ...... ... . .... .......... ... 177 
loading the sample diskette ..... . ...... ........ .... ..... ........ .... .. .. ........ . ................... . .. .............. . ..... 177 

M 
Multiple record layout .... ..... . . ................... ...... ........ . .... ..... .... . .. ... . ............... ..... ..... . ........... ...... 181 

0 
Over-type function ........... .. .. .. .... ............ ............. .. ........ .. ..... ... . .. ........... .......................... ...... 184 

p 
Printer defaults . .. .. .. . .. ..... .................. . .. ...... ........... ... .. .... .. .... ... ... ...... ..... ....... .. . ....... ... ....... ... : 215 
Printer options ....... .. . ........ . ..... .. ... ...... . ...... ....... .... ..... . .. ... ... .... . .... .. ........ ....... .... .. .. .. .......... .... 215 
Printing .. ...... .. ... ....... ...... . . ...... ..... ..... . ........ .. .... ... .. ............................... .. ... ..... ... ...... . ... . ....... 193 
Printing out specified records ... .... ........ .. .. . .... ...... ...... . ..... ....... . ........... ........ ... ... .... .. . .............. ... 213 

R 
Rearranging categories 

in Report Format ..................... ......... . .. ... ....... ................. ........ .......... .. . ......... ..... ...... ....... 189 
Record Layout 

multiple .. .......... .... ... .. .. .... ...... ...... ................... ......... . ... ... .. .... ... ..... ... ... .. .... ........ . ... ... ..... 181 
single .... ... ... ... .. ...... ... .. ........... .. . .... . .... . ...... ... ....... ...... ............. . .............. ...... ... .. ........ .. .. 181 

Record Selection rules ....... ... .. . .. ... ....... . .. .. . .... .. ..... .. ... . ...... . ........... . ...... ....... .. ..... ......... ... ... .... .. 207 

(continued on next page) 
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Report Format. ...... ..... .. .... .............. ..... .... .. ....... .... .................. ...... ............................. .. ........ 188 
arranging records ...... .. ... .. .... ..... ...................... ............ ...... ...................................... ........ 191 
deleting categories .. ... .................... ... .. .. ... ... ... . .............. ... ...... ................ ....... ................... 190 
deleting spaces...... ..... ....... .. . .. ........ . .................. ............. ..... ...... ........... ...... .............. ...... 190 
inserting categories ..... ...... . .. ........... ... .... .. ........... . ........... . ................................................ 190 
inserting spaces.. ........... ..... . ....... .. . . .... . .... ... .... . .... . ..... .... .... .. .. .... ....... ... .. . ... ...... .. .. .. .... ..... 190 
left justifying ...... . ...... . ....... ... .................. ..... ... ... ... . ....... .... .. .... . ... ... ... .. ....... .. ........ ... . ...... 191 
rearranging categories ..... . ......... .. ...... .. . . .. .... . ..... .... . ...... . ..... . .... . ....... . ...... ... ....... . ...... : . ....... 189 

Right justify .. ..... .. ............. ... ..... ...... ................. ............................ ............ ........................... 212 

s 
Saving ............ ..... .. .. .... .... ... ............. .. ........ .. .. . .. .. . .. ..... ... .. .... ... ... .. ................... ........ ... . ........ 192 
Scrolling ........ .... ..... ..... . .... . .... . .. ... .. ... . .. .... ..... ... .... ... . .... . ...... ... ... . .. ... ..... ... ...... ..... . .... .. .. .. .. .. .. 181 
Setting up your printer.......... .. .. .. ...................... ..................... ..... .. ...... .. .. .. ... .. ........................ 192 
Single record layout ... .. .............. .. ............................................. ...... ................ ....................... 181 
Specified records, printing out. ... .... ........... .. . .. ... ....................... .. ................ ............... ...... .. ...... 213 
Standard values ... .. .. . ........... . ....... ................. ........ . .. ..... .................................... ... .. .......... ..... 187 
Starting from scratch ... ... ........ .. .... .... .. ... ... .. .. ..................... . ................................................... 178 
Switching category position 

in Change Record Layout 
multiple record layout .. ........................... .. . ... .... .. .. .. .. .... .... ... .. .................................... 204 
single record layout ......... .................. .. ...................................................................... 206 

T 
Tab key ........ ...... .. .. ... .. .. .. ... ... .. .. .................. ... .. ....... ... .. .... . ... ......... . ................ ..... .. .... ......... 182 
Tables, formatting for .... .. .......... .... ....................................... . ................................................ 209 
Typing .over text. ................ ........... ... .. ... .. .... .. .. .. . . .... . .......................... .............. . . ... .... . ... .. .. ... 183 

z 
Zoom in and out .... ..... ................. .... .......................... . ........ .. ................................... .... ... ...... 181 

Note: Some of the above operations appear in more pages than listed in this index. 
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