








































































































































































































































































































































































































TELECOMMUNICATIONS

call-waiting. The tip may not work in all
areas of the country. Ask your phone
company for more details.

~ QuickMaiL

QuickMail Tips

QuickMail Power CE Software’s Quick-
Mail 2.0, on its way to becoming the most
popular electronic-mail program for the
Macintosh, is an efficient system — espe-
cially if you use some of these hints.
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1.Tired of scrolling through a long di-
rectory every time you want to send
a message to the person at the bot-
tom of the list? An easy way to force
names to the top of the list is to use
QuickMail’s Group command to
create a group for the person (yes, a
group can have just one member).
Groups always appear at the top of
the directory list.

2. Want to know if someone read your

message but don't want to be inter-
rupted by a return receipt? Select
Preferences from the QuickMail
menu and click on Log Handling.
You can then enable your Mail Log.
A Log entry shows who has read
each message and when.

3. Tired of sending the standard retrac-

tion “Ignore that last message - 1

.

0.

forgot to ..."? You can un-send a
message that hasn't yet been read by
using the Mail Log (but only if you
have it enabled).

. Is QuickMail more like SnailMail for

you? Here's how you can speed
things up: In the Preferences dialog
box, uncheck “Fill folders when
opening” and disable your Mail Log
(yes, we know that the last two tips
told you to use the Mail Log, but
there we were talking about fea-
tures, and here we're talking about
speed). Select and file new mes-
sages before reading them,; this
moves them from the server to your
own hard disk, speeding up access.

Want to read a message you've filed
on your hard disk but don’t want to
log in to a Mail Center? Use QM Re-
mote. It can open text files as well
as QuickMail letters you've filed.

Too busy to be bothered with open-
ing your QuickMail? Often, the
substance of a message can be
expressed in the title, leaving intri-
cate details for the body of the mes-
sage. For example, instead of
entitling amessage “Meeting
Reminder” and furnishing the date
and time in the body of the message,
you can entitle it “Meeting 10/22 1
P.M.” The title then acts as an effec-
tive reminder. You get all the
information you need just by look-
ing at the QuickMail window.
(However, QuickMail truncates
long message titles to fit into the
main QuickMail window.)
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7. Wish you could attach messages to
Apple’s Alarm Clock DA? Use Quick
Mail to address a message to your-
self and press the Delay button to
postpone sending it until a specified
date and time.

Rep Ryper

Disabling The

Opening Screen

Disable the opening screen by creating a
dummy file (such as a text file with a
single character in it) with the name RRJ$,
then place it in the same folder in which
you keep Red Ryder.

White Night, the commercial upgrade to
Red Ryder, has a menu option to disable
the opening screen automatically.

Turning The Mac Into
A Mainframe Terminal

You can use Red Ryder to turn your Mac
into a mainframe terminal. The ability to
write procedures simplifies logging on,
and you can use the VT100 emulation
mode to produce a good full-screen ter-
minal. The ability to define macro keys
and have thirty of them available at a
mouse click reduces the need to remem-
ber a jumble of mainframe commands.

Perhaps the most convenient feature of all
is the ability to copy from the screen by

dragging the mouse. Combine this feature
with the Paste to Modem command, and
an IBM mainframe can be given a substi-
tute clipboard.

Smooth Scrolling
in TTY Mode

Implement smooth scrolling in TTY mode
using Red Ryder. Just select VIT100 Mode
from the Special menu and then check the
Smooth Scroll Mode box. Red Ryder will
now produce smooth scrolling, even in
TTY mode. This only works with version
9.4 or higher.

Smarrcom Il

Capture Routine
Saves Only Selected Text

If you capture data to disk after receiving
a transmission, highlight the text you
want to save. The Capture routine saves
only selected text, so if you save a file with
nothing selected, nothing is what you'll
end up with.

Saving Text From

The Capture Buffer

If you accidentally Close your document
without having saved the contents of the
capture buffer, don’t panic — yet. Try
reopening a communications document.
If you didn’t use the Clear command from
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the Edit menu to purge the buffer before
you closed the transmitted document, the
text is still in the capture buffer, and it will
appear in the document window. This
won't work if you accidentally Quit
Smartcom, though.

Save And Save As...
Don’t Save What’s
In The Capture Buffer

The Save and Save As... commands only
save the settings, not the data in the
capture buffer.

Put Your Work Files
At Root Level On Disk

Some earlier versions of Smartcom (2.1a,
for example) can’t recognize documents
or applications that are in folders on
anHFS system. Remember to put your
work files on the root level before starting
and you shouldn’t have any problems.
(Version 2.2b corrects the folder prob-
lems.)
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Use Different System File
When Using Sidekick

If you’ll be using Smartcom II with Side-
kick desk accessories, replace the System
file with a new one. Hayes removed
some resources from the Smartcom II
System, and this can cause operating
problems with Sidekick.

Forcing Smartcom

To Use Text Protocol

Instead of Sending a file, Paste it from the
Clipboard. This makes Smartcom use a
text protocol, even if MacBinary or Hayes
Verification protocol has been selected.
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FuLt WRriTe PROFESSIONAL

Don’t Try To Print
With The Tall Adjusted
Option Turned Off

What you see on-screen isn't necessarily
what you get printed out when you're
using an ImageWriter printer. When trying
to print across the full width of the page
when the Tall Adjusted option is off, you
won't get the complete data on your
printed page. The solution is to always
print with the option turned on.

If you don’t want to reset the print options
every time you open the application, you
can use FullWrite's stationery documents
to save.

First, start a new file. Check the Tall
Adjusted on the Page Setup dialog box,
then do a Save As... and click on the File
Format button. Then select FullWrite Pro-
fessional Stationery. Name the document
“FullWrite Stationery” and save it in the
same folder as the FullWrite application.
Remember to spell “stationery” correctly!

When you've finished, every time you
open FullWrite or ask it to create a new
document, it will use the “FullWrite Sta-
tionery” file as its default. In addition to
any font or style settings you want 1o

reuse, the stationery document will re-
member the Tall Adjusted setting, so you
won't have to reset it again.

MacWrite 4.5

Save As Text When

You’re Exporting Files

While there are a few word processors
that can’t recognize and open MacWrite
files (most notably Microsoft Word), in
general you'll find it easier to export data
to other programs or via modems by
saving it as a Text Only file. The Text for-
mat is easily transmissible over ASCII data
lines, and works well when you're trans-
ferring data to other types of computers.

Numbering Pages
Using The Page Icon

The page icon in the Header automati-
cally begins numbering pages at 1. You
can change this by selecting Set Page =...
from the Format menu. To eliminate the
number on the first page, select Title Page
from the Format menu.

Decimal Tabs
Override Regular Tabs

When you drag a decimal tab on to a
regular tab, it automatically overrides the
tab stop and turns it into a decimal tab.
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The tab marker may look like a regular
tab, but it will behave like a decimal tab.
To get a good look at which kind of tab
is placed on the ruler, click on the tab
marker or move it around to reveal which
tab it really is.

Command-Backspace
Restores Backspaced Text

If you want to restore up to 50 characters
of text that you backspaced over, press
Command-Backspace. This is especially
useful if you want to insert a word without
taking your hands off the keyboard.

Hidden Spaces

Can Affect Printouts

If your text doesn’t print correctly after
you've set up tabs for columns, check
problem lines or columns carefully to see
if any spaces were mistakenly entered
there. As soon as these inadvertent spaces
have been erased, your printouts should
come out spaced the way you meant
them to look.

Lack Of Disk Space Can

Cause Printing Problems

You can run into trouble trying to print
documents if there isn’t enough space on
the disk to save the document to the buf-

fer. If your disk is too full to print, either

delete some files or else transfer the docu-
ment to a less-overburdened disk. In a
pinch, you can print a few pages at a time.

Identifying

Hookup Problems

If you're getting the message that your

document can’t be printed, try again,
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watching the dialog box while the Mac
tries to print. If the Mac displays the
message “Looking for the ImageWriter/
LaserWriter” for longer than usual and
then tells you it can't print your docu-
ment, check all the connections to be sure
the printer is hooked up correctly.

When MacWrite Says It Can’t

Print A Document

If you try to print a document from the
desktop, only to be told that you can't,
launch MacWrite by double-clicking it.
Then, close the new file and open the one
you want to print.

 MacWrite

.6

Using Cursor Keys Instead
Of Mousing Around

MacWrite 4.6 gives you the option of
using cursor keys instead of the mouse to
perform various functions.

To go to a point in a text passage, just
use the Arrow keys:

To go to the beginning of a line, press
Command-Right Arrow Key or Com-
mand-Left Arrow Key to go to the
beginning of a line.

To go to the bottom or top of a page,
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press Command-Up Arrow or Com-
mand-Down Arrow.

To move the cursor left or right one

Numeric Keypad
Commands

There are a few keyboard commands
which can be useful:

word at a time, press Option-Right
Arrow or Option-Left Arrow.

To move up or down a paragraph at a
time, press Option-Up Arrow or Op-
tion-Down Arrow.

Select a paragraph, letter, word or page
by pressing Shift simultaneously with
the above instructions.

New Keyboard Sequences
When going from Mac write 4.5 to 4.6,
there are new keyboard sequences. The
most noticeable is the use of the Cursor
Keys.

To go to a point in a text passage, just
use the Arrow keys.

To go to the beginning of a line, press
Command-Right Arrow key or Com-
mand-Left Arrow key.

To go to the bottom or top of a page,
press Command-Up or Command-
Down Arrow key.

To go left or right a word at a time,
press Option-Right or Option-Left Ar-
row key.

Finally, to go up or down a paragraph
at a time, press Option-Up or-Down
Arrow key. You can select a paragraph,
letter, work, or page by combining
these key combinations with the Shift
key.

The asterisk (*) on the numeric keypad
helps to highlight characters and words.
If you select a few characters with the
mouse and discover that you missed a
letter or two, the asterisk key extends
the selection by one character for each
press.

Extend your selection rapidly by hold-
ing down the asterisk.

Command-* (using the asterisk from
the numeric keypad) selects the entire
line from the position of the cursor to
the end of the line.

Option-* (using the asterisk from the
keypad) selects one word at a time.
The + key causes the selection to be
made to the left of the cursor instead of
to the right.

The = and / keys highlight all of the line
above or below, up to the point di-
rectly above or below the cursor.
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MacWrn 5.0

When The Spell-Checker
Tells You The
Clipboard Is Too Large

If your Mac doesn't have a lot of extra
RAM, sometimes running MacWrite 5.0’s
spelling checker might result in the mes-
sage, “The clipboard is too large to trans-
fer for use by desk accessories or other
applications.” You won't be able to use
the spelling checker again until you quit
MacWrite and then reopen the program
or file you want spell-checked.

Picking Up
Where You Left Off

You can zip off to the insertion point you
last saved off at by pressing Enter on the
numeric keypad when you launch the
file.
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MacWrite 1l

Nifty Smart Quote Feature

The new MacWrite II has a nifty smart-
quote feature that automatically converts
the typewriter-style single- and double-
quote marks (like“this”) to the more-pro-
fessional — looking curly quotes.

What do you do if you customarily use
special foreign quote marks (such as
guillemets in French, Italian, and Ger-
man)? You can change MacWrite II to be
smart in any language by changing the
SMQT resource with ResEdit. Open the
resource and substitute the guillemets
(both single and double) for the curly
quotes. The keystrokes for << and >> are
Option-backslash and Shift-Option-back-
slash, respectively. The keystrokes for <
and > are Shift-Option-3 and Shift-Op-
tion-4, respectively. Close ResEdit and
save the changes you've made. Now the
program will smartly insert the new types
of quote marks as you type.
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R e

Placing Pictures In Teach

Text Documents

To place pictures in Teach Text docu-
ments, type Option-space where you
want the picture to appear. The pictures
must be stored as resources of type PICT
in the document, copied there by ResEdit.
The first Option-space is drawn as picture
1000, the second as 1001, etc. Leave
enough blank lines after the Option-
space so the picture does not cover the
following text. To make the document
read-only, change the file type to “ttro.”
Teach Text will display additional lines of
credits while holding down Command-
option and selecting About Teach Text.

Fast Save Uses Disk Space
Microsoft Word has a Fast Save feature,
which lets you save files relatively quickly
in exchange for greater disk-space con-
sumption.

When the Fast Save option in the Save As
dialog box is checked, Microsoft Word
doesn’t actually delete text or graphics
that you remove from a document; it just
skips over them when you're displaying,
editing, or printing the document. So,
files don't get smaller when you delete
things from them, and there is more
overhead when you add new informa-
tion. When you choose Save As and un-
check the Fast Save check box, Microsoft
Word actually erases all the deleted infor-
mation, so the file size should decrease.

Spell-Checking Without
Putting The Cursor At

Document Top

It's possible to run your spelling checker
on a Word document without having to
move all the way back to the beginning.
First, select the entire document by moving
the cursor to the left margin, where it
changes into an arrow, and then click the
mouse while pressing the Command key.
When you run your spelling checker, the
entire document will be checked in a
single pass, without the annoying “Con-
tinue Check from beginning” message.

Re-spacing Between Letters
Word creates its own “normal” spacing
between letters, based on the type and
size of the font you're using. The problem
is, sometimes the spacing created isn't
exactly what you want.

You can fix spacing between letters by
selecting the text you want to change,
choosing Character on the Format menu,
and then selecting Expanded when the
list of options appears. The program will
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suggest an expansion amount in the By
box. Override this suggested spacing by
typing in any value from .25 to 14 points.
As you experiment with different results,
you’ll find the re-spacing that works best
for you.

Hiding Outline Headings
People who compose a lot of outlines will
be vexed to find that most headings must
be left out of the finished product. You
can delete the outline headings manually,
but in a long document this can be
extremely time-consuming and can hin-
der your efforts to revise the file later.

A solution is to use Define Styles to create
a style sheet on which all outline styles are
based. Its style would be the same as
Normal Text. Using Define Styles again,
you can define each of the subsequent
outline styles as being based on this
“normal” style by entering that name in
the “based on” box. Now, any changes
you make to the definition of the base
style will automatically be made to all
outline styles.

When you've finished composing and
want to hide the outline, choose Define
Styles and add Hidden Text to the style
definition. All outline heads will vanish,
unless you select Show Hidden Text.
When you print documents created with
this method, be sure Print Hidden Text
isn't selected in the Print Dialog Box.

Using Define Styles To
Create Outline Styles

A problem with Word’s outlining capa-
bilities is that there is no Hide Outline
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Headings command. Often, one wants to
compose in an outline, but most headings
must be left out of the finished product.
You could delete the outline headings
manually, but this can be very time con-
suming in a long document and can also
hinder future document revision.

The solution is to use Define Styles to
create a style sheet on which all outline
styles are based. You could call this “base
style.” Its style would be the same as
Normal Text. Again, using Define Styles,
each of the subsequent outline styles
should be defined as being based on this
Normal style by entering that name in the
Based On Box. Now, any changes made
to the definition of the base style will
automatically be made to all outline styles.

When you have finished composition and
want to hide the outline, choose Define
Styles and add Hidden Text to the style
definition. All outline heads will vanish
(unless you select Show Hidden Texuo).
When you print, make sure Print Hidden
Text is not checked in the Print Dialog
Box.

“Auto-Date” Headers

And Footers Can Be
Copied Or Pasted
Anywhere In A Document

When you paste “auto date” headers and
footers anywhere you want in your docu-
ment, it continues to change automati-
cally whenever you start a new docu-
ment. This is especially useful if you work
from templates.
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The “auto-date” can be distinguished from
text by using the Show Paragraph com-
mand (press Command-Y), which dis-
plays a dotted outline around all “auto-
dates.”

This also works for time and page num-
bering. As an extra shortcut, try pasting
“auto-date” into your glossary and then
add it to your Work menu.

Key Strokes

For Line Formatting

In Word, the Return key is used to end a
paragraph, while Shift- Return is used to
end a line without creating a new para-
graph. Shift- Return works fine as long as
itisn’t used in a justified paragraph. In the
latter case, the line created with Shift-
Returnisjustified — something most peo-
ple will want to avoid. And you can avoid
it by pressing Shift-Option-Return.

This undocumented method of conclud-
ing a line is very useful for lines within a
justified paragraph that, for example, are
to contain only a mathematical equation
located at a center tab. It's also the only
way to create the appearance of multiple
justified paragraphs within a single box.
Simply apply the boxed format to the
paragraph and conclude each pseudo
paragraph within the box with a Shift-
Option-Return. The concluding line of
each “paragraph” will not be fully justi-
fied.

Incidentally, the Shift-Option-Return sym-
bol that appears when Show q is active
looks just like the Return symbol.

Accessing The ImageWriter’s
Built-In Fonts

Word provides an easy way to access the
ImageWriter’s built-in fonts.

In the lower-left corner of the Word
window is a rectangular box that usually
contains a shadowed page number. Click
in this box and the word Code appears.
This invites you to type a decimal (not
hex) character code. Press Return to place
that character in the text.

The decimal code for the escape charac-
ter is 27 (this appears as a small box in
your Word document). To access the
variety of special fonts and font sizes built
into the ImageWriter, simply add the
escape codes at the beginning of your
document and, if desired, at other points
in your document. To do this, click in the
Page box, type 27 in the place of Code,
and press Return. Then in the main win-
dow, right after the small box that should
now be showing, type the letter that will
tell the ImageWriter what to do. Here’s a
partial list:

Esc n (Extended character set = 9 cpi)
Esc N (Pica = 10 cpi)

Esc E (Elite = 12 cpi)

Esc p (Pica proportional)

Esc P (Elite proportional)

Esc e (Semicondensed = 13.4 cpi)
Esc q (Condensed = 15 cpi)

Esc Q (Ultracondensed = 17 cpi)
Esc A (6 lines per inch)

Esc B (8 lines per inch)

When you’re ready to print, make sure
that you have Typewriter selected in the
Chooser. Do not choose ImageWriter.
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Condensing The Space
Between Italicized

Characters

Sometimes Word puts too much space
between italicized words (especially if
each word is capitalized, as in subheads
or titles). Simply condensing italicized
type usually results in squished type. But
if you turn on Show from the Edit menu,
you can select the space markers be-
tween the words and condense only them
by using the Condense feature found in
the Character dialog box. You can con-
dense by anything from 0 to 1.75 points.
After you've highlighted the first space
mark and condensed it, go on to the next
space mark, highlight it, and press Com-
mand-A (“Again”) so you don't have to
reenter the values in the dialog box.

Dialog Box Command Keys
Word allows users to substitute command
key combinations for mousing in all dia-
log boxes. Any dialog box can be can-
celed by using Command-period.

In The Save As... dialog box:
Command-S saves the file;
Command-C cancels;
Command-D switches drives;

In the Open... dialog box:
Command-O opens the highlighted
file;
Command-C cancels;
Command-D switches drives;

In the OK or Cancel dialog box:

Command-O presses the OK button;
Command-C cancels the box.
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In the Change... dialog box:
Command-F finds the next;
Command-C selects Change
Selection or Change All.

Creating Double And Triple
Lines In Word

Set Below and Double borders on the
Paragraph selection under the Format
menu to create a double line underneath
a paragraph. For a really interesting ef-
fect, go to the paragraph directly below
the double-underlined one and set the
borders for Double and Above. The re-
sults will be three horizontal lines.

Changing Your
Personalization Of The

Master Disk

Word lets you “personalize” your master
disk by entering your name and/or or-
ganization into a dialog box. Unfortu-
nately, once you do it, all future backup
copies will display this information in an
Info box as soon as you open the appli-
cation. Even though Word’s documenta-
tion states that your disk will be “perma-
nently marked,” you can change the
personalized information display pretty
easily using a file editor like FEdit or
ResEdit. First, display Word's data fork
with FEdit. Pull down the Options menu
and select SET EOF or SET END OF FILE.
Then select ZERO, which eliminates
Word’s data fork.

The next time you run Word, it will
prompt you to enter the “personal” infor-
mation again, as if you had a brand-new
master copy. (This also works with the
personalization screen of Excel.)
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Finding The Next

Occurrence Of A Format

To find the next occurrence of a font or
character format, put the insertion point
within an example of whatever format
you’re searching for and type Command-
Option-Q. Word will then search for the
next appearance of text with the same
formatting as that around the insertion
point and select it.

To make using style sheets faster, you can
add unique letters or numbers to your
style-sheet names that let you call them
up by these characters rather than the
sheet’s full name.

Open the Define Styles dialog box, select
a style sheet, type a comma after the
sheet’s name, then enter the character
you want to use. The next time you want
to apply this style, just type the abbrevia-
tion.

Placing A Box Around Text

Here are two ways to place a box around
text while in Word.

If the text isn’t justified, select all but the
last paragraph to be boxed and then use
the Change command to replace all the
paragraph markers (Ap) with line returns
(An). This tricks Word into thinking it's
looking at one large paragraph, so you
can now apply whatever formatting you
like from the Paragraph Dialog box. You
can do the same thing with justified text,
but to prevent partial lines from spreading
across the page, replace the normal spaces
with non-breaking fixed spaces (Option-
spacebar or Command-spacebar).

For paragraphs that have different mar-
gins or indents, you can use Side by Side
formatting to create your boxes. Insert a
graphics box in its own paragraph above
the paragraphs to be boxed, making sure
that its left margin lies to the left of the text
you want to enclose. Size the box to the
appropriate width and length, and then
add whatever outline formats you wish.
Select the box and the paragraphs and
apply the Side by Side Paragraph format.
You can check the results in Page Preview
and resize the box as necessary.

Placing A Background
Screen Behind A Paragraph

There are times when you may want to
accent Word paragraphs with a back-
ground screen. The following PostScript
command, placed before a paragraph,
will do the job:

para. O O moveto O 1000 rlineto
1000 O rlineto 0 -1000 rlineto
closepath gsave .97 setgray fill
grestore

This instruction must be in PostScript
style, which is one of Word’s automatic
styles and can be applied by entering
PostScript in the Define Styles dialog box.
The value 1000 will handle any paragraph
up to 13 inches square, but if you want a
smaller area, which will also print faster,
you can pick a more realistic value by
multiplying the number of inches by 72
and using that result. You can adjust the
intensity of the gray scale by changing the
.97 next to setgray. The closer this value
is to 1, the lighter the screen. Word con-
siders the space above and below your
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paragraph to be part of it, so some white
space may get filled unless you use the
Paragraph command and set this space to
ZEero.

Printing Legal-Sized
Documents On The

Laserwriter

You might find that trying to print legal-
sized Word documents on a LaserWriter
results in the top two inches of text being
cut off. The solution to the problem is to
select a larger printing area.

Just hold down the Shift key when you
choose Page Setup. After selecting Legal
Size, click the Option button. Choose Lar-
ger Print Area from the Option menu.
Your documents should print without
any problems.

Worp 3.0

PostScript Code To Place
A Border Around A Page

Here’s a PostScript sequence that places a
border around an entire page:

. page .
/wp$new [ newpath 36 36
moveto wp$x 72 sub O rlineto O
wp$y 72 sub rlineto wp$x 72 sub
neg O rlineto closepath ] def 4.0
seflinewidth wp$new stroke
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This sequence places a box with a 4-
point-wide border indented 36 points
from every edge. The number 72 is simply
2 x 36. Change 306 to 72 and 72 to 144 to
achieve a 1-inch border and modify the
number before the word setlinewidth to
suit your needs.

Marking A Document Draft

If you want to mark a draft Word docu-
ment to print out on a LaserWriter as such,
insert, in PostScript style, the text below in
a header before the normal header infor-
mation. You can also insert this code just
before the first paragraph on each page of
a document, but putting this into the
header saves you a lot of pasting and
formatting. And in case you need remind-
ing: to format this text in the PostScript
style, select it, go to the Define Styles
menu, and type PostScript.

.page.

)JTM {wp$y wp$top sub} def
/IM [wpleft] def

/RM pr$x wp$right sub} def
/printline TM 100 sub def
/putcenter

{dup

RMhLM sub " L
exch stringwidth pop su

2 div IM gdd ik

3 -1 roll moveto} def
/AddToPath

{ putcenter
true charpath
} def newpath
/Times-Bold findfont 140 scalefont
setfont
printline (D)
AddToPath
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printline 140 sub (R)
AddToPath
printline 280 sub (A)
AddToPath
printline 420 sub (F)
AddToPath
printline 560 sub (T)
AddToPath

save
0.9 setgray fill
grestore

When you print your document, this code
will place the letters “DRAFT” centered
down the page in a light gray.

Worp 3.0X

Numeric Keypad
Equivalents For Mac SE
And II Users

Here are some shortcuts for Mac SE and
11 users who work with numeric keypads:

/ repeats the last thing you did.
* scrolls down one line when pressed
and released, or scrolls continuously

when held down.

+ scrolls up one line when pressed
and released, or scrolls up continu-

ously when held down.

- extends the selection to the next oc-
currence of any item you enter, such
as characters, paragraphs, number
signs, bullets, etc.

= finds the next Search Item, even if
you've cancelled the Find dialog box.

0 returns the cursor to its last three
locations, one location for each press
of the button.

5 returns to the regular screen from
Page Preview.

Shortcuts When

You “Save As...”

There are a number of keyboard shortcuts
you can take if you'd rather work through
the keyboard than the mouse:

Command-S saves the file.
Command-E ejects the disk.
Command-C cancels the dialog box.

In the Delete dialog box, the same com-
mands work, except that Command-S
activates the Delete command.

Using MacDraw To Convert
Typed-In Capitals To
Lowercase Letters

Word can’t convert text that was typed in
capitals into lowercase letters. Pressing
Command-Shift-K toggles between text
“astyped” and alluppercase, butitdoesn’t
convert text initially typed as capitals into
lowercase letters. Also, the capitalizing
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effect can’t be used in a document saved
as “Text Only.” There’s a work-around to
this problem if you have a copy of
MacDraw:

Text copied from Word can be pasted into
MacDraw. Then, select the pasted text
while in MacDraw, and choose Lower-
Case from the Style menu. Then, copy the
text and paste it back into your Word
document. The text will now be perma-
nently saved as uppercase letters...even if
you save the document as Text Only.

Using Uppercase
Commands When You're
Using Capitals In A
Document

If a large amount of your document is
going to be typed in capital letters, use the
All Caps character format (Command-
Shift-K) instead of the Caps Lock key.
This lets you check your text for spelling
errors without deselecting the default
Ignore Words in All Caps setting, and also
lets you change the text back to normal
lowercase format (including proper nouns,
as long as you remember to Shift when
you type) by removing the All Caps
selection.

Creating Structured

Footnotes

The footnote command may be very
useful, but if you try to create scientific
structures such as “..can be found in
several review articles 1-12" it can be a
trying experience. You can work around
this limitation by using Word’s hidden
text feature.
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While typing a manuscript, use the foot-
note command to enter all of the foot-
notes. Separate the first and second foot-
note numbers with a hyphen or an em
dash, and then separate the rest of the
footnotes with commas. This creates a list
of reference marks that display as “...can
be found in several review articles 1-2, 3,
4,%5,.8,7, 8,210, 11, 127

Next, select the second through the next-
to-the-last numbers, including the last
comma (in this example, 2-11). Format
the selection as Hidden text, using the
Character command in the Format menu
or by typing Command-Shift-X. The
modified sentence displays and prints as
“...can be found in several review articles
1-12” when the Show Hidden option in
the Edit Preferences dialog box is not
selected.

Creating A Solid Underline

When using Word to create a form, you
can’t rely on using a series of typed
underline characters to create a solid line.
Some fonts show the line on-screen as
being solid, but when you print them out
the results will be far less even. To make
a solid line that stays solid when you print
it out, set Underline as your style and then
type in blank characters with the space
bar. If you press the Command key while
typing, you'll create “hard” spaces, which
the program will keep on the same line.

How To Keep

Outline Entries Intact

When an outline is renumbered, so are
entries that start with numbers. A work-
around is to choose Styles from the For-
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mat menu to set the font for your various
outline levels to some font that doesn’t
use the square symbol (the one you get
when you press Option-H). Palencia is
one such font.

Every time you type a number which
starts an entry in the outline mode, pre-
cede the number with the Option-H
square. When you renumber and leave
the outlining window, the square charac-
ters will disappear.

This allows your outline to print, and you
won't lose any of the data or text you
entered.

Copying Parts

Of A Style Sheet

It’s possible to copy one or just a few
styles from one Word document’s style
sheet to another, without bringing in the
entire style sheet. First, open the docu-
ment that contains the style(s) you want
to copy. Select a paragraph that’s format-
ted in that style (to copy several different
styles, copy a series of paragraphs).

Now, open the document to which you’re
going to copy the styles, and paste the
paragraphs into the style sheet. The new
styles are now a part of the old style sheet.
So now, you can delete the text you
pasted in, and the styles will remain in the
document.

Spell-Checking Around
Ligatures

If you use a lot of fi and fl ligatures in long
documents, you'll save time running the
spelling checker by replacing the charac-

ter pairs “fi” and “f1” with the ligatures
AFTER the spell-checking is completed.
The spelling checker can’t recognize liga-
tures as alphabetic characters, and you
can’t add words that contain them to your
dictionary. So, if you put the ligatures in
before running the spelling checker, the
program regards any remainder of a liga-
ture word to be misspelled — unless the
remainder happens to match a word in
the Main dictionary.

After the spelling checker has finished
running, go to the start of the document
(Command-Keypad 9), open the Change
dialog box (Command-H), set the re-
placement parameters, select Match
Upper/Lowercase, and click Change All.

Avoiding Disk-Swapping
Hassles

A lot of people use several different docu-
ment disks during a single work session.
If you do, and you work on a floppy disk-
based system, you can avoid a lot of disk-
swapping by double-clicking on the Word
application, instead of a document, when
you start working.

Correcting Pagination
Problems With Serial

Printer Drivers

When you use the serial printer driver
with either a 12- or 15-pitch printer, you
must first set the line spacing for all
paragraphs, or the pagination will be
incorrect. When you create a new docu-
ment, first go to the Paragraph dialog box
under the Format menu and set the line
spacing to 12 points instead of the default
spacing, “auto.”
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If you are having problems printing an
existing document, select the entire text
and then go to the Paragraph dialog box
and do the procedure described above.

Twelve is the proper setting to emulate a
single-spaced typewriter which produces
6 lines per inch. To emulate other spac-
ing, set a value of 72 divided by the
number of lines per inch.

Pasting Some Graphics

Can Cause Problems

When pasting a graphic from an object-
oriented program (such as MacDraw),
you might experience some problems if
the graphic’s rightmost element is a verti-
cal line. To get the line to appear, place
a non-printing character, like a space, just
to the right of the line. The character
won't show up when you print the docu-
ment, but Word will no longer think that
the line is the rightmost object on the
screen, so it will allow the entire drawing
to be pasted in.

Speeding Up The Graphic
Redrawing Routine

Word can take what seems like forever to
redraw a complex graphic, especially one
that has had smoothing activated for its
curves. You can avoid this by creating a
special Graphics style for each graphic,
and including Hidden as one of its char-
acteristics. Make sure that your Prefer-
ences setting has Show Hidden Text set to
Off. Now, you'll be able to quickly scroll
through and edit text in the document,
without having to wait forever for graph-
ics to redraw.,
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Just remember to redefine your Graphics
style by cancelling the Hidden character-
istic before you print or repaginate.

Code-Replace Capability
Comes In Handy When You

Import Text

A little-known Word feature is an ASCII
code search-and-replace capability that
comes in handy when you use Word to
edit and reformat text files created on an
MS-DOS-based computer. To find a par-
ticular ASCII code within a Word docu-
ment, type a caret (Shift-6) followed by
the decimal value of the ASCII code in the
Find What dialog box.

Here’s an example, based on a typical PC
text file imported into a Mac environment:
First, select Change from the Search Menu
or type Command-H.

Then, replace the double carriage-return
/ line-feed (CR/LF) pairs at the end of
each PCtext paragraph with a special Mac
character as follows:

Click the I-beam to the left of the first
character in the file. Inthe Find What box,
type A13A10A13A10 (13 is the decimal
value of the ASCII carriage-return code;
10 is the decimal value of an ASCII line
feed).

Now, in the Change To box, type Option-
8 to get a bullet or another special Mac
character not used in the file. Click Start
Search or Change All to make the changes.
Then, replace the CR/LF codes at the end
of each line within paragraphs with a
space: With your insertion point at the top
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of the document, enter A13A10 in the Find
What box; in the Change To box, type one
space; and then click Start Search or
Change All

Finally, go back and replace the special
Mac character (like the bullet) you used to
mark the end of PC text file paragraphs,
with a Return. First, click the [-beam at the
top of the file. In the Find What box, type
a bullet (or whichever special character
you used). In the Change To box, type Ap
(a caret followed by a lowercase p repre-
sents a Word Return character). Click Start
Search or Change All as you did before.

You can also use this ASCII code search
feature to fix PC word-processing docu-
ments within Word. For example, some
PC documents contain normal text with
only occasional ASCII control codes (such
as decimal value 12 for form feeds or 9 for
tabs). Use FEdit Plus or another file edit-
ing utility to examine the codes in the PC
document, and then use the technique
described above to search for and delete
these codes within Word. For a complete
list of the decimal values of all ASCII
codes, see the Appendix of the Word
manual.

As it happens, you can also reverse this
process. You can replace Return charac-
ters in 2 Word text file with ASCII CR/LF
codes. This allows you to create files that
PC friends and co-workers can use.

Of course, only perform the search func-
tions on a backup copy of your file, just
to be on the safe side.

Printing Long Documents
With Page Numbers

The Word manual describes a rather in-
volved procedure for people who need to
print long documents (meaning docu-
ments composed of several Word files)
that have page numbers. One particularly
annoying hoop you have to jump through
is having to repaginate each part of your
document, finding out what its last page
number is, and then having to set up the
next file so that it starts with the next page
number.

There is a work-around to this situation.
Choose Page Setup for each file, and type
the file name of the next file, as the
manual says. Then, WITH THE EXCEP-
TION OF THE FIRST FILE of the set of files
composing the document, blank out the
Start Page Numbers At box. That is, leave
a 1 in the Start Page Numbers At box for
the first file, and erase the 1 in that box for
all the other files. Now, reopen the first
file of the document and tell the Mac to
print.

The entire document will print out with
the right pagination, without your having
had to repaginate each file.

This only works if you begin printing with
the first file of the series. If you print a file
that appears in the middle or end of the
set of document files, you’ll have to
follow the instructions in the Word man-
ual.
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Cleaning Up Returns In

Print Merge Documents

When creating a list of names or ad-
dresses, for example, for print-merging in
Word, making sure you have appropri-
ately “Commanded” and “Shift-Returned”
each and every set of data can be unnerv-
ing. (Remember a Return is only entered
at the end of each record, while a Shift-
Return may be used for arranging the data
more logically.) To eliminate most of the
problem, you can use the Document Re-
number command to number each set of
data which isolates the entries with just a
Return instead of the desired Shift-Return.
Where you find the erroneous Return, put
the cursor in front of the entry and press
the Delete key, then press Shift-Return.
Using the Document Renumber com-
mand also lets you know just exactly how
many names or addresses you have.

Changing The Length Of
Word’s Menu Titles

You can’t change Word’s menu titles to
something less verbose with a utility such
as ResEdit, because Microsoft doesn’t use
menu resources. So, use a file editor such
as FEdit and perform an ASCII Search for
the capitalized word “Document.” This
reveals the program area where the names
of menu titles are stored. Each title is
preceded by the length of the title. For
example, change the 8 in front of “Docu-
ment” to 3, then issue the command
WRITE SECTOR. That's it. Using this tech-
nique, you can completely rename or
shorten Word’s menu titles. If you rename
titles, make sure your new titles are no
longer than Word’s old ones.
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Finding The Missing Comma
in Data Record

The easiest way to find a missing comma
in a data record, while doing a Print
Merge, is to select the New Document
button in the Print Merge window. This
creates a document on the screen. When
you come across the “Missing Comma in
Data Record” dialog box, quit the Merge
and scroll the document to the last record.
The next record in your data file is the one
with the problem. Once you have a
successful Merge to the screen document,
select Print and you are assured of print-
ing the entire batch successfully.

One Way To Count Words
Here's one way to count words in Word
3.0 and 3.01.

Make a copy of your document and use
that, as this procedure will change the
document. Select Change from the Search
menu. Enter w (the white spaces) in the
Find What box and n (end-of-line marks)
inthe Change To box, then choose Change
All. When this operation is complete,
you'll find the number of changes (which
is very nearly the number of words) in the
lower left corner.

If, by mistake, you do this on your original
document, all the words will be arranged
in a column. Save the situation by closing
the document and clicking No when the
dialog box asks if you want to save the
changes.
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How To See The Size Of A
File Without Returning To
The Finder

Here's a good way to see how big (in K)
your Word 3.0X files are. This method
works without having to return to the
Finder.

Start by saving the document. Then close
its window and choose Delete from the
File menu (if you don't see Delete, that
means you're in Short menus and must
change to Full or Normal menus). Select
the document you wish to see the size of
from the list. The size will be shown
under the buttons. This size is rounded
down to the nearest kilobyte. (That's dif-
ferent from the Finder, which displays the
size to the nearest K rounded up; and Get
Info, which shows the exact size in bytes.
Here's an example: The file is actually
9728 bytes long. Get Info will show that
number or 9.5K; the View option of the
Finder will show 10K; and the Delete
dialog will show 9K.) Remember to hit the
Cancel button after you check the size.

When You Get The “Missing
Comma In Data Record”

Error Message

Word’s Print Merge capability requires
that you separate field names with com-
mas or tabs. Unfortunately, when you ac-
cidentally omit one, the program simply
puts up an error message, without telling
you where your comma might be missing.
Instead of going through each and every
record you're working with, you can use
this shortcut:

Count the number of commas in the
header record, and then use the Change
command to systematically isolate the
record that's missing a comma. You do
this by entering a comma into both the
Find What box and the Change To box.
Then select sections of records and start
searching.

Word counts the number of changes that
it makes, and puts that number into the
lower left corner. If the number of
changes is not evenly divisible by the
number of commas in the header record,
you know that the defective record is
somewhere in the records you just se-
lected. If the number is evenly divisible,
you can move on and select another
section. Continue this process until you
narrow down the data records sufficiently
to isolate the one or more records with
missing commas.

- Worp 3.01

Accessing Help Fast

You don't have to dig out your manual
every time you need help, if you have
Apple’s Extended Keyboard. The key,
labeled “Help,” is right under the F13 key.
When you press it, you'll see a question
mark appear. This is your cursor. Move
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it to whatever you want explained, in-
cluding menu choices, and then just click
the mouse for the help you need.

If you don’t have the Extended Keyboard,
press the Command key and and the ? key
to get the question cursor.

Word Features Not
Appearing In The Menus

Word 3.01 has several features that are
only accessible through the use of special
key combinations. These features nor-
mally never appear in menus. Yet, work-
ing with the program would often be
simpler if they did.

Let's take the example of Insert Page-
Break. The only way (normally) to access
this feature is to type Shift-Enter. Here's
how to make this feature a menu choice.
Start with a blank document. Be sure you
are in Full Menus mode. Type Shift-Enter
to produce a forced page break. Select the
dotted line that results by clicking in the
Selection Bar (the column at the left of the
screen where the cursor points northeast
instead of northwest). Then choose Glos-
sary from the Edit menu. Type in a de-
scriptive name, such as “PageBreak,” and
click on the Define button. Next, press
Option-Command-+ (plus sign) and click
on the name Pagebreak in the glossary

list. A Work menu will be created (or

added to, if you already have one), in
which the new glossary entry will be
found. Now whenever you want to insert
a page break, just go to the Work menu
and select one,

This method will work with the other key
combinations Word forces you to memo-
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rize. These include: Section Mark, Com-
mand Enter, End-of-Line Mark, Shift-Re-
turn, Optional Hyphen, Command—
(hyphen), Non-breaking Hyphen, Com-
mand-~(tilde).

Worp 3.02

Repaginating Without
Crashing Using Word 3.02
And The Laserwriter II SC

Opening a document in Word 3.02 and
then doing any procedure which repagi-
nates the text causes a Bomb message
and a crash.

To correct this, select the LaserWriter 11 SC
driver using the Chooser every time you
open Word. Do this even if the Laser-
Writer II SC driver is the only one in the
System folder, and it’s already been cho-
sen while yvou were in the Finder or
another application. Once you've chosen
the LaserWriter 11 SC while in Word 3.02,
you'll be able to switch applications and
print with no further problems.

Swapping Adjacent
Paragraphs

Want to swap the positions of two adja-
cent paragraphs quickly, without using
multiple executions of Cut, Copy, and
Paste?
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Highlight the paragraphs and check the
alphanumeric position of the first word in
each paragraph. Then use the Sort com-
mand (Word will sort in ascending order)
or Shift-Sort (descending order) accord-
ing to the alphanumerics. With a little
forethought, you can figure out how to
move two paragraphs around a third
paragraph that separates them. You can
also install markers at the heads of as
many paragraphs as you wish to rear-
range.

Use Sort and remove the markers when
you're finished. The variations of Sort are
endless once you get the hang of this
useful and underused tool.

Bonus Disk

Word 3.02 and above come with 2 Bonus
Disk, with a DA called Word-Finder. The
thesaurus only works with Word or the
Finder — it only functions if the informa-
tion in the About... box of the active
application says “About Microsoft Word...”,
“About MS Word...”, “About Word...”,
“About Finder...”, or “About DAs...".

Using ResEdit, you can customize Word-
Finder to work with any application that
has a MENU resource. First, open ResEdit
and then open the desired application.
Open the application’'s MENU resource
and open MENU ID=1. Change the first
menu item to “About Word...” (with three
periods!) and save your changes (see
Figure 3). WordFinder can now provide
you its riches in the modified program.

Using The ASCII Code
Search-And-Replace
Capability

Microsoft Word 3.02 and above have an
ASCII code search-and-replace capability
that can come in handy when using Word
to edit and reformat text files created on
an IBM PC or PC clone. To find a particu-
lar ASCII code within a Word document,
type a caret (Shift-6) followed by the
decimal value of the ASCII code in the
Find What dialog box. Here’s how to use
this feature to fix a typical PC text file
imported into the Mac environment
(always work on a backup copy of the file
you wish to convert):

1. Select Change from the Search Menu
(Command-H).

2. Replace the double carriage-Return
/ line-feed (CR/LF) pairs at the end
of each PC text paragraph with a
special Mac character as follows.
Click the I-beam to the left of the first
character in the file. In the Find
What box, type A13A10A13A10A (13
is the decimal value of the ASCII car
riage-return code; 10 is the decimal
value of an ASCII line feed).

3. In the Change To box, type Option-
8 for a bullet (*) or another special
Mac character not used in the file.
Click Start Search or Change All to
make the changes.

4. Now, replace the CR/LF codes at the
end of each line within paragraphs
with a space: With your insertion
point at the top of the document
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enter A13A10 in the Find What box;
in the Change To box, type one
space; and then click Start Search or
Change All.

5. Finally, go back and replace the
special Mac characters (used to mark
the end of PC text file paragraphs)
with a Return. First click the I-beam
at the top of the file. In the Find
What box, type a bullet (or whatever
special character you used). In the
Change To box, type Ap (a caret fol-
lowed by a lowercase p represents a
Word Return character). Click Start
Search or Change All as before.

You can also use this ASCII code search
feature to fix PC word-processing docu-
ments within Word. For example, some
PC documents contain normal text with
only occasional ASCII control codes (such
as decimal value 12 for form feeds or 9 for
tabs). Use FEdit Plus or another Mac file
editing utility program to examine the
codes in the PC document, and then use
this technique to search for and delete
these codes within Word. For a complete
list of the decimal values for all ASCII
codes, see the Appendix in the Microsoft
Word manual.

By the way, the reverse of this process
works as well. You can replace return
characters in a Word text file with ASCII
CR/LF codes. This allows you to create
readable text files for your PC friends and
customers without leaving your Mac.
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Making Word Finder Work
With Any Application

Word 3.02 and above come with a Bonus
Disk, with a DA called Word Finder. The
thesaurus only works with Word or the
Finder — it only functions if the informa-
tion in the About... box of the active
application says “About Microsoft Word...”,
“About MS Word...", “About Word...”
“About Finder...”, or “About DAs...".

Using ResEdit, you can customize Word
Finder to work with any application that
has a MENU resource. First, open ResEdit
and then open the desired application.
Open the applications MENU resource
and open MENU ID=1. Change the first
menu item to “About Word...” (with three
periods!) and save your changes. Word
Finder can now provide you its riches in
the modified program.

Woro 4.0

The Word Screen Saver

Ordinary screen savers may dim your
screen or offer fireworks and clock dis-
plays, but in Word 4.0, there's an ani-
mated display that is quite beautiful in
color. Select Commands from the Edit
menu and choose Screen Test from the
list of commands in the dialog box. Click
on the Do button. If you click once while
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the images are dancing across the screen,
a dialog box will let you customize the
display or cancel it.

Smoothing The Transition
From Word 3.0 To Word 4.0

1. Word 3 and Word 4 can coexist on the
same hard disk, each with its individual
preferences file in the System folder, but
we recommend against keeping the old
version on-line. Documents have the same
creator and type IDs in Word 4 and Word
3, so keeping track of document versions
can get very confusing. If your Word 4 is
sensitive to errors in its preferences files,
however, and it might be a good idea to
erase the “Word Settings (4)” file in the
System folder and redefine your prefer-
ences if the application is bombing.

2. It's easy to move your personal style
definitions from Word 3 to Word 4. Sim-
ply go into Word 4 and select Define
Styles. Then use the Open menu item to
open a Word 3 file, which makes all its
styles available. Any styles you want to
keep in Word 4 can be saved with the Set
Default button.

3. Word 4 retains the ability to deal with
any ASCII characters, invisible or other-
wise, by specifying their numeric equiva-
lents. In the older version, you could find
the value for a selected character by
clicking on the page number at the lower
left corner of the screen. In the new
version, Command-Option-Q is the only
way to show the numeric equivalent.

4. Word documents that are “fast-saved”
cause problems for Working Software’s
Spellswell spelling checker and may be

troublesome for other applications that
try to convert them. There is a clever
work-around, however, that allows you
to change Word's default format from Fast
Save to normal. Use Word 4’s Commands
menu to add Fast Save Enabled to a menu
such as the Edit menu. Once it is on a
menu, you can select it to uncheck it, and
it will remain off until you specifically turn
it on again.

5. Finally, for a little fun, select About
Microsoft Word... , then click on the
Word icon while holding down the Com-
mand key.

Creating Tables With
Varying Column Widths

The Insert Table command in Word 4.0
only lets you create a table with columns
of equal width. Ordinarily, you have to
struggle with the column markers across
the ruler to vary the column widths, but
there is a shorcut that makes it easy:

1. Say you're creating a three-column
table with one narrow column on
the left for labels and two wide col-
umns to the right for entries. As you
create the table, enter S in the Number
of Columns box.

2. Select all the cells in the second and
third columns by holding down the
Option key while dragging the mouse
over these columns.

3. Choose Table from the Edit menu
and select the option for merging the
tow columns. Repeat this procedure
with columns 4 and 5.

149



WORD PROCESSING

You now have a three-column table. To
get a narrower first column and wider
entry columns, just increase the number
of columns in the table by a factor of 2.

Creating An
On-line Hints Menu

Word users have been inundated with
documentation, help files, and third-party
books discussing all the program’s intri-
cate features. Trying to keep track of all
this information in its present state is
mind-boggling but worth the effort.

To have this information literally at your
fingertips, create a file named Hints in
which you store a personalized set of
commands, shortcuts, and tricks that you
want to keep at your fingertips. Give this
Hints file menu-bar status by adding it to
the Work menu. Press Command-Option-
+ (plus symbol). When the cursor turns
into the plus symbol, click on your Hints
document, either in the Open dialog box
or in its title bar (if it is the active docu-
ment).

Word will create a Work menu on the
right-hand side of your menu bar or add
your Hints document to an existing Work
menu.

Launching MacWrite
Documents With Word

Whenever you double-click on a plain-
text MacWrite document (such as the
documentation files you download fre-
quently from bulletin boards), it won't
open unless you have MacWrite on your
disk. As a lot more people use Word 4.0
than MacWrite, here's a way to make
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Word 4.0 automatically open those
MacWrite documents in its own format
when you double-click on them.

First, make a backup copy of MacWrite (if
you have it installed) on a floppy and then
delete it from you hard drive.

Next, make a duplicate copy of Word 4.0
on the hard drive and rename it MacWord.
By using ResEdit, you can change the
Creator of MacWord from MSWD to MACA
(highlight MacWord and choose Get Info
from the File menu). Make the changes in
the Creator box.

Now, when you double-click on a
MacWrite document, MacWord will launch
and the document will be converted
automatically.

Quickly Adding Fonts To
Word’s Font Menu

If you need to add font names to Word
4.0’s Font menu, pressing Command-
Option-+ each time can get tedious in a
hurry. Here’s a fast, undocumented way
to add all the currently installed fonts to
your menu.

Choose Commands from Word's Edit
menu, and choose List All Fonts from the
list of commands. Then click on the Do
button.

The menu bar will flash as Word adds
suitcase fonts one at a time to the Font
menu.
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A Patch For Fractional Font
Widths On ImageWriters

If you do not own Adobe Type Manager,
and you are using Microsoft Word, there
is a patch — a set of modifications to Word
— that allows for fractional font widths on
ImageWriters. It's called WORD4MOD.SIT.
(It should be available from the usual
shareware outlets such as user-group
libraries, BBSs, and so on. On CompuS-
erve its’s called WORDMO.BIN in the
Macintosh Productivity Forum’s word-
processing library.)

Installing the patch requires familiarity
with ResEdit (available from the same
outlets). Obligatory ResEdit warning:
Never use ResEdit on an original or master
of anything. Always work on a copy. And
don’t forget to lock your master disks.
That way, if you happen to make a
mistake and damage something, you can
always make a fresh copy from the master
disk.

Recovering Word

Temp Files

Before you save a Word document, Word
sets up a temporary file and places it in the
System Folder. If your system has crashed
and you want to try recovering a Word
Temp file, you can try opening it by
holding down the Shift key and choosing
Open Any File from Word’s File menu.
That should enable you to open the Temp
file (try the one with the highest number).
If you want to, you can add the Open Any
File command to your menu permanently
by using Word’s command option, which
you'll find on the Edit menu.

Kerning With The

Displace Command

Microsoft doesn’t mention kerning any-
where in the Word manuals, but you can
do rudimentary kerning with the Displace
Command. To kern two characters:

1. Choose Show q from the Edit menu.

2. Place the cursor between the two
characters you want to kern.

3. Press Option-Command-backslash
and then type the letter D (the
formula code for Displace).

4. Press Option-Command-backslash
again, and then type the letters BA
(the formula code for Backward).

5. Enter the number of points to kern
(in whole points).

6. Follow this with both open and close
parentheses ( ) to end the formula.
The code you see on-screen should
look like this: \d\ba3 () (using3
points as an example).

7. Choose Show again or print your
text, to see the difference in spacing.
If you save this formula as a Glossary
item, you’ll have to enter it only
once.

Inserting The Date

Into Documents

Word lets you insert the date into docu-
ments through its Commands dialog box,
but you're stuck with its date formats,
which include the day of the week (ex-
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cept for the short format — for example, 3/
31/89). If you want a date such as March
31, 1989, you'll have to suppress the
weekday in the System file with ResEdit
1.2. (Try this on a copy of your System file
before you change your working System
file.)

1. Open the System file and scroll
down to itll.

2. Open it1l. Select it11 US” ID=0 and
open it.

3. Next, click on the Suppress Day box
(see Figure 2).

4. Close ResEdit and save the changes.
Open a Word document. To get the
date, make sure you're using Full
Menus and select Glossary from the
Edit menu. You'll see the following
date entries: date - now - abbrevi
ated, date - now - long, and date -
now - short.

Select either the long or the abbreviated
format and click on Insert. The date will
appear either as March 31, 1989, or as
Mar. 31, 1989, respectively.

Using Insert Graphic To
Speed Printing Time

Inserting a graphic in a word-processing
document can significantly increase print-
ing time. Here’s a trick for trimming your
printing time on working drafts and proofs.
Measure the illustration’s height (many
object-oriented draw programs have a
Show Size option). Insert the graphic into
a Word document. With the graphic se-

lected, choose Paragraph from the For-
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mat menu. Type a minus sign in the Line
Spacing box and then enter the graphic’s
measurement. The minus sign adjusts the
paragraph’s height to match the size of
the graphic.

Select the graphic again, choose Charac-
ter from the Format menu, and format the
graphic as hidden text. When you print
draft documents, be sure Print Hidden
Text in the Print dialog box is not se-
lected. The illustrations will be replaced
by an appropriate amount of white space,
and you’ll know where your page breaks
are. When you’re ready for the final ver-
sion, recheck Print Hidden Text, and the
graphics will print properly.

Inserting PostScript Code In

A Word Document

Placing bits of PostScript code (or even
lengthy routines) into a Word document
is simple. But Word requires that you first
clearly define what part of the page will
be affected by the PostScript code. Is it
going to affect the entire page (for ex-
ample, a box enclosing the page) or just
a paragraph or inserted graphic?

You define the boundaries by inserting a
group command immediately before the
page element it will affect. In Word 3.02,
you could use three such commands:
.page., .para., or .pic. (referring to the
entire page, the next paragraph, or the
next graphic insertion). Version 4.0 has
added .cell. and .row. to facilitate Post-
Script manipulation of tabular material.

1. Group Commands — Group com-
mands create a drawing rectangle that
specifies the overall size of a PostScript
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graphic. The actual dimensions of the
graphic never have to be entered, be-
cause the command gathers this informa-
tion from Word itself. The drawing rec-
tangle created by .page., for example, is
determined by the page size you've speci-
fied with the Page Setup command. If
your page is 5 x 7 inches, the drawing
rectangle mirrors those measurements
exactly. Most other group commands,
such as .p ara. and .p i c. let you focus
on increasingly smaller or more precise
areas of the page — a paragraph, or a
graphic frame within a paragraph.

After the group command is entered, you
can enter PostScript code you've written
or copied from another source. Here’s a
simple example that places a 5 x 7 -inch
box on a page. At the top of the page, type
the following:

.page.

newpath

.25 seflinewidth
126 144 moveto
360 0O rlineto

0 504 rlineto
-360 O rlineto
closepath

stroke

Anyone with PostScript savvy will notice
some peculiarities here. The primary one
is that the PostScript inclusion hasn’t been
bracketed by a save /restore or gsave/
grestore pair, which prevents certain
PostScript operators (rotate, for example)
from changing the graphics environment
of the entire page. Why this apparent
breach of PostScript etiquette? Because

the group commands automatically
bracket each grouping of PostScript code
with a save/restore couplet.

You might also notice that the origin point
(0 0) in Word’s version of the PostScript
coordinate system corresponds exactly to
that found in PostScript itself. This means
that the origin point (0 0) is found at the
lower left corner of the current drawing
rectangle, whether it is a page, paragraph,
or graphic frame.

2. Creating Global Commands — When
PostScript requires specific measures or
positions that can’t be referred to through
the built-in variables, the dimensions are
expressed in points. If you feel more
comfortable working in inches, simply
place the following code after a group
command such as .para. or .page. (and,
of course, format it in Word’s PostScript
Style):

/inch (72 mul) def

Then you can use code such as 1 inch 1
inch moveto instead of 72 72 moveto. The
routine you’ve inserted automatically
multiplies the inch units by 72, converting
them into PostScript’s point system.

Ordinarily, such a routine applies only to
the drawing rectangle indicated by the
group command. So if you had a .page.
and several .para. PostScript groups on
the same page, you would have to insert
/inch 172 mull def in each group. When
Word scans the page for PostScript, it
does each group in turn and discards the
variables or routines of that group as soon
as it has been processed. Even routines or
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variables placed after the .page. com-
mand can’t be used by other groups on
the same page.

3. Executing The PostScript Code — If
you print the document now, you won'’t
magically have a PostScript-generated box
on the page. The code prints as ordinary
text. To have it executed, you must do
several things.

First, select the PostScript code (including
any group command). Then hold down
the Shift key and pull down the Format
menu. You'll see that Styles has been
replaced by the All Styles command. All
Styles has several predefined styles, in-
cluding one called PostScript. Select it
and click on OK. The PostScript code has
now been changed into a form that will be
interpreted rather than printed. To see the
code after this point, make sure that Show
Hidden Text is selected in the Preferences
dialog box (Edit menu). You can’t see the
results of your tinkering by using the Print
Preview command; you must print the
document on a LaserWriter.

When you print, make sure that Print
Hidden Text isn't selected in the Print
dialog box and check the Chooser to
make certain that Background Printing is
turned off. If Background Printing is left
on, the PostScript effects will be shifted
down and to the right from where you
want them on the first page of the docu-
ment. Subsequent pages will print cor-
rectly.

4. Modifying Word’s PostScript Code
Style — The on-screen appearance of
Word’s native PostScript style leaves
something to be desired. Fortunately, you
can easily modify most of the attributes.
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While holding down the Shift key, select
Define All Styles from the Format menu.
Select PostScript. The description box
defines the style as “Normal + Font: 10
point, Bold Hidden.” The main culprit
here is Bold, which makes the type hard
to read. So just pull down the Format
menu while the dialog box is showing
and turn off Bold. You can safely change
anything in the PostScript style other than
the Hidden attribute.

Using PostScript To Place
Screen And Crop Marks

1. Screen Marks — If you want to place,
say, a gray screen behind a single para-
graph, you do not need to know the
precise location and size of the paragraph.

First, remember that the group command
.para. creates a drawing rectangle that
corresponds to the size and position of
the paragraph it precedes. And Word has
another card up its sleeve — built-in Post-
Script variables. There are 22 variables,
which will aid you as you develop code.
For a list of the variables and their descrip-
tions, see pages 285 and 286 of the User’s
Guide.

To make a screened paragraph, we need
the variable called wp$box. Here's what
you need to type in front of the paragraph
and then format in Word’s PostScript style
by formatting the code in the Postscript
format by holding down the Shift key and
selecting All Styles:

.para.

9 setgray wp$box fill

By the way, you don’t have to use carriage
returns, although they make the code
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more legible. You could simply type:
.para.

.9 setgray wp$box fill

In any case, the variable wp$box is equiva-
lent to defining a drawing rectangle the
same size as the paragraph. Without it,
you'd have to determine the coordinates
of the paragraph (with a ruler on a
printout) and type something like:

12 6 14 4 moveto
360 O rlineto

0 504 rlineto
-360 O rlineto
closepath

fill

These are hypothetical coordinates, but
you can see the advantages of having the
variables. You save a lot of typing, and
you don't need to figure out specific
positions or dimensions.

2. Crop Marks — An even clearer ex-
ample is crop marks, one of six routines
included in the PostScript Glossary that
accompanies Word 4.0. After the actual
crop marks are defined, the routine places
them at the corners of the page. Ordinar-
ily, you would have to know or calculate
exact positions for the marks, a painstak-
ingly bothersome task. But with judicious
use of some of Word’s variables, you can
avoid the hassle:

wp$left markl sub whitel sub wp$y
wp$top sub moveto markl O rlineto
stroke

The variables wp$left, wp$y, and wpStop
refer to the left margin, the drawing
rectangle’s height, and the top margin

respectively. You don’t need to get the
dimensions from the Page Setup dialog
box. Word fills in the appropriate num-
bers when the file is interpreted and sent
to the printer. And if you change the page
size, you don’t have to go back to the
code and insert new dimensions.

WriteNow

Setting Up

Informal Style Sheets

You can set up informal style sheets,
using the dummy formats that you fre-
quently use, in a document template that
is kept open whenever you're working in
WriteNow.

When you need a style, just switch win-
dows, click on the paragraph containing
the format you need, and copy the ruler
(Command-1). Then switch back to the
document window and paste the ruler in
(Command-2). Although this method only
copies ruler settings (not font or style
changes, for instance), it can still be a real
time-saver. It also helps ensure that your
documents all have a uniform style.

Later, if vou want to change a particular
format, you can use WriteNow's identical
ruler feature. Just select the text from the
first occurrence of the format to the end
of the document and then hold down the
Shift kev while making the change in its
ruler.

155



INDEX BY APPLICATION

Adobe Illustrator
Layering Graphics Higher — But Not At

The TOP woveiveeieteiierieeree e, 36
Moving Or Copying Objects In The
Preview Mode..........ooeveivecrceneennenn 36
Undoing A Move Even After Disabling
“Undo MOVE” .....coovvreeireieerecieiecies 36
Adobe Illustrator 88
Create Distortion-Free Leaders With A
Dashed Lin€ .......ccccoeevencncnccnnn, 38
Extracting Illustrator 88 Graphics From
PageMaker Files.......cccoevierivncrinnnnene 38
Importing Illustrator 88 Files Into Quark
XPIESS...ccovviiiiiiiiiiiieie s 39
Inserting An Object (Almost) In The
Front......oiiniciinnninnnnnn, 38
Making All Your Lines Thicker Or
Thinner...ccovooceiinienenecieeee 39
Quickly Cancelling Preview Illustration
Saves Time ..o 37
Working Around Text Elements .......... 37
Adobe Type Manager
Undocumented Type Manager Tip........ 8
Airborne
Christmas Cactus ........c.cvevrerveerrreerennenc. 23
Alarm Clock DA
Why Your Menu Bar Or Apple Is
Flashing ........cccooevnieniccnnnneccien, 100
Apple File Exchange
Fooling The SuperDrive .........ccccuevee. 101
AppleTalk
Finding A “Lost” Printer...........cccoueueee 100
Arkanoid

Get The Power Capsule You Want .....24

Audio Output

Connecting A Stereo To The Mac........ 66
Canvas

Creating An Accurate Display Of Propor-

tional Rectangle Resizing .................. 40

156

Canvas 2.0
Accessing An Undocumented Search-
And-Replace Feature ..........cccceevnne. 40
Displaying Small-Scale Fractions On-
SCIEEMN ...oviiriiiiirircn s 40
Getting Rid Of The Frame Around Each
Bitmiap .c.eecvecvirenenieieeie e 40
More Realistic Tracing .......cc.cceceeveenenne. 41
Switching Windows Without Using The
Windows Menu .......cccceeceerinenencnne, 41
Microsoft Chart
Add Legends Before Formatting .......... 61
Cells Import As Individual Elements ...60
Centering Primitives..........ccccocveenenn., 60
Embedding Formatting Commands In
Headers And Footers ........cccceune.e. 60
Exporting Charts To MacPaint ............. 60
Extra-Long Text in Headers And
FOOLETS ..ottt 60
If You Link Chart Files To
Multiplan ......ccooverievniienceisecnne 61
Intersecting Gray Areas May Print
FUZZY oot 61

Let Chart Do Your Math For You ........ 61
Margin Settings Determine Printed Size

Of ChartS ...ccooeeieeeeeeeeeeeeeeeeeee 61
Modify Chart Files To Create Sequences
Of Pie Charts .....c..ccoevvveveeeeeereeeenne, 61
Save As You Go To Prevent
ConfUuSION ...ovevveiiiiieceeeeee e, 62
Templates Save Time...........ccovverirvrenns 61

Tips For More Effective Charting ......... 62
Use White On Labels That Overlap

TADS oo 61
Widen The Window When You Start
WOTKING ©ovvveevienrieiiesi et 60
Wrapping Text Pasted From The
Clipboard ..o, 60
CompuServe
Cutting Noise On CompuServe........... 123
ConcertWare
Keep Instrument Files In The Same
Folder As The Player...........cccccoevvnn. 85



INDEX BY APPLICATION

Cricket Draw
Creating A Partly-Dotted, Partly-Solid
Element .....oooocoiiieninicininene e 41
Printing Is Faster When You Ungroup
ODbJECES e 42
Use ALIGN OBJECTS To Control Object
Placement Permanently .................... 41

Cricket Draw 1.1

ABUZ oot 42
Cyborg
Updating Old Copies To Work
With HES ..o 25
Dark Castle
Express Route To The Trouble
ROOM....oeviieiicieerietiececeeec e 26
How To Walk On Air .....c.cocoeenveneanne. 26
Keeping Your Shield Activated ............ 26
Tracking How Many Times You've Won
In A SeSSION ....c.eccvnvvinricieriirerieenn, 26
Deja Vu: A Nightmare Comes True
Don’t Leave Home Without It ............ 26
Never Let The Coppers Take You
ABVE oo 27
Talking To The Woman In The Car
TrUNK oo 26
Use The Note Pad To Keep Track Of
AAIesses......ccovvimeenerieeirrieeen. 26

Deluxe Music Construction Set
Don't Modify The Program’s System

FORNLS ...ttt 86
Hard Disks Incompatible With Earlier
VEISIONS .everieiieiieeeie e 86
Hooking Older Mac Models Up To Your
N (] (<] o 2R SUPRRORRPON 85
Save Only When You Have Enough
Room On Your Disk .......cocerueueenne. 86
Desktop Manager
Substituting The Desktop Manager For
The Finder ......ccooveininnecienencennne 101
Dialog Box Shortcuts
Switching Drives In The Dialog
BOXES ..o 102

Directory Dialog Box
Three Ways To Search the Directory
Dialog BOX ....cvviviriiiiireieneeicee, 102
Disks
Ejecting DisKS ..........ccoveeeeeeceeeeeenee, 66
Noisy Disks Signal Trouble .................. 66
Magnets Are Lethal To Disks ............... 66
Easy Access
A Frozen Screen May Really Be Easy
ACCESS ..o 103
Sticky Fingers Feature Of Easy
ACCESS oot 103
Using Easy ACCESS ......oovvvivverinniininnne, 102
Using Easy Access For Fine Tuning
Graphics ....ocveevieiecin e 103
Excel
Automatic Dates In Column Heads .....90
Centering Tables With Borders............ 92
Command Key Combinations To Select
Page Setup Oplions.........cccecoeiiinn 92
Copying A Spreadsheet As A Graphic
IMage .....ccooiviiiiic 91
Copying Cell Groups For Page Layout
AppPlications .........cocevvveeevivinneeneennn, 92
Cursor Key Movement........cccocceeenenn. 91
Customizing Chart Formats ................. 89
Displaying/Printing Columns Starting
With Zero .....coccvveiiviiivenencicicinnee 91
Enter Some Text Strings As
Formulas ......ccocvviniiicniiincnninnne. 92
Extra-Long Text In Headers Or
FOOLEIS .o 93
For The ImageWriter Page Setup
Dialog oo 93
For The ImageWriter Print Dialog ....... 93
For The LaserWriter Page Setup
Dialog oo 93
For The LaserWriter Print Dialog ......... 93
Formatting Commands In Headers
ANd FOOETS ...ooviiiiiiiiieen 93
Hiding Sensitive Data From View ........ 94
Highlighting Multiple Cells.................. 91
Insert New Row/Column Without Using
File MeNU c...cooevcriieiininieieneene 90
More Than A Megabyte’s Wasted ........ 89
Naming Cells In Columns Easily .......... 91

157



INDEX BY APPLICATION

Protecting Sensitive Information While

Working On It ....ccooeevivvcencniiniciinnn, 94
Remove Formulas To Trim Document
SPACE .ot 92
Reopen Macro Sheet To Recompute
Macro Functions .......ccceceeevineinninnin 92
Selecting The Entire Worksheet ........... 90
Show Or Print All Worksheet
Formulas .......ccccevvevevrencvecnneceeeeenee, 90
Single-Letter Command Selection ........ 90
Using XMODEM To Import Lotus 1-2-3
From MS-DOS Machines .........c......... 92
Excel 1.5
Quickly Returning To Where You Left
Off tiiiii 94
File
Changing Field Formats While Preserving
Your Data ......ocoveiviiiniiiinniinee 2
Creating File Records With A Word
Processor.......oociiciiciicicicicciiiiees 3

Don't Use Embedded Tabs Within
Fields When Exporting To Other

Databases.........cecvvecuieenneninniiinie 3
Enter Data Fastest In Smallest Database
WINAOW ..ot 2
Generating Exportable Tab
Characters .......ocoevveieeciienineennceesieennn 1
Generating Line Fields At Insertion
Points To Create ListS...........ccceevvenneene. 1
If Your Select Bar Pushes Your Form
ASIdE ..oiiiciie 2
Keyboard Cursor Movement .................. 2
Printing Solid Rules On The
LaserWriter.......ccoovvveeieniiceieen e 3
Quickly Select The Entire Field ............. 1
Saving Changes To Page Setup
Parameters ......c.ccccecveriiiiiiiiiiiiiiniinenn, 3
Saving Files In A Sorted Order .............. 4
The Display Box Is Bigger Than Tt
LOOKS e 2
FileMaker Plus
Entering Copies Of A Record................. 4
Entering Multi-Word Phrases As Search
Identifiers .......c.occooriviiniineees 4
Hidden Credits .....oocevvveveivieeniennieninnane 4

158

Solution For Label Peels On The

ImageWriter T .....occooevvienienneineies 4
Filevision
Controlling Object Sequence ................. 5
Establish Help Files For Other Users Of
Your Database .......ccoocooeeevenveinnennnnn. 4
Finder
A Pre-Trash Folder ... 108
Changing Close In The File Menu .....105
Cleaning Up Windows In The
Finder.....cccooevvivnieeeiccneccnne 107
Clicking And Dragging Files And
Folders .....coocvvevvveiniieneeniecieienenns 105
Copying Disks From The Finder......... 107
Finder Tips ...ocooveereieiieniecenesee e 106
Getting Screen Shots On A Mac II.....107
Keep Folders Small .......c.oocovienieenne. 104
Neatness CoOunts.........cccceeeveereecreeneene. 105
Opening Applications Easily .............. 106
Organizing Applications ..................... 105
Organizing Icons Alphabetically ........ 105

Preventing Pirating Of Applications
From Your Hard Disk or

NEtWOTK ..oveeiiiiieenieieiicciene e 107
Quick Disk Erase ....cc.cceoeverevieieneneens 108
RAM Caching........ccccvvevuiiniinreieiiieenne 104
Rebuilding The Desktop Of A Disk...105
Running A Mac With A Copilot ......... 107
Tab Stop Assignments In The

FINAEr .coouiiiiiiiiieicee e 106
Virus Protection ........cccocevvvccierenncen. 108
Vivid Color Tcons .....c.ccceviviiniiiennns 108

FKeys-
Testing FKeys With ResEdit ............... 108
Flight Simulator
Access Five Hidden Situations ............. 27
Creating Poster-Sized Screen
Dumps .. 27
Font/DA Mover

Adding And Removing Fonts From
HyperCard And Other
Applications ..........ccocceeieeiieeiicnnenns 109



INDEX BY APPLICATION

Fonts
Obtaining Special Characters Using
KeyCaps ...coovvvvviviiiiiiciiriiiiicinen s 110
Screen Font Alignment ...........c..co.e... 109
FreeHand
Adding Variety To Lines With Zapf
Dingbats .....ccvvvevriiiicr e 44
Opening Adobe Hlustrator 88 Files With
Freehand .........coeoevninecineneninencne 43
Placing Text Around The Outside Of A
CirCle .o 42
Simulating Filled, Outlined
TEXU cevireiiereiree ettt 44
Using Zapf Dingbats As A Fill
Pattern ......cccvevirevriiirieeeeenieee e 44
Wrapping Text Above And Below A
CIrcle .o 43
Wrapping Text Inside A Circle ............ 43
FreeHand 2.0
Archiving Lines, Fills, and Color
SEYLES oo 45
Centering Text Along The Outside Of A
CiIrcle oo 47

Compatibility Problems With

Older Systems And LaserWriter

DIIVELS .ot 46
Creating A Three-Dimensional Box.....48
Creating An Outlined Pattern Effect ....47
Drag A Small Object Without

Grabbing Its Resize Handle............... 45
Express Route To The Edit Dialog ......45
Faster Printing Of PostScript Fills ........ 46

Faster Printing Of TIFF Files ................ 46
Faster Screen Redraws ...........coevreeeee. 46
Fixing Improperly Printed Strokes ....... 48
Getting More Control Over FreeHand
TIACING «ovevvevveerieereirreree e 45
Getting The Most Out Of Tracing Gray-
Scale TIFF IMAages ......cccoceevervrcreennn 45
Getting The Smoothest Graduated And
Radial Fills.....ccccoveiiriinnriccinienee 48
Having Trouble Printing Custom Post-
Script Line And Fill Effects?............... 46
If You Print A Lot Of Fonts With Free-
Hand ....cooovevivenivniiininccceinees 47

Make Sure All The Pieces Of Your File

Fit On A Printed Area ........cveeeveunneee 47
Opening MacPaint Files Without

Loading FreeHand........ccccoeceveeneennn, 46
Quickly Deselect All Items In An

Hustration ........cooovevevinenincnceieenen, 45

When You See “PostScript Error
Undefined, Offending Command” ...48

FullPaint
Creating A Custom Brush From An
On-Screen Pattern ........ccccceeevvvvecnens 49
Creating Dashed Boxes Or Lines......... 49
Expanding Graphics To Fit An Entire

PAGE ..o 49
FullWrite Professional
Don’t Try To Print With The Tall Ad-
justed Option Turned Off ............... 129
General (Desktop Publishing)
Generating Special Characters ............... 9
Getting The Command-Key Symbol......9

General (Telecommunications)
Disabling Internal Modem Speaker ...123

Getting Cheap Practice .........c.oovveveennn. 123
Getting Your Program To Wait
Longer To Redial ..........ococcerecneanen. 124
Telephone Noise Can Interrupt
Transmissions .........ccccevvvvevininninnne 123
When Call-Waiting Disconnects
Transmissions ........c.ccceviiiiiniennnnnn, 123
Hard Disks
Interleave Factor And Hard Disk Per-
formance .....occoeveveeveeciireerenn, 66, 110
Helix
Advance Planning Helps ........ccccocveene. 5
Avoiding Icon Confusion ..........ccccc...... 5
Moving A Single Tile ...........cooeneeeee. 6
Moving Groups Of Segments Or
TileS oo 6
Save Time: Copy Old Calculations,
Then Modify Them ..o 5
Save Time While Setting Up New
Relation ..., 6



INDEX BY APPLICATION

Viewing Entire Complex

Calculations .........ccocvverinecneiinicnn, 5
High Density Drives (FDHD)
Mixing High-Density And Double-
Density DisksS ......ccovviveeeeiriercreeene 67
HyperCard
Adding A Phone Hang-Up Script......... 78
Adding The Time In Any Stack ........... 80
Adjusting The Find Command ............. 78
Attaching FONT Resources To
SACKS et 81
Blind Typing Out Of A Jam ................. 81
Changing The Default Font In
HyperCard .........cocoenviiniinicniceeen 81
Compacting HyperCard Stacks With
HypertalK ..o 80

Creating A Scrapbook Of Buttons ....... 82
Dialing With A Prometheus

Modem .....coovivrieiiiiineee 79
Expanding The Cursors In

HyperCard .....cccooverenvivneesriniecrrenne. 79
Getting The Name Of A Tool With

HyperTalk .....oooviviinniiiiiicreeiene 79
Loading Fonts Into HyperCard Stacks

With The Font/DA Mover .........c....... 83
Opening A Card To The Current

Date.....oooovviiiiii e 78
Outlining Hidden Buttons .................... 77
Printing A Card With Better Quality ....79
Printing A Range Of Cards .................. 77
Putting HyperCard Into MacroMaker

MaCTOS ..vvierieiieciii e 82
REPOItS ..ooeriiiiiiiiiiiin e 77
Returning To The Finder Instead Of

HyperCard .........cceveeivvvinenicieiens 82
Seeing All Hidden And Transparent

Buttons ........cccooviiiiiiiniiii 81
Setting Control-Key Combinations

To Set The User Level..........ccenne. 82

Speeding Up The Performance Of
HyperCard And SuperCard By

Turmning Off Color .....ocoveviiiiiiiieenns 83
Uninterrupted Keying While

Refreshing Settings ........occoccoevvinens 79
Using Alphanumeric Keys To Set

Polygon Shapes ........ccccecvievveccnnennen, 81

160

Using Font/DA Juggler Plus To

Minimize Disk Space .........c..ccovuees 77
Working With The Tools Menu On A
MacC SE .o 76
ImageWriter

How To Access The Self-Test Mode....67
What You See Isn’t Always What

YOUu Print ..cooovvvveerieeeieiceeeeeeennns 67
ImageWriter II
How To Obtain Best Print Quality
FASEoeiiviieiiectesee ettt 68

Producing Near-Letter Quality
Printouts From The ImageWriter
Without Editing Codes .........ccee....... 68
Using The ImageWriter And The
HP PaintJet Film To Produce

A Transparency .......coeeeveeeereereenranes 68
ImageWriter LQ
Extending The Life Of ImageWriter
LQ RibbONS ....coovvevirerierceeereeire e 69
Seating The ImageWriter LQ Ribbon
Properly ....cccovvievieiiiiciiinee 69
Infocom Text Adventures
Change Fonts For A Change Of
Pace ..o 27
Mapping Is Essential ..............c.ceeneene 27
INIT's
Loading INITs At Startup Time .......... 111
The Scoop On INITS...c..cccooenrerrrcnnnn 110
Jazz
Cutting And Pasting In Communications
Mode ..o 7
How Much Memory Jazz Allocates
To Each Application.........c.coccoeeneeee. 6
If You Have Trouble Printing ................ 7
Link A Copied Graph To A New
Worksheet .......ooovivvenineneincninennenns 6
Loading Jazz Spreadsheet Data
Into Excel.....ccooovviininini 7
Power Off Prior To And After Work
SESSIONS .evvververieiiercetireree e eanas 6



INDEX BY APPLICATION

Printing Empty Cells ......c...occoovvvreveennnn 7
SYLK File Conversion ............ccceeeevevvennas 6
Keyboard
Curing Keys With WD-40 ..................... 70
The Keyboard Remembers What
YOu TYPE oot 70
There Are Three Apple Keyboard
OPLIONS ..ot 69
Using The Key Caps DA During
Keyboard Failure ..........cccocccevvvriennne 70
Klondike
Atraining A “Perfect” Score................... 28
Don't Play Your Last Card Until You
Have TO ....ccocvviviiicciiceeeiniiie e 28
Put Cards On The Board Before
Moving Them Onto Aces.................. 28
Speed Counts As Much As Accuracy ...28
Large Files

Transportation Of Files Larger
Than 800K or 1440K (High

Density Disk) .....ccocovvvvrviincincennene. 111
LaserPrep
Mixing Various Macintosh Models
On An AppleTalk Network............. 111
Using The LaserPrep File With
Non-Apple Laser Printers ................ 112
LaserWriter
A Manual Fix For Envelope
Jamming ... 71
Avoiding The Startup Page Using
The Paper Tray ......ccoceecevveereerennnn 71
Paper Trays For Legal And Letter
Size€ PAPEr ...oovvviveiiiiiiiiiee e 71
Printing With Ligatures ............c.ccoeuee. 9

Using Different Versions Of The
LaserWriter Printer Driver On A
Network ....ccoovvveveneiieiniecceeeen 112

Using ResEdit To Place The PostScript
File Option in the Print Dialog

BOX oiieeiiiiiiee e 113
LaserWriter II
Jamming With Envelopes ..................... 71

Mac 3D
Rotate Selection To Verify It ................ 58
Mac 3D 2.0
Adding Tiny Details .........ccccccoeeriinnnne 59
Creating Endmarks On Arcs
And CUIVES ......coeeiiiiiiiiniree e, 58
Dimensioning Edges On Rotated
ODbJECES .evivivverieiieiecse e 59
Importing QuickDraw Graphics .......... 58
Quickly Redrawing All Objects
In A Window .....c.ccoceovvivinenicnnennnn 59
Splitting VerteXes .....cccoveevvvvevcrenirennnnn 59
Mac Plus
The Vents On The Top Of A
Mac PIUS ...oveiieeicseeiiece s 72
When The Calendar And Clock Aren't
Working On A Mac Plus ................... 72
MacDraft

Producing Laser-Printable Diagonal
Dotted Lines

MacDraw
Always Use The Same System
To Create, Display, and Print ........... 52
An Easy Way To Create Perfect

Hollow Lines ........cccoceveveenvvenrennnnne 53
Automatically Selecting Objects........... 52
Avoiding Text Default To The

Geneva Font ......cooccovvieinencceniennn, 52
Centering Items Perfectly In The

Middle Of A Page........cooecevevvcnennnn, 50
Computerizing Your Autograph .......... 52
Create Original Patterns Easily ............. 50
Creating An Accurate Display Of

Proportional Rectangle Resizing....... 50
Creating New Font Sizes ......c.cccceenee. 52
Creating Proportionally-Spaced

TexXt LINES....ccceiiiiriiicinececie e 50
Duplicating Objects Easily ......c............ 51
Enlarging Or Reducing Can Clip

TEXE covvereeiieiiireereereee e v 53
Grabbing Tiny Resizing Handles ......... 51
If You Can’t Complete The

Print Command .........ccocniniinine. 53

161



INDEX BY APPLICATION

Laser Printing Small, White Type......... 53
Maintaining Fill Patterns When
Exporting To Bitmap Programs........ 51
Previewing Horizontal Layouts ............ 52
Proportional Enlarging And
Reducing ......cccoveevveerveerienciricneneens 51
Quickly Selecting The Last Tool
You Used ....ccoooeieeccniininiiiiiciienns 50
Redrawing The Most Recently-Created
ODJECE ..ottt 52
See The Graphics, Not The
Rectangle .......cccovvvevviciieviniiniiieeiens 53
Selecting All Text Within A Block ....... 52
Selecting Multiple Objects At Once .....51
Toggling To The Grid Option............... 51
Using Smoothing To Create Complex
AICS ottt 50
MacDraw II
Creating A Pixel Ruler ..o 53
Trimming File Space .........cc.cooeveenne, 53
MacGolf
Putt Like A Pro.....c.ooceveeeeciiiicncnencns 28
MacPaint
Adding New Patterns To Your
Palette ........ccoivinvveninc 57
Avoiding Pattern Distortion In
Multiple Copies .......cccevveereneevenuennn 54
Changing Fonts Without Creating
A New Entry Point .......coceoeevenereeneenne 56

162

Changing The Font Of Entered Text ... 56
Changing The Font Size Of Entered

TEXL woveienrenriree et 56
Controlling Spacing With Multiple

COPIES .eveiieeieer et 55
Creating Multiple Copies In A Straight

LIN€ .o 55
Creating Special Effects With Fonts .....56
Creating Ultrabold Letters.............c.o..... 56
Customizing Your Eraser........occcceveene 54
Edit Brush Shapes With A Font Or

Resource Editor ......ocoovvevverieeeenennan, 56
Erasing Large Portions Of The

SCrEEN ..ttt 57
Getting Where You Want In

FatBits, Fast.....coeevvvrviiiiiienieeirreneeeen, 54

Grid Option Assists Text Entry ............ 56
Hints For Saving Disk Space ................ 54
Keeping Patterns Intact While

Stretching ....oocviviiiiinieiie, 55
Keeping Rectangle Patterns Intact

When ReSizing ..o, 55
Lasso Tool Doesn’t Have To Close

Its LOOP wovveviiiiiiiiiiiiiiec e 57
Leave Enough Disk Room To Work ....54
Merging Patterns In Shapes.................. 57
Moving The Page While In FatBits ...... 54
Multiple Copies Of An Image .............. 55
Restraining Works Throughout The

Program.........ccoceevivennnnnnicnicen, 55
Shadowing Images.........ccooveveevvivvennnn., 57
Stretching And Shrinking Rectangles

Proportionately ..........cococeveciinan, 55
Stretching IMages......cocccveviveeenncena, 55
The Easy Way To Make Straight

LINES woeieinriniieieeececeenee e 55

The Fast Way To Edit Brush Shapes ...56
Using The Flip Horizontal Option To

Create Gantt Charts .........ocovveivivennnnn, 57
MacPaint 2.0
Using ResEdit To Change Default To
Pixel Measurement ..........cccecvvvereeennne 58
MacroMaker
Fixing Transposed Letters With A
Keystroke ..., 113
Macros
TeMPO oo 114
Tempo 1.2 i, 114
MacTerminal
Avoiding System Hang ........cccoccvennee. 125
Command Key Combinations ........... 124
Create Replacement Mac-To-Mac
DOCUMENT ..oooiiiiiiiiieeiie e 125
How To Use Cursor Keys Instead
Of The MOUSE ......ccocevvievirreiireeeenn, 124
Use Hard Backspace When Correcting
Mainframe Data .....ccooeoviineninennnn. 125



INDEX BY APPLICATION

MacWrite 4.5

Command-Backspace Restores

Backspaced Text .......c.ccccocvvcceines
Decimal Tabs Override Regular

TaDS oo
Hidden Spaces Can Affect

Printouts .....cccooeieiiiciieceee,
Identifying Hookup Problems............
Lack Of Disk Space Can Cause

Printing Problems .............cccceeenene.
Numbering Pages Using The

Page Icon ......coovvvveininiiciiiinnnnn,
Save As Text When You're

Exporting Files ........coccceoveviencnnnnne.
When MacWrite Says It Can'’t

Print A Document...........ceoveceeennnne.

MacWrite 4.6
New Keyboard Sequences .................
Numeric Keypad Commands .............
Using Cursor Keys Instead Of
Mousing Around .........cccceeenrecrennnne.

MacWrite 5.0
Picking Up Where You Left Off.........
When The Spell-Checker Tells
You The Clipboard Is Too Large....

MacWrite I
Nifty Smart Quote Feature..................

Map CDEV
Changing The Map Figure..................
Magnifying The Map Control Panel
Device (CDEV) .....coocciiviiicieeeeenne

Modem
If You Can't Connect, Tell Your
Modem to Wait Longer ...................
Quiet Dialing .....c.ccoocevviininnciiinncnne,
When Call-Waiting Disconnects
TransSmission ..o,

Moebius
Be Nice To The Locals ............cuee....
Close Doors Behind You ...
Contents of Chests And Vials Is
Random ..cooovvicveineiiiiiieeeiieee

130
129

130

130
129
129

130

132

115

115

.29

How To Kick ‘Em Where It Hurts ........... 30
In The Air Realm. ........ccocovevncenenenne. 30
In The Earth Realm .....cccccvvvivveiinnnennen. 30
In The Fire Realm. ..........ccovveerirnennnnnne. 30
In The Water Realm.......ccocevveviiennnnn. 30
Practice Bare-Handed Combat

Early In The Game ........cccceevvnenenn. 29
Saving Your Most Experienced
Fighters’ LIiVes ....cc.cocovrenevinenneennennn, 29
Tips For Fighting Assassins .................. 29
Tips For Fighting Evil Monks ............... 29
Tips For Fighting Guards ............ccceeu. 29
MORE

Centering Bullet Charts For Printing....88
Displaying More Than One Level Of

Headline.......ccccovininenninniccine, 87
Dollar Figure Takes Precedence Over
Other Figures ..........ccocveveniceniecnneen. 88
Fast Access To Tree Size Dialog .......... 88
Hide A Headline While
Reorganizing Outline ..........cc.c........ 88
Hiding Numbers From Calculation ......88
Indicating Where Sum Total
Should GO ..o 88
Personalizing Your Startup Screen ...... 87
Quickly Opening Tree Options
Dialog ...c.cooviieiie e 88
MORE 1.1
Entering Tabs Into Headlines .............. 89
Key Equivalents Work In Dialogs........ 89
Quickly Cancelling Dialogs .................. 89
Reversing Text Entry Point................... 89
Toggle Between Headlines And
Document Window .........ccccveenineene 89
Mouse
Mouse Ball Sticking .......ccoccoevvvinerenann. 72
MultiFinder
Loading Desk Accessories Into The
Finder's Application Heap .............. 116
Reinserting Disks To Find Disk
FCONS oot 116
Starting MultiFinder Temporarily
When In The Finder ... 115

163



INDEX BY APPLICATION

MultiFinder 1.0
Bypassing The DA Handler In
MultiFInder.........coverievneneeinrinieens 116
Multiplan
An Easy Way To Unprotect Protected
Spreadsheets .........ccooevvieinecnienienenn. 97
Copying Rows and Columns Into
Word Processor .......oocvcvevvecrerennieenne. 95
Extra-Long Header Or Footer Text......95
Fixed Numbers Act Like Text ............. 95
Highlighting Sections With A
Graphics Program..........c.oceceevveneenne 96
Putting Titles At The Top Of Lists
After SOrting ........ccceeevevrecinnnnecen. 97
Quick Column Additions...................... 95
Recalculating New Values Or
Formula Entries ........cocooevvenrevenencnee 95
Rounding Off Half-Pennies .................. 95

Showing Cells That Need Alteration....96
Simulating Freeze Titles Option On

PrNIOUL ..t 96
Sorting A Series Of ROWS .......cccocvinnnne 95
Squeezing More Data On A Page ........ 95
Tall Adjusted Print Option Looks

Good, Takes LONGET........covevnivvirnns 96
You Can Print More Columns
Than You Think .......ccooeirerininne. 96
Used Forced Page Breaks When
Printing Large Sheets......c.ccocovvuvvcenn. 96
OmniPage

Edit With AppleScan To Help
OmniPage Differentiate Pictures

And Words ......coocveieiiiiieieeceee 10
OverVUE
Don’t Use “Global Replace” If You Can
Help It 7
Embedded Tabs When Exporting
Data ..o 7
Previewing Reports.........cccoveevirnniinnnnnn 7
PageMaker

Correcting Underscoring Problems...... 10
Creating Evenly-Spaced Lines In

Difficult Places ... 12
Disabling “Snap To Guides”................. 11

164

Getting PageMaker To Remember

Page Setup Alterations .........c.cceuce... 10
Getting The Most Accurate Size

Display ....coceeeeveirceeee e 10
Keeping The LaserWriter Up

TO Speed ......oecoueeincenieiiercrieerennees 11
Printing a Publication From Page One,

With A Title Page .....c..ccoocovvnrvrerenne. 11
Save Time When Switching Printer

DIivers. ..o 11
Solution For Imported Graphics

“ClPPING” .- eveeveereeieieeeecee e 12
Toggling Between “Full Page” And
“Fit To Window” Views ...........cccoveene 12
Toggling To A MacPaint-Style

Hand Tool.....ccceevieiniincnniiinenee 11

PageMaker 2.0

Selecting Closely-Packed Objects ........ 12
“Guide Lock” Aids In Object

SeleCtion ......ccverrveicieireeee e 12
PageMaker 3.0
An Easy Way To Track Hours Spent
Working ......coccevevverinviciiiereceniireenn 17
Changing the Default Settings When
Laser Printing ........cccoecevevvveneerrnvnnnens 14
Flowing Text Around Irregularly
Shaped Objects .....c..cocvvvvvveieeirnnenen. 13

Hide The Guides And Rulers
To Gain Some Screen Space

On Plus And SE Screens .................. 16
How To Save Revised Print

Parameters .......ccooveveniienienieninen e 16
Keeping Colors In Order For

Strippers And Pressmen .................... 17
Keyboard Command Shortcuts For

Extended Keyboard Users ................ 13
Laying Out 2 Pages On An

8.5x11-Inch Sheet Of Paper .............. 15
Opening More Than One

Publication ........cccocvveenenvnvnniiinenn 17
Printing Through The Manual-Feed

Tray Of The Varityper-600................ 13

Stopping PageMaker From
Reformatting Text Imported
From Word .....ccccocoeviinivnicnnniennn. 15



INDEX BY APPLICATION

Use Easy Access To Nudge Graphics

Or Text A Short Distance.................. 16
Use The Wide Tabloid Page Setup

To Print Two Pages On One

Large Sheet .......cccovvvvvvvincencnnennnn, 15
Using Pyro! To Force PageMaker

To Update The Screen

Automatically ........cocooeeviiiiieriennn, 16
Wrapping Text Around A Graphic,
Then Captioning The Graphic.......... 14
PageMaker 3.02

Getting The Right Space Allocations
When Dividing Space That’s Not A
Round Whole Number...................... 17

Getting The Proper Spacing When
Dividing Horizontal Or
Vertical SPace .........ccevveveevenvecunnncns

Parameter RAM
Resetting The PRAM In The Mac ....... 116

Partitioning Software
Partitioning Your Hard Disk

Professional Composer
Place Ties And Articulations After
Transposing Parts ........ccoeeveveercnnen. 86
Workaround For Ignored Rehearsal
Marks ...ovooveveinieieniet e 86

Public Folder
Moving Files From One Mac To
Another With Public Folder............ 117

QuarkXPress 2.0
Improving The Printed Look Of
AppleScanned Art ..o, 18
Wrapping Text Around
AppleScanned Images..........cccoeeuene. 19

QuarterStaff

Let Your (Laser) Printer Do
The WalKing ......cooeovvveeivererenierereniene 87

QuicKeys
Using QuicKeys To Print................... 118

RAM
Upgrading The RAM In A
Macintosh Plus And SE ... 72

Ready, Set, Go! 2.1
Importing Formatted Or
Tabbed Data .......cccovevevieeeevree e, 19

Ready, Set, Go! 3.0
Bypassing The Get Picture Routine

With The Clipboard........c.ccccerrvennnnne. 20
Link Text Blocks In Exact Order,

Page By Page......cccoviinennieiciinnnns 20
Use The Program’s Drawing Tools

To Save Printing Time..........coccueenee.. 20
Using ResEdit To Recover A Lost

Application Icon .........ccovvveveceennne 20
Viewing A Page At The Text Block

Insertion Point .....c.cccoevvievinicinnnnnnn. 19
Wrapping Text Around Text................ 19
You Can Only Import 32K Documents

Or Smaller......ccccovevincvnieinveneiniene, 20

Ready, Set, Go! 4.0
Stretching Text Easily ......cccccceveevennecnn. 21
Wrapping Text Within Two Graphics .21

Ready, Set, Go! 4.5
Getting Rid Of Unwanted Characters
In Imported Text Files .......cccoenneeee 22
Increasing And Decreasing Text
Point Size From The Keyboard ........ 22
Using Ready,Set,Go! To Produce

Gray-Scale Characters ........ccceevennen. 22
Red Ryder
Disabling The Opening Screen .......... 127
Smooth Scrolling in TTY Mode.......... 127
Turning The Mac Into A Mainframe
Terminal ..o, 127
Reflex Plus
Sorting Concatenated Fields................... 8
ResEdit
Reducing The Amount Of Space Be-
tween Files .....oiiciiinnncnnnn 118

165



INDEX BY APPLICATION

Rogue
Saving Characters From Automatic
Deletion .......ooeeeciveenieeeiciiinic s 30
Sargon Il
Setting Handicaps .......ccccoeevevnnccnnnnnns 30
SCSI
SCSI Device Setup .......ccovvvreeeviecnennn. 73
Shadowgate
Don't Ignite Torches Without
Examining Them ........ccoccoveenicennnnnn. 31
Let Randomization Work In
Your Favor ... 31
Surviving The Dragon Room ............... 31
Use The Note Pad To Keep
Track Of Clues......ccoceiiniininnninnns 31
Shanghai
Remove Tiles When You Can See
All Four Of Them .......c.ocooeivieiinnne 31
SimCity 1.0
Collecting All The Taxes
You're Owed .....cocvvveeveviceciiiiann, 31

Printing Cities With The Laser-Writer ..32

Smart Art 1.0.1
Smart Art Can View Old LaserFX
Files Through Desktop Publishing

Program........cooeeuveereecnineniennencensnonns 62
Using Smart Art To Preview

EPSF Fil€S.....ooviiiviieeeeciee e 62

Smartcom II

Capture Routine Saves Only

Selected TeXU ..vevviniiiiieciieneeneiieens 127
Forcing Smartcom To Use

Text Protocol .....ccoeveeevevieenccncennne, 128
Put Your Work Files At

Root Level On Disk .......coeveennene 128

Save And Save As... Don’t Save
What's In The Capture Buffer......... 128
Saving Text From The

Capture Buffer........cccocvvvenievvecnnenn. 127
Use Different System Filer When
Using Sidekick .......coooveeveeniccinincnne 128

166

Smash Hit Raquetball

Fast Shutdown ........cceoevcviiniiincnnne 32
Sound Converter

Editing Sounds ........cccccevvrrniiennn. 119
Sound Jack

Silencing the Mac......ccoceevvevvcneevcnncns 74
Spellbreaker

If At First You Don’t Succeed .............. 32

Which Cube Is Which? ...........ccccee.nee.e. 32

Don't Leave Home Without It .............. 32
Stepping Out I

Disabling Stepping Out II Upon

Launching An Application .............. 119

Stepping Out As A Screen Shrinker...119

Strategic Conquest Plus

Attack On Each Move........ccoceveeennnnns 33

Keeping Fighters Out Of Combat ........ 33

Regaining Full Naval Strength.............. 33

Stealth Bombers On The Cheap .......... 33

When To Build Bombers ..................... 33
Studio Session

Note Entry Shortcut ......ccoovrverieenrenenne. 87
Stuffit

Automatically Unstuffing All Archived

FIleS covvveeeeveciirienereceecieiieee e 119

Suitecase

Getting Just The Applications Under
The Menu While In MultiFinder.... 119

SuperPaint

Adjusting Length On Imported

MacDraw Graphics .......ccocooveveveeenenn, 65
Closing All Open Windows At Once...64
Creating a “Screening” Effect ............... 64
Creating A Spattered Effect .................. 64
Creating An Accurate Display Of

Proportional Rectangle Resizing....... 65
Crosshairs Can Help You Paint

From A Centered Point ..................... 64
Enlarging Any Selection ...........cccvaene. 63



INDEX BY APPLICATION

Lower Detail Level Spreads

SMOOthing ......ceerririeeeci e 65
Making Shadowed Text.........covevereenn. 63
Moving Tiny Items Easily ..................... 63
“Nudging” Selected Graphics By

A Single Pixel ....cocooeveevineicie 64
Opening MacPaint Files Without

Loading SuperPaint .......c.c.coceenean. 65
Reversing The Pattern ..........cococovevenee. 64
Smoothing Bit-Mapped Images For

Laser Prnting ......c.ccoeeereninrenceneerennnns 64
Turn Smoothing Off To Speed Up

PrNting ......cccoevvvivieriereieieeeeceie e 65
Using The Lasso While The Marquee

Is Selected ....coorenrinniinieiiienen 63

System

Creating a Finder-less Startup Disk....121
Launching An Application From A
Floppy Disk Without

Switch-Launching ..........c..cccooceinie 121
Selecting A New Active

System Folder .......c.cccccecenvnnicinnnne 121
Slimming the System Folder............... 120

Turning The Color Off Of
Color Monitors To Speed
Application Performance ................ 121

System Errors
How To Avoid Restarting The Macintosh

During A System Error .................... 122
Teach Text
Placing Pictures In Teach Text
Documents .......ooocciiiiiiiiiniiiinncnns 133
The Ancient Art of War
Don’t Zoom In When Non-Archer
Squads Attack FOIts ........coevevrennennn 23
Exporting Graphics ...........ccccocevvvnennns 24
Keeping the Enemy From
Multiplying .....cccoccevvvevvnirineeennin 23
Send Two Squads Against Forts .......... 23
The Coward’s Way To Inflict
Casualties ... 23

You Don't Need A Whole Squad To
Capture A Flag.....cccocciniininciinniennn, 23

The Bard’s Tale
Creating The Perfect Party ................... 24
Develop Spellcasters Carefully............. 25
Getting Massive Experience ................. 25
Getting Quick Experience .........c.coc.... 25
Recharging Magical Items .................... 25
Survival In A Hard World...................... 24
To Complete The Quest ..., 25
When You Need More Money............. 24
Through The Looking Glass
Secrets Of The Cheshire Cat ................ 33
Thunder II
Don’t Wait To Finish Searching Before
Choosing A Correction ...........cooue..e. 122
ThunderScan
Adjusting Lines In A ThunderScan
IMAage ..o, 7
Solving Distortion With Acetate............ 75
ThunderScan 2.0/4.0 Running Under
MultiFinder ..........ccovvnvennnnniiicnes 75
Uninvited
A Circle Of Death? ........cccocevevrinecennn. 34
Dealing With The Floating Monster ....34
In The Dungeon .........ccccevevencniinncnes 34
In The Greenhouse........ccccocceenrincnene 34
Keep Magic Words Handy On
The Note Pad........ccocoovviinnneien 33
Making Friends With The Gremlin ...... 33
There IS A Way In! ..o, 34
There IS A Way Out! ........ccccceenvririnnens 34
Universe I
Avoid Jumping From System
TO SYSIEIM .eevrvvreiieeeiiriecsieecreerneeenans 35
Don’t Forget The Engineer................... 34
Finding Your Way Around.................... 34
Fuelish Is FOOlish .......cccoevineniininncnnee. 34
Piracy Doesn’t Pay As Well As
Trading ......cococoovvrenienecrcneienins 35
The Place To Get Ships......ccccovevieennnnn. 34
Weapons Can Wail .....cooeecvervverevneennnen. 34



INDEX BY APPLICATION -

Video
Care and Maintenance Of The
SCIEEN ..ot 76
VideoWorks
Creating Self-Running Animations ......... 1
Each Animated Sprite Consumes
MEMOTY ..ooveriviiiiiiec i, 1
Wingz
5 Ways To Extend Your Wingz ........... 97
Using HyperScript To Add
Hide And Show Commands ............. 97
Wizardry
Avoiding Mistakes Getting Written
TO DISK .eevveerireieieeceeeccs 35
Dishonesty Pays Well .........cccoennninn 35
Exit — Stage Right .......ccoeveiinircnnee, 35
Werdna Isn't (Always) So Tough.......... 35
Word
Accessing The ImageWriter’s Built-In
FONES ....coviiiriiiiieerce e 135

“Auto-Date” Headers And Footers
Can Be Copied Or Pasted

Anywhere In A Document............... 134
Changing Your Personalization

Of The Master Disk .......c..cccevrennuee 136
Condensing The Space Between

Italicized Characters .........cococvvvvennn. 136
Creating Double And Triple Lines

IN WO ..o, 136
Dialog Box Command Keys............... 136
Fast Save Uses Disk Space ................. 133
Finding The Next Occurrence

Of A FOrmat ......ccoooeveevievriieneneens 137
Hiding Outline Headings ................... 134
Key Strokes For Line Formatting ....... 135
Placing A Background Screen

Behind A Paragraph ...................... 137
Placing A Box Around Text ............... 137
Printing Legal-Sized Documents

On The Laserwriter ...........ccccvveenees 138
Re-spacing Between Letters ............... 133
Spell-Checking Without Putting The

Cursor At Document Top ............... 133

Using Define Styles To Create

168

Outhine Styles......cccceovevnivniviiniennens 134
Word 3.0
Marking A Document Draft .............. 138
PostScript Code To Place A Border
Around A Page .....ccooeeviviiiecnninn 138
Word 3.01
Accessing Help Fast.......ccccoceveneennnee. 145
Word Features Not Appearing In The
MENUS ..oovevieeeieit et srere e 146
Word 3.02
Bonus Disk ....cccovvveeeineneniieneie 147
Making Word Finder Work With
Any Application ... 148

Repaginating Without Crashing
Using Word 3.02 And The

Laserwriter II SC ..ccooevvrnnincriiennn 146
Swapping Adjacent Paragraphs.......... 146
Using The ASCII Code Search-And-

Replace Capability .......ccccoeeveenenen. 147

Word 3.0X

Avoiding Disk-Swapping Hassles ...... 141
Changing The Length Of Word'’s

Menu Titles ......cocooveveviiniieiennnennen 144
Cleaning Up Returns In Print
Merge Documents .........c.ccoeninennn 144

Code-Replace Capability Comes In
Handy When You Import Text ...... 142

Copying Parts Of A Style Sheet.......... 141
Correcting Pagination Problems

With Serial Printer Drivers .............. 141
Creating A Solid Underline................. 140
Creating Structured Footnotes............ 140
Finding The Missing Comma in

Data Record ......occvvevieciinvinciinnne 144
How To Keep Outline Entries

INGACt. oo 140

How To See The Size Of A File
Without Returning To The Finder .. 145
Numeric Keypad Equivalents For

Mac SE And IT Users......cccceveveenen. 139
One Way To Count Words................. 144
Pasting Some Graphics Can Cause

Problems ..........ccccoviviiininiinineee 142



INDEX BY APPLICATION

Printing Long Documents With Page Moving A Selected Range Of Cells
NuniBDers, auancmmtmtotitasat 143 In The Spreadsheet ..o, 84
Shortcuts When You “Save As...".......139 Pasting In Data Without Field
Speeding Up The Graphic INATGS s sssinsssnssssssssmri s ous 84
Redrawing Routine ...........cccccevvinee 141 Quickly Accessing Graph
Spell-Checking Around Ligatures....... 140 Specifications Dialog .........ccccoecvennene. 85
Using MacDraw To Convert Typed-In Saving Files With Return At End
Capitals To Lowercase Letters ........ 139 Of Each Line ..coocovvviiiieeeeeeeeeeeeens 84
Using Uppercase Commands Sorting Columns.........cceemeissensenssssrinsens 84
When You're Using Capitals Using A Word Processor To Change
In A DOCUMENL «icmmmssmmensnivmss 140 BOIS cunsnsvsssvssmmiianssssimisasvamiminsgnnssaniss OF
When You Get The “Missing Comma In
Data Record” Error Message ........... 145  WriteNow
Setting Up Informal Style Sheets........ 155
Word 4.0
A Patch For Fractional Font Widths
On: ImageWHters: i mmvissavisns 151
Creating An On-line Hints Menu ....... 149
Creating Tables With Varying
Columti Widths: ... 150
Inserting Postscript Code In A
Word DOCUMBHL .....ciciumvasissipassssss 152
Inserting The Date Into
IBIETa Tl val=] |1 p e e Lt 151
Kerning With The Displace
Commaritl v S s 151
Launching MacWrite Documents
With WOTE .ianmesnmmnrmmuss 150
Quickly Adding Fonts To Word’s
PEOE MERE co il 150
Recovering Word Temp Files............. 151
Smoothing The Transition From
Word 3.0 Ta Word 4:0 s 149
The Wortd Screen Saver ... s 148
Using Insert Graphic To Speed
Proiiting "Titiecommsm sz 152
Using PostSript To Place Screen
And Crop Marks: .......ororsseesisesonsneens 154
Works
Bringing The Bottom-most Window
T6 THE FIOOL e 85
Entering Page Breaks From The
Revboartd i npmmnnimmsmsiams 85
Hanging Up Fast In Telecommunications
MOTE 2. cipasimscsin smaansssas tems s nsaansan 84
MICTOSErOIING vvonssmmm s s 84

169



170



MacUser S

Zif-Davis Publishing Company ZiffDavis
One Park Avenue Publishing Co.

New York, NY10016
ISSN: 0884-0997

he most
comprehensive
compilation of

hints, tips and
- trouble-shooting r | .
routines for
the Macintosh
ever published! L ]

MUO3



