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Chapter 1. Introduction

This User’'s Manual introduces you to the AppleWorksapplication.
AppleWorksisan all-in-one software package offering seamless integration
of word processing, outlining, presentations, drawing, painting, spreadsheet
computation and charting, database management, and communications,
including support for HTML and linking to the Internet.

Registration and customer support

How to start

Please take the time to mail the product registration card included with
AppleWorks or register your copy of AppleWorksat the following Web site:
= http://www.applereg.com

For information about customer support, see the Apple Service Directory
included with your copy of AppleWorks or see the following Web site:

= http://support.info.apple.com/support/supportoptions/
supportoptions.html

For information about AppleWorks, see the following Web site:

= http://www.apple.com/appleworks

Thismanual is designed to get you started quickly, whether you're anew or
experienced AppleWorks user.

If Do this

You'renew to AppleWorks Become familiar with Macintosh techniques, such as using the
or want acomplete mouse and saving documents. For such information, see the
understanding of documentation that comes with your computer.

AppleWorks

Start AppleWorks (see “ Starting AppleWorks” on page 2-1 if
you need help). Then view the onscreen tour, “Introduction to
AppleWorks,” to understand what AppleWorksisall about. To
begin the tour, choose Introduction to AppleWorks from the or
Help menu.

Practice using AppleWorks while reading this manual and
referring to onscreen Help.
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If Do this

You've used AppleWorks  Read therest of this chapter to learn how to use thismanual and
before AppleWorks Help together.

Start AppleWorks (see “ Starting AppleWorks’ on page 2-1 if
you need help). Then review the list of new featuresin
AppleWorks 5 (see the AppleWorks 5 Installation Manual, or
choose Appleworks Help Contents from the or Help menu, and
then click New features in AppleWorks 5.0).

Asnecessary, review AppleWorks Help topics and the chapters
in this book to learn more about specific procedures.

Using Help and the User’'s Manual together

In the Help index,* see:

» index entries relating to the
current section are listed here

Thismanual and AppleWorksHelp, acomprehensive onscreen Hel p system,
are designed to work together.

Text marked with a bar, in the margin or within the text, listsindex entries
to AppleWorks Help topics. These Help topics provide more information
about afeature.

For information on In the Help index,* see:

an AppleWorks feature » index entries for relevant topics are listed here

To look up an index entry in AppleWorks Help, start AppleWorks, choose
AppleWorks Help Index from the (7) or Help menu, and then scroll to the entry.
For complete instructions for using the index to onscreen Help, see “Using
the AppleWorks onscreen Help index” on page 1-4.

Specid information in this manual looks like this:

Note, Tip, or titled messages give extraor helpful information about a
subject.

Important messages alert you to situations that require attention, such as an
action that you can’t undo.

Glossary terms are defined in the manual and AppleWorks Help. They
appear initalic in the manual, and underlined with a dotted line in Help.
Glossary termsarealso listed in the manual’ sindex. For example, to find the
definition of cell range, look up Cell range, described.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Using AppleWorks Help

AppleWorks Help completely documents all AppleWorks features. Asyou
become comfortableworking with AppleWorks, you' [l beabletofind all the
information you need in AppleWorks Help.

Opening and closing AppleWorks Help

To open Help when AppleéWorks is running, first make sure that
AppleWorks is the active application (choose AppleWorks from the
Application menu at the right of the menu bar). Then pressthe Help key (on
an extended keyboard), press88-?, or choose acommand fromthe (2) or Help

menu.

To see Choose

Topic titlesin atable of contents AppleWorks Help Contents
An aphabetical list of index entries AppleWorks Help Index

Information on navigating and using AppleWorks AppleWorks Help Contents, and then
Help click Getting Help

In many dialog boxes you see a (7) button. Y ou can click the (2) button to
get Help for the task you' re performing.

=——— Document=——————
r Marging —————  Page Display
Top @ One Page Above The Next
Bottom EI i Facing Pages Side-By-Side
Left III [ Show margins
[ Show page guides

r Footnotes

@ At Bottom of Page

At End of Document

[<] Automatic Numbering
Start At

[ Mirror Facing Pages

r Page Numbering

Start at Page

i

Click this button for Help 2 [cancel | [ ok

for the current task

Using the Help window

When you open Help, you see the Help window. To navigate in the Help
system, click buttons and underlined text.
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Click to see the index

Click to see the Click to move to the next
table of contents or previous related topic
. | |
Click to close onscreen [l =———+ Appleworks Help ———B1 &
Help and leave it running : : T i
[contents ) (Index] [ Go Back) Drag the note icon into a topic,
Type a word you want to find Keyword: || | D and then type your own notes
in the index, and then press
Return Draw objects Click to retrace your path through Help

i »

Click dotted text to see a
toal panel. {If you don't see the tool panel, definition
choose Show Tools from the Window

draw =0lid black lines one-point wide.
Objects have a white fill color.

To draw an object: click a tool and drag
the crosshair pointer in the drawing area.
Release the mouse button when the object
is the size you want.

To use a tool repeatedly: double-click
the tool. You can draw shapes of that type
until you click another tool.

Click an underlined title for more
information on drawing a specific shape.
| . .

Lines Click underlined text to

=l Rectangles and squares jump to a topic or see a list
Rounded rectangles of related topics

S

Note Whenever you open AppleWorks Help, you start the QuickHelp
application, which runsindependently of AppleWorks. This meansyou can
open AppleWorks Help even when AppleWorksisn’t running. To do so,
double-click AppleWorks Help in the AppleWorks folder (in the Application
Support folder in the System Folder).

Using the AppleWorks onscreen Help index

Y ou can search for topics in the onscreen Help index by looking through
an alphabetical list of words or phrases, much like using a book index.

To browse through the index, click in the onscreen Help window.
Scroll through the alphabetical list, or typethe first few letters of the entry
you're looking for. (To see one screen of entries at atime, press Page
Down or Page Up on an extended keyboard.)

To go to aparticular index entry—for example, if you're using the index
entry in the margin of the manual to direct you to atopic— you can type the
index entry in the Keyword box.



In the Help index,* see:
> stationery

You see this in the
manual

O =—— AppleWork
[ contents ][ Index || Go Ba
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Index

Keyword Topiz

Keyword:| stationery...

Type all or part of the index
entry, and then press Return

stationery About stationery
Create stationery
Print an envelope
Save communicati
Save document forrme

AppleWorks displays the index so you

can select a topic (if there’s only one
topic for the entry, you see the topic)

Select the topic you want to see and click Go To Topic. To return to the same
place in the index, click again.

Note If you're onthe Help Contents page and the keyword you type appears
on the Contents page, you jump to that word.

Learning more about onscreen Help

Refer to AppleWorks Help for more tips on locating information and
customizing onscreen Help.

For information on

In the Help index,* see:

Adding your own notes to a Help topic » Help, customizing
Copying Help topics into an existing document » Help, copying
Finding text within a Help topic » Help, finding

Marking topics you use often

> Help, customizing

Printing one or more Help topics » Help, printing

Referring to a glossary of AppleWorks terms » glossary

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Getting additional help

Here are more ways to learn about AppleWorks:

To Do this

Take an onscreen tour of the most important Choose Introduction to AppleWorks from the
AppleWorks features and concepts or Help menu.

Use automated assistance in creating various Choose New from the File menu, and then
types of documents (such as newsletters and select Use Assistant or Stationery. Choose a
presentations) category from the pop-up menu, and then

select an Assistant fromthescrolling list.
(For more information about Assistants,
see“Using an Assistant” on page 2-4.)

Use automated assistance in performing complex  Choose AppleWorks Assistants from the

tasks (such as adding footnotes or tablesto a or Help menu.

document)

Seebrief descriptions of AppleWorksbuttonsand Hold the pointer over theitem for afew

menus in the button bar (when displayed) seconds. Y ou see information about this
: iteminthelInfoLine, inthelower part of
] the button bar. (Y ou can also see this
[Body ] [Greates s paint dooument. information if you choose Show Balloons

from the or Help menu. To turn off

Info Line Balloon Help, choose Hide Balloons.)

Get step-by-step help for commonly requested ~ Choose Frequently Asked Questions from the

tasks or Help menu. This Apple Guide
system guides you through the tasks.
Should you make an error, you' realerted
to the problem and shown how to correct
it. See the Quick Reference on the back
cover for more information.

Working with AppleWorks

With the AppleWorks application, you can do all the jobs you perform most
often on a personal computer: word processing, outlining, drawing and
painting, presentations, spreadsheet computation and charting, database
management, and telecommunications. Therest of this chapter describesthe
different types of work you can do with AppleWorks.

First go through the introductory material (both in print and onscreen) that
you received with your computer. When you’ re ready to learn about
AppleWorks, start by running the onscreen tour, “Introduction to
AppleWorks.” For instructions on starting AppleéWorks and running the
onscreen tour, see“How to start” on page 1-1. Thetour isan easy way to see
what AppleWorks can do for you.
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What's a document?

Document types

Y ou use the AppleWorks application to create documents. A document isa
computer filein which you enter information. Y ou can create, open, change,
save, print, delete, and duplicate documents. When saved, a document
appears as an icon on the desktop.

When you create a document, it appears in its own window, with the tools
needed for that document type.

When adocument isopen, you seeits contents (such asaletter or adrawing)
displayed in the window. When printed, adocument looks just asit doeson
the screen.

Y ou can create six different types of documents with AppleWorks—
word processing, drawing, painting, spreadsheet, database, and
communications. As you look at the document windows on the following
pages, notice that each document type has its own menus and tools.

While each type of document is mainly for a certain type of work such as
writing a letter or drawing a picture, you can use AppleWorks to combine
different kinds of work within asingle document by using aframe, aview of
one document within adifferent type of document. For example, you can add
a spreadsheet to a letter without first creating a spreadsheet document.
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Text (word processing) documents

Use aword processing document to write aletter, report, story, outline, form
letter, or other project that ismostly text. If you want to add a spreadsheet or
pictures, you can do so without leaving the word processing document by
creating a spreadsheet frame or drawing directly in the letter.

& File Edit Format Font Size Style Outline Window %] -

(£ lﬂlll%llllllllllll Word processing

.@@.. menus and button bar
[ioees e laclillon 1

Letter (IUP)

E E=[==] B v Elalala] [of]m E

o i B B 4 CRRRRRRECERRRARE RS SR -RRE |

| Write a letter in a word
processing document

luy 30, 1897

Mr. Benjamin Mason
123 Main Street

Philadelphia, PA

Dear Sir,
July 30,1997 =
Eugmad tincidurt ut la oreet do
minim veniam, quis nastrud exs |Mr. Benjamin Mason = Drawa |Ogo
Eusimod tincidurt ut lacrest dol | 123 Main Sirest
veniam, qus nostrud exercitatic | Philadelphia, PA
Sincerel, Dear Sir,

Euismod tincidunt ut 12 oreet dolore magna aliquam erat veluptpat. Ut wisi er
minim veniam, quis nostrud exercitation uliamcorper suscipit lobortis nisi uta
Eusimod tincidunt uk lacreet dolore magna aliquam erat volulpat. Ut wisi enir
minim veniam, quis nostrud exercitation ullamcorper suscipit lobortis nisi uta

Oty Item
o e I Create atableina
= Uniformms spreadsheet frame

Sincerely,

George DuPont

Add a drawing and a spreadsheet frame

AppleWorks word processing documents give you great flexibility in the
way you present what you write. Using multiple columns, for example, you
can create professional-looking catalogs and reports. Y ou can write better
research papers by using AppleWorksto outline your ideas and to add
footnotes or endnotes that number and renumber automatically. Y ou can
format documents in sections (like chapters in a book), each with its own
header, footer, column configuration, and page numbering.

See chapter 4, “Text (word processing),” for more information about what
you can do with word processing documents and text frames.
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Draw documents

Use adraw document for artwork and page layout. A draw document
includes objects (such as rectangles, circles, and lines) that you can create,
select, move, and modify. If you want to add text, a spreadsheet, or clip art,
you can do so in the same document.

. File Edit Format Transform Options Window @

S S R Em Drew menus and
......g@... button bar
[Fetvetioo_=][12_~][ & ~][&] [peraurt

ED Rose (PT)

R[A

f g Create a map in a draw

oo document

=

Drawing tools —| =4
and palettes == Traffic study (DR

s A

7 B[

72 @ Traffic Study

=is Text frames
~ [z Main.Street

B0 AE *

Tes [T $ 4+ Clipart

[&[=] &L ] 3 %

== [HET g 3

onl |
HE g g
EE] &

Chestnut Strest

[ Vehicles per hour
| 9 am-10 am |5 p.m.6 p.m.
Fain Strest 123 243 Spreadsheet
Eim Strest s 181 frame
Chestnut Strest 2 158
277 60

|Total

Add text and data to create a presentation

Draw documents are useful for creating presentations, newsl etters, maps,
organizational charts, and illustrations. Draw documents are especially
useful for complex page layouts—you can link text framesin adraw
document so the text flows from one frame to the next.

See chapter 5, “Drawing,” for more information about what you can do with
draw documents and using drawing toolsin all types of documents. For
information on linking frames, see chapter 9, “Beyond the basics.”
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Paint documents

Painting tools —
and palettes

Use a paint document primarily for creating illustrations. Y ou can use the
same tools you use to create drawings, plus a set of tools for special effects
like paintbrush strokes and spray paint. If you want to add a spreadsheet,
text, or clip art, you can do so without leaving the paint document.

% File Edit Formal Transform Options Window ¢ 2

(][22 ] ] [ = B e e e e ] ] 2 ) ) ) 2 ) 0 o S 2 Paint menus
] (0[] s 5 ] and button bar
P rrr—

Rose (PT)

I,
Ll

Paint image

<A 0]/ ]
S |E|RI0|O]=

Rose Text frame

A picture in a paint document

WE: [ 7 | o
el SRS

See chapter 6, “Painting,” for more information about what you can do with
paint documents and paint frames.
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Spreadsheet documents

Use a spreadsheet document to organize numeric information, make
calculations, and create professional-looking reports. Y ou can also use a
spreadsheet for any type of information (such as a schedule) that you want
to present in a columnar format. Y ou can add a headline or pictures, or turn
the numbers into charts to aid comprehension, right in the spreadsheet
document.

% File Edit Format Calculate Options Window 4] S|
preadsheet menus
E==III===E==E el el
eeeee =7~z =)E)[cetanss ]| Entry bar
EO=————— Mileage (55) El’
X ~ [l =[ 7] Add data to a
E S — £ > £ £ g L.y spreadsheet document
1 Mileage =
2 Expected Actual —
3 |Octaber 1100 120%
4 [Novernber 3500 3006, ‘ggg Mileagel (55) ———
5
e L LY N M I3
7 ¢ A B | 3 D E
8 ~ Ot
3 === Mil
3 Nileage
o S g
1z 2| s Expected Aetus]
13 o | |8 |october 1100 1203
7 |Mowernber 500 00
8 |December 1100 1388
9 |Total 5700 5597
[10]

3500

i

Cexpected
B sl

2000

W (B[]S
ﬂ%H} D%D
E

2500

2000

1500

1000 -]

Chart

500 -

a4

NEEEREEEEEERERE

Create a chart to add clarity or show data in perspective

See chapter 7, “ Spreadsheet,” for information about what you can do with
spreadsheet documents and spreadsheet frames.
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Database documents

Database documents are useful for managing and organizing collections of
information, such as address lists, student or customer records, or research
notes. In a database document you can accumul ate information, sort it, and
print attractive reports. Y ou can also perform sophisticated searches to find
and work with only the information you want. By creating different layouts
(views) of the data, you can organize and present the same datain many
different ways. Y ou can also enhance the data by adding pictures, patterned
lines, or other objects to the database document.

_ % File Edit Format Layout Organize Window

EIIIIIIIII%IIIIIIIIIII Database menus
== Bl

and button bar

Er—

Address list (DB)

Customer Cooks and Books

= Address 45 First St
Cit: Belmaont

Database i on Clio art
controls Records: € — Clip al
H Postal 84002
Sorted File 103
. b .

Iﬁﬂ Customer Jones Electronics ﬁ ﬁ ﬁ ﬁ ﬁ ﬁ ﬁ

ME Address 12 Malin Street
City Woodside e Custemer Address City Gitate Patal
State cA 03 Cocks and Books 45 First 5t Bemont  CA 4002
Postal 94072 101 Jones Blecronics 12 Main Sttt Woodside CA w072
File 101

102 Tian Books T8 South St Auedin MH 55012

Customer  Titan Books
Address 78 South St Alphabetize the list and
cy et add a picture
State [0 p
Postal 55912

Enter names and addresses in a database document

See chapter 8, “ Database,” for more information about database documents.
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Communications documents

A communications document is different from other AppleWorks
documents. It conducts a communications session between your computer
and an online information service, a bulletin board, or another computer.

é File Edit Settings Session Window

= C icati
BB EEREEHRI adbutonbar

EO=——— untilled (tM) =

00:23 50 Connected

Sysop.

The database can give you immediate answers to ques
techhical notes, offer product hints and tips, and
and added more records of information to our online

A communications session

With a communications document, you can connect to a remote computer
and receive, send, and save data. Optionsare preset for most commonly used
settings, so all you usually have to do is add the telephone number.

See chapter 10, “Communications,” for more information about
communications documents.

Where to go from here

Now you're ready to start AppleWorks and create some documents of your
own. If you haven't looked over the section “How to start” on page 1-1, do
so0 now. It shows you how to use the manual and the onscreen Help system
together to find information. Then goto“ Starting AppleéWorks’ on page 2-1.






Chapter 2: Creating, opening, and printing documents

In the Help index,* see:
» Help, finding

This chapter provides basic information about using AppleWorks that in
general appliesto all document types. These topics are covered:

= starting and stopping AppleWorks
= creating and saving documents
= printing documents

For information on working with windows, pages, libraries, and buttons, see
chapter 3, “Basics.” For information unique to a particular type of document
or frame, see the appropriate chapter in this User's Manual.

All features, including procedures and shortcuts, are described completely in
onscreen Help. See “Using AppleWorks Help” on page 1-3 if you are not
familiar with onscreen Help or how this manual and Help work together.

Starting AppleWorks

To start AppleWorks, double-click the AppleéWorks 5 folder icon to display
its contents. Then double-click the AppleWorks application icon. When you
installed AppleWorks, the Installer placed an aliasin the Launcher. Y ou can
also click the AppleWorks application icon in the Launcher to start
AppleWorks.

Thefirst time you start AppleWorks, you' re asked to enter your name,
company name, if applicable, and product serial number. Y ou need to do this
only once when you start AppleWorks.

If you entered your namein the Sharing Setup dial og box, your name appears
automatically in the Name box.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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o AppleWorks

Please personalize this copy :
MName

| —F—— Typeanameto

o personalize your

| mpany | copy of AppleWorks

Serial Number

|See reqistration card |

Register your product now to receive
our newsletter and product updates,

Press Tab to go to the next line
(Company is optional)

Important Check your typing carefully. If you find a mistake, press Tab to
move through the boxes and correct the error or type the information again.
Y ou can’'t change the name, company, or serial number after you leave this
dialog box unless you reinstall AppleWorks.

If you're new to AppleWorks or unfamiliar with the new featuresin
AppleWorks 5, run the onscreen tour. Y ou can run the tour at any time by
choosing Introduction to AppleWorks from the (2] or Help menu.

Creating a document

To create a document, you can:
start with a blank document

use the AppleWorks Assistants, which help you create specific
documents to meet your home and office needs

open custom templates, called stationery

In the Help index,* see:
» documents, creating

*

Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Creating a blank document

Y ou can create a document when you start AppleWorks or when

In the Help index,* see: AppleWorksisalready running. To create adocument when AppleWorksis
» New command running, choose New from the File menu. Or, click the appropriate button in
the Default button bar. (1f you don’t see the button bar, choose Show Button Bar
from the Window menu.)

If you selected New from the file menu, you see the New Document dialog
box.

New Document="———————————

&  AppleWorks

A Word Processing ki
48 Drawing

£ Painting

E spreadsheet

= patabase

) Communications

@ Create New Document
Select a document —

type

) Use Assistant or Stationery

]

Create a new word processing docurnent.

2 [ Cancel ] [[ 0K ]]

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Document type:

WP for Word Processing
DR for Draw

PT for Paint

SS for Spreadsheet

DB for Database

CM for Communications

When you create adocument you see the window for the selected document
type.

you can change document was created

Document name, which ‘ The order in which the

The margins, page numbering, and display are set up for each type of
document. Y ou can change these settings by choosing Document from the
Format menu.

Using an Assistant

In the Help index,* see:
» Assistants

Use an Assistant to lead you step-by-step in creating specific documents,
such as a document for addressing envelopes. Some Assistants are
available when you first create a document, and others are available while
you' re working with a document.

To use an Assistant when you first create adocument, choose New from the
File menu. In the New Document dialog box, select Use Assistant or
Stationery. Choose a category from the pop-up menu, and then select an
Assistant name from the scrolling list.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Creating, opening, and printing documents ~ 2-5

New Document

Selectan —
Assistant

o

pleWorks

Category: | All Assistants

A

Address List
Business Cards
Calendar
Certificate
Envelope

Find Applellorks Documents

) Create New Document

@ Use Assistant or Stationery

2

This Assiztant helps you create a name and address database.

Y ou can use other Assistants to help you perform a specific task in a
document you' ve already opened. These Assistants are availablein certain
types of documents only. For example, the Assistant for creating tablesis
available with draw and word processing documents.

To use an Assistant for the current document, choose AppleWorks Assistants
from the (2) or Help menu. Select an Assistant, and then click OK.

— lable Assist

nt

% The Table Assistant rakes it easy to add complete, formatted tables to your document.
Begin by selecting the type of information you want in your table.

&

Select Table Tyupe

Mon. Tues. ‘wed.

Thurs. Fri.

@ Days=

O Months

) Quarters

D ‘Years / Nurneric Range

O Custorn

Progress

——— 1

" Days: Use thiz for calendars or to do lists.
-

[Cancel] [Begin] [ Back ][[ Nent ]]

Assistant for creating tables
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An Assistant prompts you to supply information. Based on that information,
AppleWorks creates the document for you.

This Assistant Helps you to

Address List Create adatabase listing of names and addressesfor
business, personal, or student information

Business Cards Create business cards for business or personal use

Calendar Create a monthly calendar

Certificate Create certificates, awards, or diplomas

Create Labels Assistant Create a database layout for |abels

Envelope Position and print addresses (including return

addresses) on envelopes. For moreinformation, see
“Addressing envelopes’ on page 9-27.

Find AppleWorks Documents Locate an AppleWorks document on the current
disk
Home Finance Examine home finance questions, such as

determining your net worth, buying a home, or
taking out aloan

Insert Footnote Place afootnote in a document. For more
information, see “Adding footnotes and endnotes”
on page 4-28.

Make Table Insert and format atable within a document. For
more information, see “ Creating tables’ on page
4-19.

Newsl etter Create newsletters for your club, schoal, or
business

Paragraph Sorter Sort paragraphs alphabetically within a document.
For more information, see“ Sorting paragraphs’ on
page 4-14.

Presentation Create presentations to view on a computer or
overhead projector, or on paper
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Using stationery

In the Help index,* see:
» stationery, using

Select a stationery —
document

A description for the currently —
selected stationery appears here

To usestationery (atemplate with preformatted settings and options), choose
New from the File menu, and then select Use Assistant or Stationery. Choose a
category from the pop-up menu, and then select a stationery name from the
scrolling list. For information about setting up stationery, see“ Saving
document formatting as templates (stationery)” on page 2-12.

New Document="=——

« Apple\forks

Category: | All Stationery

A =About Stationery

[ ]
28 Business Tools Index =
@ Certificate Index () Create New Document
@ Classroom Tools Index
2 Fax Cover Sheet Index
£ Fiyer Index =

@ Use Assistant or Stationery

[ Contains information on uzing the AppleWaorks 5 stationery ternplate documents Tocated in the
Apple'Works Stationery falder.

2 Cancel ] ” 0K ]l

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from

the list and click Go To Topic.
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Saving a document

In the Help index,* see:
> saving
> stationery

Use stationery to create adocument using atemplate such as aletterhead, an
envelope, or afax cover sheet that you customize for your own use.

e ==Y
& The Soccer Company
Specials
v P08 AL
Arm pads T
Ghoves 1200
i
o5
i)
T
2m
-\ =

vl

Eﬁ: The Soccer Company

When you finish working with a document, you save it to retain all your
changes. Y ou can also save text, draw objects, paint images, formatting, and
settings in stationery (templates) that you can later reuse. See“ Saving
document formatting as templates (stationery)” on page 2-12.

To save adocument, click on the Default button bar, or choose Save or
Save As from the File menu.

= Choose Save to save adocument for thefirst time, or to save changesto a
document you’ ve previously saved.

= Choose Save As to save another version of adocument with anew name, in
adifferent format, or in a separate location.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Y ou see the Save As dialog box the first time you save a document and any
time you choose Save As from the File menu. In the Save As dialog box, type
aname for the document, and then click Save.

Choose a folder or disk to save the
document in that location

Currently open folder

Double-click a

5 ApplelWorks 5 ¥ | = Workstation ——— Current disk

[2] About Applelorks Help Eject ) ) ]
L Click to list the items

[T AppleWorks Assistants
Desktop on the computer

[2] AppleWorks FAD Guide
desktop

folder or disk to
see its contents

Choose a file format —
to save the document
in that format

[T AppleWorks Libraries
[ AppleWorks Scripts

[T AppleWorks Stationery
[ AppleWorks Styles

L1 Clickto create a new

folder in the current folder
or disk

save As: ELE— —— Click to save the document
| _|Applellorks «

[untitied |® O

Docurnent  Stationery

Type a new name for the
document

If you try to save adocument with the same name as another document in the
same folder, you see a message asking if you want to replace the existing
document with the current document.

After you save a document for the first time, you can:

= resaveit periodically to keep your work up to date

= saveit with adifferent name to create two identical documents

= make a backup copy regularly to protect your data
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Opening a document

In the Help index,* see:
» opening

When you open a document, it looks like it did when you last saved it. For
information about opening and using stationery, see “ Saving document
formatting as templates (stationery)” on page 2-12.

Note To open adocument using drag and drop, click the document icon and
drag it on top of the AppleéWorks program icon.

To Do this

Open an AppleWorks document  Click 5] onthe Default button bar or choose Open from the

from within AppleWorks File menu, choose the document, and then click Open. If
you're asked for a password, type the password, and then
click OK. (For more information about passwords, see
“Protecting documents with passwords” on page 2-17.)

Open an AppleWorks document Double-click the document icon. AppleWorks starts up (if

from the Finder software it' snot already running) and opensthe document. If you're
asked for apassword, type the password, and then click OK.
(For more information about passwords, see “Protecting
documents with passwords’ on page 2-17.)

Open a document created by Choose Open from the File menu, choose the document,
AppleWorks for Windows 95 and then click Open. If you' re asked for a password, type
the password, and then click OK.

If you don’t see the document, cancel the Open Filedialog
box, choose Control Panels from the & menu, and then
choose PC Exchange. (PC Exchange is a Control Panels
extension included with Macintosh System 7.5 and
available for System 7 and higher from Apple Computer,
Inc.). Click On, and then click Add. For DOS Suffix, type

. QXK select AppleWorks in the list of applications, and
then click OK. Repeat for DOS suffix .CWS.

For more information about PC Exchange and formatting
disks so they can be read by both Mac OS and PC
computers, see the documentation that comes with your
computer.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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selected document

Click to display a
preview of the
selected document

Creating, opening, and printing documents  2-11 \

In the Open dialog box, you can search for adocument and choose the type
of document you want to open.

—— Choose a folder or disk to see documents and
folders in that location

|€j] AppleWorks Documents Vl — Worksta...

Preview
Address List
Letter
Citoss
Map ——— Contents of the
= selected folder or drive
Product Data Sheet (double-click a folder
l]uart_erlg Spreadsheet [ﬁ to show its contents)
[# Traffic Study Open
[ Show Preview
Document Type File Type
All Types v| All Available v|

Choose the type of document to
open (such as Painting)

Choose the file type for the
document to open (such as GIF)

Note If you havethe QuickTimeextensioninyour Extensionsfolder (inyour
System Folder), you see Show Preview under the scrolling list in the Open
dialog box. Selecting Show Preview displays a preview image (thumbnail
sketch) of aselected PICT, QuickTime, or AppleWorks word processing,
draw, or paint document. To create a preview, click the Create button when
the button is active (not dimmed). To save an AppleWorks document with a
preview image, choose Preferences from the Edit menu, choose General from the
Topic pop-up menu, select Create Preview in the Saved Documents area, and
then click OK. Then, save the document. For more information, see “ Setting
preferences’ on page 3-21.

Note Y ou can also open adocument using the Convert Documents script.
See “ Converting documents’ on page 2-19.

Finding documents

When you need help locating a document on your computer, or in your
computer system when you have external drives, use the Find AppleéWorks
Documents Assistant. For more information, see “Using an Assistant” on
page 2-4.
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Linking to other documents

: " When you plan to use an AppleWorks document onscreen or on the Internet
In the Help index,™ see: or World Wide Web, you can create a link (a connection or jump) from an

> links areain adocument to &
» URL buttons

» different document
» different area of the same document

= Uniform Resource Locator (URL), the address of a document,
application, or other information on the Internet

Y ou select the text, object (such as a graphic object in adrawing),
spreadsheet cell, paint image, or frame from which to create the link, and
then specify the location to link to. For more information, see “ Creating
links’ on page 9-1. To create alink to information on the Internet, see
“Linking Web pages’ on page 11-6.

Saving document formatting as templates (stationery)

Stationery isatemplatethat you create once and then reuse many times. Save
In the Help index,* see: adocument as stationery whenever you spend time customizing adocument
> stationery and think you may want to use the same settings again. For example, you can
create stationery to design your own custom letterhead, a monthly
newsletter, or a customer tracking database that you and the rest of your
company can use regularly. Stationery can contain text, draw objects, paint
images, formatting, and other options you routinely use. There are two ways
to set up stationery in AppleWorks: regular and default.

Setting up regular stationery
If you plan to reuse the same combinations of text, objects, or settings, you

H * . . i gt
In the Help index,™ see: can create templates, called regular stationery, for specific uses. For
> stationery, creating example, you might want to create regular stationery for your letterhead or a
newsletter.

Y ou can set up regular stationery to open from the New Document dialog
box or from the Open dialog box. Stationery set up to open from the New
Document dialog box can be organized into categories to make it easier to
find.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To assign a category to aregular stationery document:
1. Choose Document Summary from the File menu.

2. Typeabrief labd in the Category box, and enter any other summary
information you want to save with the stationery.

If you don’t provide a category label, AppleWorks assigns the stationery
document to the None category.

3. Click OK.

Y our label shows in the Category pop-up menu in the New Document
dialog box (click Use Assistant or Stationery to see the Category pop-up menu).

For more information about entering document summary information, see
“ldentifying your documents’ on page 2-16.

Setting up default stationery

In the Help index,* see:
> stationery, creating

If you plan to use certain settings every time you create adocument, set up a
document as default stationery (or Options stationery) that opens
automatically whenever you create a new document of that type. For
example, you might want to change the default font used in a new word
processing document.

Creating stationery

In the Help index,* see:
» stationery, creating

To create a stationery document, prepare a document with the settings and
information you want to save as stationery, and then follow these steps to
save the document:

1. Choose Save As from the File menu and click Stationery in the dialog box.

[ Applelorks Stationery ¥| = Workstation

*About Stationery Eject
*Business Tools Index

*Certificate Index
*Classroom Tools Index
*Fax Cover Sheet Index

*Flyer Index

*Home Tools Index
Save As: l Save l

Click to save the
document as stationery

Applellorks «

b |
|Letterhead | O @

Docurnent  Stationery

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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2. Sdect thefolder into which you want to save the sationery.

= |f you're creating default stationery, or if you plan to open stationery
from the New Document dialog box, save the stationery in the
AppleWorks Stationery folder in the AppleWorks 5 folder.

= |f you're setting up regular stationery to open from the Open dialog
box, you can save the stationery in any folder.

3. Typeanamefor the document.

= |f you're setting up default stationery, there are specific naming

In the Help index,* see: conventions you must use.
» documents, creating

For this document type Use this filename

Word processing AppleWorks WP Options
Draw AppleWorks DR Options
Paint AppleWorks PT Options
Spreadsheet AppleWorks SS Options
Database AppleWorks DB Options
Communications AppleWorks CM Options

= |f you're setting up regular stationery, you can save the document as
any name. It s best to give regular stationery a name you can easily
identify later (such as Letterhead).

4. Click Save.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Opening stationery

In the Help index,* see:
» stationery, using

When you open a stationery (template) document, AppleWorks opensit asa
new, untitled document, and the original document remains unaffected. Y ou
change the document as necessary and then assign it a new name when you
saveit.

To open default stationery:
1. Choose New from the File menu.

2. Sdlect thetype of document to open (such asWord Processing or Drawing), and
then click OK.

Note To create a document without the default stationery settings, select a
standard document type (such as Standard Word Processing) from the scrolling
list in the New Document dialog box.

Y ou can open regular stationery from the New Document dia og box or from
the Open dialog box.

To open regular
stationery from the Do this

New Document dialog box Choose New from the File menu, and then select Use
Assistant or Stationery. Choose a category from the Category
pop-up menu, select the stationery namein the scrolling
list, and then click OK.

Open diaog box Choose Open from the File menu, select thedisk or folder
containing the stationery, select the stationery namein
the scrolling list, and then click Open.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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|dentifying your documents

In the Help index,* see:

» Document Summary Info
command

Save a description of your document when you want to include notes to
yourself about the document’ s contents or when you plan to save the
document as regular stationery. (See “ Saving document formatting as
templates (stationery)” on page 2-12.) To save a description of a document,
choose Document Summary from the File menu, and then type the information.

Document Summary

Keep track of different
versions of a document —|

Identify important ——
information in the
document

Title:

Introductory offer

Author:

M. Ejay

Dersion:

2.0

— Keywords:

Promotion

Category:

General

Description:

Free companion fare to UK in October

[ Set Password... ] [ Cancel ] [[ 0K ]]

When you save a document as regular stationery and storeit in the
AppleWorks Stationery folder, you see the document’ s summary
information in the New Document dialog box.

What you enter for

Appears in the New Document dialog box as the

Title Document name (in the scrolling list)
Category Category name
Description Document’ s description

Note Y ou can enter more than one category. For example, if you enter
Hone, Educati on, the document appears in the Business
category, the Home category, and the Education category.

Busi ness,

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Protecting documents with passwords

In the Help index,* see:
» passwords

Y ou can protect a document or stationery by setting a password, which you
(and other users) must type before you can open the document or stationery
using AppleWorks.

1. Choose Document Summary from the File menui.

2. Click Set Password, type apassword (up to 255 characters of |etters, numbers, or
symbols), and then click OK.

3. Inthe confirmation dialog box, type the password again, and then click OK.

Important Keep the following pointsin mind:

= |f you set apassword for default (Options) stationery, you must type the
password each time you open the stationery document. If you don’t type
the correct password when you try to open the document, AppleWorks
opens a blank document of the same type.

= To maintain security, consider doing the following:

= Make passwords easy to remember, but not so easy that someone can
guess them.

= |If you write down passwords, store them in a secure place away from
your computer.
= Change passwords often.
= Passwords provide a minimum level of security to your documents and
should not be used to protect sensitive information. Setting a password

does not encrypt the file. To protect sensitive documents, consider taking
additional security measures.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Importing and exporting documents

Y ou can share AppleWorks documents with other applications by importing
to or exporting from AppleWorks documents.

In the Help index,* see:
» exchanging data

To import and export documents, the AppleWorks application uses
translators, specia files that translate information for many popular
software applications. These files, which come with AppleWorks, arein
your AppleWorks Tranglatorsfolder. (The AppleWorks Tranglatorsfolder is
in the AppleWorks folder, which isin the Application Support folder in the

System Folder.)

To

Do this

Export adocument so it can
be read by an application
other than AppleWorks

Choose Save As from the File menu, and then choose afile
format, such as HTML, from the Save As pop-up menu.

(If the application you want to useisn't listed, try using one of
the commonly accepted formats—Text, DBF, DIF, Microsoft

Excel, or SY LK—to save the document. Y ou can then open the
document in any application that supports that format.)

Import (convert) adocument
created with a different
application

Use one of the following methods:

Choose Open from the File menu. In the Open dialog box,
select the appropriate document type from the Document
Type pop-up menu. Select the file, and then click Open. The
original document is unchanged.

Use the Convert Documents script. See “ Converting
documents’ on page 2-19.

Create adocument in the AppleWorks application format by
converting one from a different format. See “ Converting
documents” on page 2-19.

Use drag and drop. Open the AppleWorks document to
receive the information and then drag the icon of the
document that contains the information to import into the
AppleWorks document.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To Do this

Insert an entire document,  Use one of the following methods:

?ég;f;!f;?;t oroduced " Inthe AppleWorks document, click where you want to insert

graphics) into an the file, and then click on the Default butto_n bar, or

AppleWorks document choose Inse_rt from the File menu. In the Insert dialog box,
select the file type from the Show pop-up menu, choose the
file, and then click Insert. (To insert information into fields of
an AppleWorks database, see “Importing data from other
documents” on page 8-38.)

= Usedrag and drop. Open the AppleWorks document to
receive the information to insert. Then drag the icon of the
document that contains the information to insert into the

AppleWorks document.
Open adocument created by Click on the Default button bar, or choose Open from the
AppleWorks for File menu, choose a document, and then click Open.

Windows 95 If you don’t see the document, choose Control Panels from the &

menu, and then choose PC Exchange. (PC Exchange is a Control
Panels extension included with Macintosh System 7.5 and
availablefor System 7 and higher from Apple Computer, Inc.).
Click On, and then click Add. For DOS Suffix, type . ONK, select
AppleWorks in the list of applications, and then click OK. Repeat
for DOS suffix .CWS.

For more information about PC Exchange and formatting disks
so they can beread by both Mac OS and PC computers, seethe
documentation that comes with your computer.

Converting documents

In the Help index,* see:
» documents, converting

Y ou can convert multiple documents created with previous versions of the
AppleWorks application or with different applications to the current
AppleWorksformat at onetime. Use the Convert Documents script (ascript
isacommand that performs one action or sequence of actions). When you
convert documents, only acopy isconverted; the original documentsremain
in the format used to create them.

Note To convert aFileMaker Pro file, you use instructions different from
those that follow. See “ Merging datainto documents (mail merge)” on page
9-22.

1. Inthe Finder, open the AppleéWorks Scripts folder (in the AppleWorks 5
folder).

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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2. Locate and select thefiles (or foldersthat contain thefiles) to convert.

3. Drag the sdlected items to the Convert Documents scripticon € inthe
AppleWorks Scriptsfolder.

4. If you seean dert, click OK.

Y ou see converted files, with the .CWK filename extension, in their
original folder.

Closing a document and leaving AppleWorks

In the Help index,* see:

» closing
» Quit command

Always close documents and windows before you leave AppleWorksor turn
off your computer.

To Do this
Close adocument Choose Close from the File menu.
Close al documents Hold down the Option key while you choose

Close All from the File menu.

Leave AppleWorks Choose Quit from the File menu.

If you haven't saved changes in open documents, AppleWorks asks if you
want to save the new version.

Printing a document or Help topic

In the Help index,* see:

» documents, printing
» Help, printing

To print the current document or acurrent Help topic, click | &) onthe Default
button bar, or choose Printfrom the File menu. To bypassthe Print dialog box
and print asingle copy of adocument, hold down Option and choose Print One
Copy from the File menu. (Y ou can't bypass the Print dialog box if you're
printing a Help topic.)

When you first use your printer, or when you change printers, use the
Chooser (in the @ menu) to identify the printer to the system software. For
information on using the Chooser, see the documentation that comes with
your computer.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Before you print, you can preview a document on the screen and make
necessary adjustments.

To Do this

Choose a printer Select a printer using the Chooser.

Change the page orientation, In AppleWorks, choose Page Setup from the File menu.
page size, and other print settings

Preview a draw, spreadsheet, In AppleWorks, choose Page View from the Window menu.
database, or paint document on

Word processing documents always appear in page view.
For instructions on hiding the margins and page guidesin
aword processing document, see “Previewing pages for
printing” on page 3-12.

the screen

Print one or more AppleWorks  In the Finder, open the AppleWorks Scripts folder (in the

documents AppleWorks 5 folder). Locate and select the files (or
folders that contain the files) to print. Drag the selected
items to the Print Documents script icon @ inthe
AppleWorks Scripts folder.

For more information about printing these document types, see “Printing a
spreadsheet document” on page 7-21 and “ Printing adatabase document” on
page 8-40.






Chapter 3: Basics

This chapter provides basic information about working with windows and
documents; using librariesto store drawings, images, frames, and text that
you can reuse later; and using the button bar to speed up your work. The
information in this chapter appliesin general to all document types. For
information unique to a particular document type, see the appropriate
chapter in this manual.

All features, including procedures and shortcuts, are described completely in
onscreen Help. See “Using AppleWorks Help” on page 1-3 if you are not
familiar with onscreen Help or how this manual and Help work together.

Working with windows

Zoom percentage box

Zoom controls ——l

Each document appears in awindow, which contains standard elements for
working with applications. Y ou also see el ements unique to AppleWorks.

& File Edit Format Font Size Style Outline Window @

HEEE IIIIEEIIIIIIIIII
lllllll@llll
=IT: untitled [I.UPl Horizontal
E E=E=E] B Ealal=] 00D
Text ruler
Show/hide tools control

Page indicator

Vertical pane control

00 [fulET[Fage 1 1<
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Viewing windows
Y ou can view awindow and its contents in different ways. For example, to

In the Help index,™ see: seeadrawingin detail, you can enlarge your view of it (zoomin). When you
> viewing documents finish, zoom out to return to its original size.

To Do this Example

Zoominorout, Click [ to zoomin, click [

or choose a tozoomout, or click thezoom %’

zoom percentage box and select a L

percentage percentage. Zoom out Zoom in

Splitawindow  Click the horizontal pane
vertically or control == in the upper-right
horizontally to  corner, or the vertical pane
display different control Iin the lower-left

parts of a corner, and then drag the bar Drag down
document at one to anew position.
time

Restoreasplit  Double-click the vertical or
window horizontal line between the
panes

16 October  Mowernber  December
17
18

20

21 Expected Actual

| 22| 1100 1203

| 25 | 2500 200
24 1100 1za8

23| Total 5700 997

26

Double-click to restore the
window

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Arranging windows

In the Help index,* see:
» Stack Windows command

Basics 3-3

AppleWorks can tile or stack open document windows so they are arranged

neatly on the screen.

To Do this

Example

Tilewindowsin Click [BE] on the

agrid Default button bar, or
choose Tile Windows
from the Window
menu.

& Flle Edin F

% 0 charl (551 ] Prrauma el

4]
: Vi ] PR |

Tiled windows

Stack windows  Choose Stack Windows

so they are from the Window
layered, withthe menu.
upper-left

corner of each
window visible

% Flle Edi Femad Colulobe Dplians @ndow

(=1 2 Y =
P B =

EEEETE
T

=l

-
o]l A0)s
Lo

e

i

S

5

Ot Abtr rsinr T Batsd

Stacked windows

Tip To bring adocument to the front, choose its name from the Window

menu.

Going to a page

To go directly to a page, double-click the page indicator at the bottom of the
window, type the number of the page you want, and then click OK. If you
don't see the page indicator, choose Page View from the Window menu.

In the Help index,* see:
» going to a page

P =R IE

Page indicator

* Choose Index from the (2] or Help menu and scroll to the entry. Then choose a topic from

the list and click Go To Topic.
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Using the tool panel

The tool panel contains icons that represent the tools used to work in

In the Help index,* see: AppleWorks. Y ou use these tools to paint images, draw objects and frames
> tools (aspecial type of object), and change the appearance of objects and frames.
(For more information on frames, see the next section.)

Use the arrow pointer to
select, move, and reshape Use the text tool to create
objects and frames 5 A% 1 textframes and type text
Use the spreadsheet tool to i f 41— Use the paint tool to create
create spreadsheet frames paint frames
— Use the drawing tools to
draw objects in documents
. ) and frames
Use the painting and drawing ——
tools to paint images in a
paint document or frame
@:' —— Fill sample
B [ —— Use the fill palettes to select
N the fill color, pattern, gradient,
Pen sample or texture for objects and
Use the pen palettes to | ;
select attributes for lines ! e
and borders of objects ‘ =&
and images

If you don't see the tool panel, click the show/hide tools control or
choose Show Tools from the Window menu.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Basics 3-5

Using the button bar

When you open an AppleéWorks document, you see the button bar at the top
of the document window (bel ow the menu bar). The button bar savestime by
providing shortcuts to activities that would otherwise take several stepsto
complete. The button bar is preset to include buttons for some common

In the Help index,* see:
» button bars

AppleWorks actions.
_ & File Edit Format Font Size Style Outline Window @
Click and hold down e BIIIIIIIIIEIII@IIIIIII
] ) Bl
OptIOHS for customizing !,e .. ,T.th ent = i

Shows brief descriptions
of buttons as you move
the pointer over them

the button bar

EO=—————————— untitled (WP)

The Default button bar for word processing documents

To change the way you work with the button bar, you can:
= show or hideit

= changeits position

= customize its appearance

= add or remove buttons

= create your own buttons to perform the tasks you choose (see “ Creating
and editing custom buttons” on page 9-33).

There are several preset button bars. Y ou can switch to a different one or
create your own button bar. For more information, see “ Creating your own
button bar” on page 3-7.

Switching button bars

Y ou can display only one button bar at atime, and the buttons on the button
bar change depending on the type of document. The Default button bars
include buttons for the most common actions for the current document type.

AppleWorks provides specialized button bars. For example, the Assistant
button bar includes al the Assistants for the document type. To switch to a
specialized button bar, choose the name of the button bar you want to display
from the [=] menu on the button bar.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Showing, hiding, and positioning the button bar

AppleWorksis preset to show the button bar above the document window.
To hide or show the button bar, choose Hide Button Bar or Show Button Bar from
the Window menu.

Y ou can position the button bar above, below, or to the left or right of the
document window, or as afloating palette. To change the button bar, drag it
so it becomes a free-floating palette. To changeits size, hold the mouse
button down over the resize box (@) in the lower-right corner of the palette,
and then drag the corner diagonally until the button bar isthe size you want.
To changeits position, drag it where you want it to go. Y ou can also choose
Button Bar Setup from the =] menu on the button bar, and then choose an option
from the Position pop-up menu.

Customizing the button bar

To customize the button bar, choose Button Bar Setup from the ] menu on the
button bar, and then choose one of these actions:

To Do this

Increase or decreasethenumber of Type a number for rows or columns, up to 20.
rows or columns of buttons

Show or hide the palettes or In the Show Popups and Indicators areas, select or deselect
pop-up menus on the button bar ~ options.

Show the name of a button when  Select Button Bar Balloons.
you hold the pointer over it for a
few seconds

Tip To move abutton to a new location on the button bar, hold down
&8 -Option and drag the icon to where you want it.
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Adding and removing buttons

To add or remove buttons, choose Edit Button Bars from the [+] menu on the

In the Help index,* see: button bar. In the Edit Button Bars dialog box, choose the name of the button
» buttons bar you want to edit, and then click Modify. In the dial og box, add and remove
buttons, and then click OK.

Select a category from

which you want to add _——{- —————————
or remove buttons =———— Hdit Default Button Bar E|

Button Category: [General v |
Description —— .
MNew Word Processing Docurnent’ ShOWS a b"Ef
description of the
Creates a word processing document. bUttOn’S pUrpOSe
Double-click a button — when you click a
to add it to the button button
bar
]
Select a button to add or I
remove and then click to o>
add or remove the 2] [ Add ] [ Remove | (cancel | [ ok ]
selected button

Note The buttons you seein the button bar depend on the type of document
or frame you’'re working in. For example, you see the button for rotating
objects 90 degrees only when you' re working in a paint document or frame.

Creating your own button bar

Y ou might want to create a new button bar with the buttons you use most
often. To create your own button bar, choose New Button Bar from theE menu
on the button bar. In the New Button Bar dialog box, type a name for the
button bar, add buttons, and then click OK. For information on adding and
removing buttons, see the previous section.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Using palettes

A palette isawindow with options you can apply to documents, frames, and
objects. You can open, collapse, and expand palettes, such as thefill, pen,

> palettes, types library, and stylesheet palettes.
» palettes, using

In the Help index,* see:

é File Edit Format Arrange Options Window :_?,J

titled (DR)

Collapsed palettes go a'utomatically' to the :

W& h

~ 0 upper-right corner of the document -

(] ] .

SIS HEREREE L L R

= e Click to close the palette — Click to collapse

S (Option-clicking closes all - the palette

open palettes) - (Option-clicking

................................ . collapses all

open palettes)

Press and hold
down a button to
view the palette and
select an option

onto the working
area to keep it
open while you

. work

Note Y ou can resize some palettes, such as the library and stylesheet
palettes. To resize a palette, hold the mouse button down over the resize box
in the lower-right corner of the palette, and then drag the corner
diagonally until the palette is the size you want.

Use the To For more information, see

Fill palettes Fill an object with a color, “Changing the appearance of objects’ on
pattern, gradient, or texture page 5-9

Pen palettes Change the color, pattern, or
width of aline or an object’s
border, or add arrowheadsto a
line

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Use the To For more information, see

Library palette Add AppleWorkscliparttoa “Usinglibraries’ on page 3-18
document, or store items that
you want to reuse

Mail merge Merge database information  “Merging data into documents (mail
palette with aword processing or merge)” on page 9-22

spreadsheet document, or a

text frame in adraw document

Styleshest Create, apply, and edit styles  “Using styles’ on page 9-5
palette for formatting text,

paragraphs, spreadsheets,

outlines, and graphic objects

Linkspalette  Create and edit links “Creating links’ on page 9-1
(document links, URL links,
and book marks)

Working with frames

. " In AppleWorks, you can add different types of information (spreadsheet

In the Help index,” see: data, text, and paint images) to the same document. These different types of

" ;:ngz tc?z;m information are stored in special objects called frames. A frameis an object
: g that acts like a window to another type of document. Y ou can draw frames

in every type of document (except communications).

To create aframe, click to select aframetool in the tool panel, position the
pointer over the page, and then hold down the mouse button and drag the
pointer until the frameisthe size you want. Y ou can now work in the frame,
and you see the appropriate menu commands for that frame (for example,
you see spreadsheet commands when you work in a spreadsheet frame).

Laremipsum A B
dolay 1

2
3

Use the text tool to
draw a text frame Use the spreadsheet tool to

draw a spreadsheet frame

P 4
Use the paint tool to
draw a paint frame

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Working in an AppleWorks document

This section describes methods you can use to work with most AppleWorks
documents.

Cutting, copying, and pasting

In AppleWorks you can cut, copy, and paste text, objects, or images within
adocument or frame, between AppleWorks documents, and between an
AppleWorks document and another application’s document.

To Do this For this result

Copy Select the text, object, or Puts a copy of the selected text, object, or
imageto copy andclick [f&|on image on the Clipboard. The original item
the Default button bar, or stays in the document or frame.
choose Copy from the Edit
menu.

Cut Select the text, object, or Removes the selected text, object, or
image to cut and click on image from adocument or frame and
the Default button bar, or placesit in the Clipboard.

choose Cutfrom the Edit menu.

Paste Position the insertion point Places the cut or copied text, object, or
where you want to placethe  image at the insertion point, or the last
cut or copied text, object, or  place you clicked.
image, and click [(3] on the
Default button baH)r choose
Paste from the Edit menu.

Note There are some exceptionsto the cut and paste rulesin AppleWorks
documents. Y ou cannot cut text from a communications document, but you
can copy it. If you paste text into a communications document with an open
connection, the text is sent to the remote computer to which you are
connected. Y ou also cannot paste objects into a spreadsheet cell. In a
database document, you can paste objects only in Layout mode or into a
multimediafield.

Copying objects using the drag and drop feature

If your computer’ s operating system supports drag and drop, you can use drag
and drop to copy text, objects, images, and spreadsheet cells between
documents and applications.

Note Y ou can also usedrag and drop to open and insert documents. For more
information about drag and drop, see onscreen Help, and the documentation
that comes with your computer.
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To use drag and drop to copy items between documents and applications:

]
P

text clipping

picture clipping

Select text, objects, images, or spreadsheet cells and then drag them to
another AppleWorks document, or to another application that supports
drag and drop.

Select text or spreadsheet cells and drag them to the desktop. You see a
text clipping (afile you can drag to another document or application).

Select draw objects or paint images and drag them to the desktop. Y ou see
apicture clipping (afile you can drag to another document or
application).

Select text, objects, images, or spreadsheet cells and drag the selection
from another document or application to an AppleWorks document.

Drag atext or picture clipping from the desktop to an AppleWorks
document.

Changing your mind

If you make a mistake or change your mind while you're working in
AppleWorks, you can undo the latest change or go back to the last saved
version of your document.

To

Do this

Undo your most recent action  Click | 23] on the Default button bar, or choose Undo from

the Edit menu.

Remove all the changesyou’'ve Choose Revert from the File menu.
made since you last saved the
document
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Previewing pages for printing

In the Help index,* see:

> pages, viewing

» Show Margins command

Y ou can preview a document on the screen in page view before actually
printing it. In page view, you see the margins, headers, footers, and page
numbers, if there are any.

For information on printing a document, see “Printing a document or Help
topic” on page 2-20.

Word processing documents always appear in pageview. To preview aword
processing document without margins and page guides, choose Document
from the Format menu, and then desel ect Show margins and Show page guides.

The Saccer Company The Seccer Gompuny
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View without margins and page
guides

Normal view showing margins
and page guides

To preview adraw, paint, database, or spreadsheet document, choose
Page View from the Window menu.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Using rulers

In the Help index,* see:
> rulers

Change between text
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The text ruler and graphics ruler help you measure and align text, objects,
and frames. Y ou can show one ruler at atime. To show or hide aruler,
choose Show Rulers or Hide Rulers from the Window menu. To change theruler
settings, choose Rulers from the Format menu, and then sel ect the settingsyou
want in the Rulers dialog box.

Rulers

and graphics rulers

Specify the number of

r Ruler Type
| 3 Tent
|@ Graphics

Divisions Ii‘

divisions per unit

e

Units

@ Inches

) Centimeters
O Millimeters
) Picas

) Points

Select the unit of

[ Cancel ] [[

0K

)

measure

For more information about rulers, see “ Changing paragraph formats’ on
page 4-8 and “Using the graphicsruler and grids’ on page 5-7.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Creating headers and footers

Y ou can have adocument display the same information at the top or bottom
of every page in a header or footer. To create a header or footer, choose
Insert Header or Insert Footer from the Format menu.

In the Help index,* see:
» headers

The Saccer Gompusy ———————————— Type or insert header
text here
- S el
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b SIS L Type or insert footer
text here

In headers and footers you can:

= typetext

= usethetext ruler to set indentation, tabs, justification, and line spacing
= include other elements such as a page humber, date, or graphics

For example, you can create a header to display a chapter title at the top of

each page, and create afooter to display the current page number at the
bottom of each page.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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[The Saccer ompury The header displays the
- same text at the top of
o o e A T each page
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= Title page contains no
header or footer

The footer displays
the page number

Y ou see the header and footer on the page when you print and on the
screen when you're in page view. See “Previewing pages for printing” on
page 3-12 for more information.

To remove a header or footer, choose Remove Header or Remove Footer from the
Format menu.

Note Y ou can divideaword processing document into sections, each withiits
own distinct header and footer. See “ Dividing a document into sections’ on
page 4-24. Headers and footers, if any, do not appear on the first page of a

word processing document (or section) that has atitle page. See“ Creating a
title page” on page 4-21.
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Adding a date or time

In the Help index,* see:

» headers
» Insert Date command

Y ou can display the current date or time on any page of a document.
AppleWorks updates the date and time with the current date and time when
you close and reopen the document.

To change the format for the date, see * Setting preferences’ on page 3-21.

Important Dates and times in this documentation are shown in U.S formats,
using U.S. conventions. In English-speaking countries other than the United
States, dates and times might be formatted differently.

To repeat the date or time on every page of adocument, put it in aheader or
footer. See “ Creating headers and footers’ on page 3-14 for more
information.

To insert Do this Example
Thecurrent dateor timein Place the insertion point in the
atext frame or word document or frame and choose iy
processing document Insert Date or Insert Time from the )
Edit menu. Date inserted in document or frame
Dates and times are updated
when you close and reopen the
document.
Thecurrent date or timein  Place the insertion point in the Revised 414797
aheader or footer header or footer and choose Insert ) )
Date or Insert Time from the Edit Date inserted in header
menu.

A fixed date or time (one  Hold down Option asyou
that does not update when choose Insert Date or Insert Time
you close and reopen the  from the Edit menu.
document) in atext frame,

word processing

document, header, or

footer

Numbering pages

In the Help index,* see:
» Insert Page # command

Y ou can display the current page number or page count on any page of a
document. The page number is updated when you add or remove pages, or
change the starting page number.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To repeat the page number on every page of a document, put it inside a
header or footer. See " Creating headers and footers’ on page 3-14.

To insert Do this Example

The current page Place the insertion point in the Fax Cover Sheet
number or page count  document or frame and choose
inatext frameorword Insert Page # from the Edit menu. ?;gr: E&LZ . Lochner
processing document  Then select Page Number toinsertthe 1. picheile Cannon

page number, or Document Page Count

to insert the total number of pages ~ Page number and document

in the document page count shows a range
The current page Place the insertion point in the
number or page count  header or footer and choose Insert Page 3

in aheader or footer ~ Page # from the Edit menu. Then
select Page Number to insert the page
number, or Document Page Count to
insert the total number of pagesin
the document.

Page number inserted in a footer

A fixed page number  Hold down Option as you choose
that does not update Insert Page # from the Edit menu.
whenever pages are

added or removed

AppleWorksis preset to paginate adocument using numbers. To use Roman
numerals or |etters, choose an option from the Representation pop-up menu
in the Insert Page Number dialog box.

To set the starting page number, choose Document from the Format menu,
enter anumber for Start at Page in the Document dialog box, and then click OK.

Y ou can also number sectionsin aword processing document. See
“Numbering sections’ on page 4-27.

Setting margins

In the Help index,* see:
» Show Margins command

AppleWorks presets the margins for each type of document.

For these document types Margins are set to

Word processing linchon all sides

Spreadsheet 0.5inch on al sides

Draw, paint, database The smallest possible margin for the type of printer

you’ ve chosen

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To change the margins for a document, choose Document from the Format
menu to show the Document dialog box. Type the margin widths you want
in the Top, Bottom, Left, and Right margin boxes, and then click OK.

To show or hide the margins and page guides, select or deselect Show margins
and Show page guides in the Document dial og box. These options are available
only when page view ison. (To turn on page view, choose Page View from the
Window menu.)

Changing the page orientation and size

In the Help index,* see:
> paper size

Using libraries

In the Help index,* see:
» libraries, overview

Y ou can change how the page is oriented in the document. Y ou can aso
change the page size.

= To change the page orientation, choose Page Setup from the File menu,
select an orientation, and then click OK.

Orientation

1 i Choose a vertical or
horizontal orientation

= To change the page size, choose Page Setup from the File menu, select a
paper option, and then click OK. Y our paper size options depend on the
type of printer you're using.

Note Page Setup options may vary with different systems or printers. For
more information about Page Setup options, see the documentation that
comes with your computer and printer.

A library isapaettethat storesitemsyou can reusein adocument. Libraries
are useful if you want to store copies of items you' ve created. A library can
contain draw objects, spreadsheet cells, text, paint images, movies, and
frames. Y ou can add clip art (commercially produced graphics) to alibrary,
or you can add items you create yourself.

Tip AppleWorksincludes severa libraries with ready-made objects. If
the libraries are installed on your hard disk, you can find them in the
AppleWorks Libraries folder in the AppleWorks 5 folder.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Click to see fewer —=
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Click to close the library

}— Click to collapse or expand
the library

Drag the selection
from the library into
the document

44% of actual size
Eook
Eriefrase
Calculator
Calendar
Cell Phone
Clip Board
Clock/ Alarm
Claock /Trigital
Clock/Wall

—— Scroll to see more items

Creating, opening, and saving libraries

In the Help index,* see:

» libraries, creating
» libraries, opening

Y ou create and open libraries as you do other AppleéWorks documents.

To From the File menu, choose

Createalibrary  Library, and then choose New. AppleWorks opens anew library and names

it Library, followed by a number.

Open alibrary Library, and then choose alibrary from the submenu. If you don’t see the
library you want, choose Open, and then locate the AppleWorks Libraries

folder (in the AppleWorks 5 folder). Select alibrary and click Open.

To saveor closealibrary, you choose commands from the File menu on the
library palette.

To From the library palette’s File menu, choose
Saveacopy of alibrary or rename  Save As

alibrary

Save alibrary you've previously  Save

saved

Close alibrary Close

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Tip You can open libraries more quickly if you store them in the
AppleWorks Libraries folder. If alibrary isin the AppleWorks Libraries
folder (inthe samefolder asthe AppleWorks application), you can open that
library by choosing Library from the File menu, and then choosing the name

of thelibrary.

Working with the library palette

In the Help index,* see:
» libraries, items in

To

Do this

Add anitem to alibrary

Select the item in the document and click Add on the
library palette.

If your computer’ s operating system supports drag and
drop, you can drag a selection from the desktop to a
library, or drag alibrary item to the desktop. See
“Copying objects using the drag and drop feature” on
page 3-10.

Usealibrary item in a document

Select the item from the library palette and click Use.
(You can aso drag the item from the library to the
document.)

Find alibrary item

If necessary, click thetrianglein thelower-left corner of
thelibrary palette to expand the palette. Typetheitem’'s
name (or apartial name) inthe Namebox, and then click
Find.

Rename alibrary item

If necessary, click thetrianglein thelower-left corner of
the library palette to expand the palette. Select theitem
inthelibrary palette, type anew namein the Name box,
and then click Rename.

Duplicating, deleting, and moving library items

To duplicate or delete library items, or move them between libraries, select
alibrary item. (Shift-click to select more than oneitem.) To deselect selected
items, or to select noncontiguous items, 38-click theitems. To select every
itemin alibrary, choose Select All from the library palette’ s Edit menu.

In the Help index,* see:
» libraries, items in

Cut

Copy
Paste
Delete

Duplicate
Select All

Select the object(s) and from the library palette’s

To Edit menu, choose
Duplicate library items Duplicate
Delete library items Delete

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from

the list and click Go To Topic.
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Select the object(s) and from the library palette’s
To Edit menu, choose

Move items between libraries Cut or Copy, and then open the other library and choose
Paste from that library palette’s Edit menu. Or you can
drag library items between libraries.

Viewing library items

In the Help index,* see:

» libraries, palette

Setting preferences

view I
by Object

by Name |-

Alphabetize

Miew Options...

In the Help index,* see:

» preferences

Choose acommand from the library palette’ s View menu to change the way
items are shown on the library palette.

To From the library palette’s View menu, choose

View library items as pictures By Object

View library itemsasalist By Name (when you view by name, you see an item’s
scaled size)

Alphabetize itemsin alibrary Alphabetize

Set the number of pixelsusedto  View Options, and then type a size (in pixels) for Horizontal
display itemsonthelibrary palette and Vertical
when you view by object

Set the number of rows (whenyou View Options, and then type numbers for Rows and Columns
view by name) and columns (when

you view by object) on alibrary

palette

Y ou can customize AppleWorks by setting optionsin the Preferences dialog
box. Some options you set apply to the current document only, and others
apply to new documents you create. To have settings take effect whenever
you create a new document, click Make Default in the Preferences dialog box.

Tip You can also set specific preferences in a document and save the
document as stationery that you can reuse. For more information on
stationery, see “ Saving document formatting as templates (stationery)” on
page 2-12.

Choose Preferences from the Edit menu. In the Preferences dial og box, choose
a category (General, Text, Graphics, Spreadsheet, Palettes, or Communications) from
the Topic pop-up menu. Select options, and then click OK.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Choose the category of 1
options youwantto set  [II—————————Preferences
|
— Topic: [ Graphics v |@
r Polygon Closing — [ Gradient
@ Manual A ) Fast Gradient Display E
) Automatic <2 @ Best Gradient Display
~ Set options to —
customize the way you r Object Selection — | Options
work in AppleWorks ® 1] [ Automatically Smooth Freehand
O Mouse Shift l:nnstraint°
Click to use the current ]
settings whenever you 2] [ Make Default ] [cancel | [ 0k ]
create a document

Note If you're using the WorldScript application, you see additional options

H * .
In the Help index,” see: in the Preferences dialog box. For more information, see onscreen Help.

> email

» WorldScript
P From the Topic pop-up

menu, choose To set preferences for

General General display of alerts, warnings, settings for saved
documents, and startup settings

Text The preset font for new documents, character display (smart
quotes, invisible formatting characters, and character spacing),
and date format

Graphics Object selection, polygon closing, mouse control, and
gradients

Spreadsheet The way the arrow and Enter keys select text and cellsin a
spreadsheset

Palettes The number of colors displayed in the color palettes, and

opening and saving color, pattern, texture, and gradient pal ettes

Communications Scrollback, capture, paste delay, connection initiation, Speak
Text, default tools, and default folder for file transfers

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Chapter 4: Text (word processing)

This chapter explains how to work with text to produce attractive,
professional word processing documents. All text features, including
procedures, buttons, and troubleshooting, are described completely in
onscreen Help.

When to use a word processing document

Create aword processing document when you want to write and format text.
For example, you can use an AppleWorks word processing document to:

compose letters and memos
create lists and outlines
keep a persona journa

write research papers, lesson or business plans, reports, contracts, and
meeting minutes

write copy for news etters, announcements, brochures, and
advertisements

15 March 1997
45 S. Webster Avenue
Santa Fe, NM 87155

Tyrone Damon
872 Newton Road
Lakewood, CO 54321

Lorem ipsum:

Lorem ipsum dolor sit amet,
consectetuer adipiscing elit, sed
diam nonn y nibs e vismod tincidunt
ut laoreet dolore magna aliquam
erat volupap.

Ut wisi enum ad minim veniam,
quis nostrud exercitation ullam
corper suscipit.

Adipiscing,

Laura Epson

Create a word processing document to contain text
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Text basics

Y ou can work with text in aword processing document or in atext frame. In
either case, you use the same techniques, tools, and commands to enter and

format the text.

Creating a word processing document or frame

Do this Example

To
. * . Create a blank
In the Help index,™ see: word processing
» frames, creating document

» opening

Choose New from the File
menu, click Word Processing, and
then click OK

or, click [&]] on the Default
button bar. (If you don't seethe
button bar, choose Show Button
Bar from the Window menu.)

Create atext frame
within another type
of document

Select the text tool
(choose Show Tools from the
Window menu if itisn’t
visible). Then, drag the I-beam
pointer diagonally in the
working area of the document
to draw atext frame, and begin
typing.

(Ina word processing
document, hold down the
Option key as you draw the
frame.)

Atext frame in a draw document

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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About the word processing window

In the Help index,* see:
» drawing, tools

> rulers

» word processing

Text insertion point —————

When you open aword processing document, you see the word processing
menu bar, button bar, text ruler, page guides, and the insertion point. The
insertion point isashort, blinking vertical linethat showswheretext appears
when you type or insert text.

[ Word processing menus

__ & File Edit Format Font Size Style Outline Window & 2 Buttons for common
HEEE RIS EE =R R EE € tasks in word
HEEEEE ) processing
RN | RFRA PR | CoE—7 documents and text
fo=———————  utitledlP) =————0n frames

B E=EE=] v E Eralar=] g
T T T T T T T

T T

Text ruler

Margin

Page guides

Text in aword processing document looks the same on the screen as it does
when it’s printed.

Working with text frames

In the Help index,* see:
» frames, creating

» frames, working in

» text, tool

Useatext framewhen you want to add ablock of text to aspreadsheet, draw,
or paint document, or to a database document in Layout mode. (You can't
create atext frame in a database document in Browse, Find, or List modes.)

When you finish working with the text inside a text frame, click outside the
frame to make the frame' s handles reappear and to restore the main
document’ s menu bar and functions.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Typing text

In the Help index,* see:
> deleting, text

» text, shortcuts

» undoing actions

When you draw atext frame in aword processing, draw, spreadsheet, or
database document, you can move, resize, or reshape thetext frame. Select the
arrow pointer on the tool panel and select the text frame. To resize or
reshape the text frame, click a corner handle and drag it to a new position.

5

Sl A0/ [k
S [ 1 ) ] S

i

)

5

“Text in a Frame,

Draw document with a text frame

Drag a handle to
resize or reshape the
text frame

Note If you create atext frame and then click outside the frame before you

enter text, the frame disappears.

To typetext, place the pointer where you want the text and click the mouse.

Then:
To Do this
Type a paragraph Begin typing the text. Don't press Return when

you reach the end of aline—AppleWorks wraps
the words to the next line.

End one paragraph and start another Press Return once to end the paragraph. Press
Return again to insert ablank line.

Move the insertion point Move the I-beam pointer to where you want to
insert text and click. (Y ou can aso move the
insertion point by pressing an arrow key.)

Usealine break (or soft return) toend  Hold down Shift and press Return.

one line and start another without
creating a new paragraph

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from

the list and click Go To Topic.
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To Do this

Insert a non-breaking space to keep two Hold down the Option key and press the
words on the same line Space bar.

Delete the character to the | eft of the Press Delete.
insertion point

Typing equations

In the Help index,* see:
» Equation Editor

Y ou can use Equation Editor to add equations to an AppleWorks word
processing document or frame. (Equation Editor, an application by Design
Science, Inc., isinstalled on your hard disk with AppleWorks.)

To add an equation at theinsertion point of atext document or frame, choose
Insert Equation from the Edit menu. Y ou see the egquation editor, which you can
use to add the mathematical components to build the equation. To edit an
equation you' ve already created, double-click the equation, and then make
your changes in the equation editor. For more information, choose Equation
Editor Help from the (7) or Help menu).

Note When you finish adding an equation, you can format (move, resize,
rotate, and so on) the equation as you can with adraw object. See Chapter 5,
“Drawing” for more information about working with draw objects.

Selecting text

In the Help index,* see:
> selecting text

Before you can change text, you must select it. To select text, move the
pointer to the beginning of the text you want to select, and then drag to the
end of the text.

Lorem ipsum deolor

Selected text

jn apsent luptatum sril
delenit angue duis.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Y ou can also select text by using the following methods:

To Do this

Select aword Click twice on the word.

Select aline Place the pointer in the line and click three times.

Select a paragraph Elace the pointer in the paragraph and click four
times.

Extend a selected range of text |—||_ol Ic(l down the Shift key, move the pointer, and
click.

Select everything in a document or Choose Select All from the Edit menu.

frame

Select atext frame as an object Select the arrow pointer and click the text frame.

(When you select atext frame as an object, you
can change the appearance of the text inside.
Changes you make while atext frame is selected
affect al the text in the frame.)

Cutting, copying, and pasting text

In the Help index,* see:
» copying, text

Once you' ve selected text, you can cut or copy it to the Clipboard and paste
it elsewhere in the document (or in a different document or frame). See
“Cutting, copying, and pasting” on page 3-10.

Tip To movetext quickly, select the text you want to move, hold down
88-Option, and then click where you want to move the text.

Y ou can also move text between documents, applications, and the desktop
using drag and drop. See “ Copying objects using the drag and drop feature”
on page 3-10.

Showing formatting characters

In the Help index,* see:
» invisible characters

When you press certain keys, such as the Space bar or Tab or Return, you
place specia charactersinyour document, called formatting characters, that
contain instructions for formatting your text.

AppleWorksiis preset to hide formatting characters. However, it may be
easier to edit with formatting characters visible. For example, you can find
where you typed two spaces together (where you want only one), and then
delete the extra space.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To show formatting characters, choose Preferences from the Edit menu, choose
Text from the Topic pop-up menu, and then select Show Invisibles. To hide
formatting characters, deselect Show Invisibles. To show or hide formatting
characters as you work, click [§] on the Default button bar, or type 38-;
(semicolon). For more information, see* Setting preferences’ on page 3-21.

E=E=EE B Ealals]
LI L B L S BN S PP B I B L L B L L | T T T T
5} :(1 I2 I3 I4 I I3 [ T
’/ Space character
* 12.A4vril-19984
o
Mme -Brigitte DURAND.I—— Return character
34.Rue.St.Sauveurd
75009.PARISH
France

Note Formatting characters never appear in the printed document.

Changing text appearance

In the Help index,* see:
» modifying text

Y ou can change the appearance of text in your document by applying
different fonts, type sizes, and colors. To change the appearance of
characters, you can apply various text attributes using commands in the
word processing menus or button bar. If you don’t see the button bar, choose
Show Button Bar from the Window menu.

To change Select the text or frame and choose
The font A font from the[#etvetica_~] pop-up menu on the button

bar or from the Font menu

Thesize A point sizefromthe pop-up menu on the button
bar or from the Size menu

The attribute (such asbold, italic, An attribute from the pop-up menu on the button
underline, subscript, superscript,  bar or from the Style menu
superior, or inferior)

The color A color from the [&] pop-up menu on the button bar

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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In the Help index,* see:
> styles

To change Select the text or frame and choose
The style A style from the pop-up menu on the
button bar

Tip Y ou can create styles—combinations of formatting information—and
apply the styles to text with asingle click using the stylesheet palette. (To
show the stylesheet palette, click [55] on the Default button bar, or choose
Show Stylesheet from the Window menu.) For example, if you create a style
called Bold, Italic, you can apply it to text any time you want. When you
change astyle, al the text with the same style also changes. For information
on creating and using styles, see onscreen Help and “Using styles’ on
page 9-5.

Select the text —| BEEE
you want to " 1e o =
change  Lorem [EEVIRERIEY sit amet. Then click to R, Terts T Froperties
apply a style that Default V/EBald, Halic Base Style: None [
Before you’ve created Footnote Index Default Tesct Style: Bold
Baody q Default 55 Text Style: Italic
Bullet 1 Footnote Indesx
Checklist 1 < Paragraph ...
Lotretn st doforsit amet. Footer L Eody
Footnote 9 1 Bullet [
After Mew | [ Edit ]IF [ hew ] [_pone &
Toseeastyle's Properties of
properties, click Edit, the style Bold,
and then select the style Italic

Changing paragraph formats

In the Help index,* see:
» rulers

Each paragraph has a particular format (indentation, tab settings, and line
spacing). The text ruler indicates the format of the current paragraph (the
paragraph that contains the insertion point). Using the text ruler or the
Paragraph dialog box, you can change the format of paragraphs before or
after you type them. AppleWorksis preset to show the text ruler in aword
processing document. If you don’'t see the ruler, choose Show Rulers from the
Window menu.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Column controls

|
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Paragraph and )
outline labels Alignment controls Tab markers
S
= E===] = 5 Elalal=] [mhm
Left margin marker e e L AR CERR R RN
(drag top part only) T |

First-line indent and left margin marker  First-line indent marker

(drag bottom part only)

Right margin marker

To display the Paragraph dial og box, choose Paragraph from the Format menu.

In the Help index,* see:
> styles

Tip You can use preset paragraph styles supplied by AppleéWorks, or
paragraph styles you create, to change a paragraph’ s formatting in one step.
For example, you can apply a style to format paragraphs with hanging

indents and bullets in the margin. To show the stylesheet, click [7g] on the
Default button bar (or choose Show Stylesheet from the Window menu). Then
select the paragraphsto format and click Bullet. (To format asingle paragraph,
click anywhere in that paragraph and click Bullet.) For information on
applying styles or creating your own, see onscreen Help and “Using styles’

on page 9-5.

Lorerm ipsum

Select the text i t
you want to
change

Then click to
Lo apply a preset
OTEMm Ipauim
= Dolor it amet Style
= Consectetuer
Mommmy nibh

After

Eold, ltalic
Default
Footnote Index
Body

" Bullet
Checklist

Faoter

Footnote

M

To see a style’s

properties, click Edit, and

then select the style

E T E
wr Baie Styles Praperties
Beld, Maki Baaw Syl Morw
Default Para. |51 Line indent: O
Fualnete krdex Fars. Topie Labw]. BuThel
= Paragraph 1
ey L1
et 1 1)
Cree ) [Coone ] g
Properties of

the style Bullet

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from

the list and click Go To Topic.
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Setting and changing tabs

In the Help index,* see:
» tabbing

Use tabswhen you create tables or need to control how text aligns (lines up)
in adocument. Thetext ruler has preset | eft tabs every one-half inch. (Preset
tabsdo not appear ontheruler.) Y ou can movethetabsto different locations,
remove tabs, add tabs, and use different tab alignments. When you set tabs,
any preset tabsto the right of the tabs you set remain effective.

To set tabs, select all the paragraphs you want to change. Then, click thetype
of tab marker you want and then click a position on the text ruler.

To remove atab, drag the tab marker up and off the ruler.

Click one of these tab markers and drag Right tab marker with
Left tab marker to the ruler position you want fill character

Center tab marker Align-on tab marker

E i [ [e[=l=T=] [o[]m

B T B S e B A B B WL BN SR o ey o B o by e e e |

0 ;11—)\ |2 — |3 |4 Y lsr N |6 l? . WA
congectetusr  consechetuer consectetuer 1239 consectetuer.. 12
NNy nonumimy nonummy 15 nonummy...... 42
nagna rhagna magna 238 magna..............56

To set the fill character, double-click the tab marker

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Indenting paragraphs

In the Help index,* see:
» indentation

To change theindentation for aparagraph, position theinsertion point inthe
paragraph and drag the first-lineindent marker =, left margin marker &, or
right margin marker & to anew position on the text ruler.

To indent the first line of a To indent a paragraph, drag the To make a hanging indent,
paragraph, drag the first- left margin marker (grab the drag the left margin marker
line indent marker bottom part only) (grab the top part only)
] 2 1 2 1 2
Lorem ipsum dolor si Lorem ipsum dolo
euismaod tincidunt ut gLismod tncidunt

L wisi enim ad m
nisl ut aliquip ex &

Duis aukem vl eurm i Diviis aukem vel su

Divis aubern vel ey g I
aliquip &% ea comme aliguip x ea comr

aliquip ex ea camt

Tip for hanging indents After setting up your tabs, you can set apart hanging
indents by typing acharacter, such asanumber or bullet, inthe marginto the
left of the paragraph. (To type abullet, press Option-8.) Press Tab, and then

begin typing the paragraph.

Adding bullets, numbers, and checkboxes to paragraphs

In the Help index,* see:

» bulleted lists
» labels, paragraphs

AppleWorks comes with a series of special characters—called paragraph
styles—that you can use to convert paragraphsto lists, such asbulleted lists,
numbered lists, and checklists.

Tip If you want to label most or al of the paragraphsin a document, use an
outline style. See “Outlining” on page 4-14 for more information.

Saturday’s trip Weekend chores Class Scheduls
* Call Linda & Arrange decorations 1. English
* Pack & Shop for groceries 2. History
* Call hotel o Wrap gifts 3' Chetnistry
T::- c'lfaickets o Order fruit 4 French
. Ch};ck parking Click to check off items - Hperatuse

* Pick up laundry
Bulleted list Checklist Numbered list

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



4-12  AppleWorks 5 User's Manual

Tocreatealist, select one or more paragraphs and click the[*=] pop-up menu
on the text ruler and choose a paragraph style. Or choose Paragraph from the
Format menu, and choose a paragraph style, such as Bullet, Check Box, or
Numeric from the pop-up menu, and then click OK. If you don’t see the
paragraph label on your text, type a number (such as .25) for Left Indent in the
Paragraph dialog box.

To reorder labeled paragraphs, click to theleft of a paragraph label and drag
the paragraph to anew placein theoutline. (Or choose aMove command from
the Outline menu.) In an ordered list, AppleWorks relabels the moved item.

1. Duis autem
PR or et ipsum
3. Consectetuer

1. Duis autetn
+2. Consectetuer
ENLoretn ipsum

Before After

Aligning paragraph text

In the Help index,* see:
» text, alignment

To align aparagraph, place the insertion point in the paragraph and click an
alignment control on the ruler.

blandit prassent Luptatum hlandit prassent Luptatum blandit prasaent luptarny, AN Prasset Tupt
zz1il delenit augue zz1il delenit angue zzrildelenitangue AU ;2_ dlg ntl
duiz dolore e fengait Auis dolare te fengait dviz dalore & feugait ?"%"3. R ”fjl ? I}f i
nolla facilisi. Lovem ipswm  oolla facilisi. Lowem ipswm mulla fagilisi. Lorem ipsum Le“%al nulla. ag ’fjl-
dolor sit amet, consectetuer  dolor Sit amet, consec etuer dolox sit amet, consec etver orem ipsum dolor

N ; : ; i i sit  amet, consec
adipiscing elit, sd dism adipiscing elit, 2d diam adipiscing elit, sed diam mtoer  adipiosing

elit, sed diam

Aligned left =] Centered [=] Alignedright [=1  Justified

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Changing line and paragraph spacing

In the Help index,* see:
» paragraphs

— Line-spacing indicator

EXEE

Decrease-spacing control

blandit praesent lupt atum zz il
delenit angue dvis dolore te
fevgait nolla facilisi. Lorem
ipsum dolor sit amet, consec
tetuer adipiscing elit, sed diam

Single-spaced text

Increase-spacing control
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To set line spacing, click the decrease-spacing or increase-spacing control on
the ruler, or the alignment buttons on the button bar.

blandit praesent lupt atum zzril

delenit angue dvis doloe te
fengait iolla facilisi. Lorem
ipsum dolor sit amet, consec
temer adipiscing elit, sed diam

Spacing increased to 1.5 lines

Tip Double-click the line-spacing indicator to display the Paragraph dialog
box and change the unit of measure.

To set the spacing between paragraphs, choose Paragraph from the

Format menu.
Type the number of
| units you want before
1 Paragraph %I the paragraph
Left Indent: |0.25 in Line Spacing: |1 iv]
First Line: 0in Space Before: |0 EI L Choose a unit of measure
. = from a pop-up menu
Right Indent: |0 in Space After: |0 EI
Label: flignment:  [Left v)
2 [ Apply ] [ Cancel ] [[ 0K ]]

Type the number of units you want

after the paragraph

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Copying text ruler settings

In the Help index,* see:
> rulers

Sorting paragraphs

In the Help index,* see:
» Assistants

Outlining

In the Help index,* see:
» outlines

After setting tabs, indents, and line and paragraph spacing, apply these
settings to new or existing paragraphs by copying and applying the ruler.

= To copy theruler, place the insertion point in a paragraph that has the
formats you want, and click [& on the Default button bar, or choose Copy
Ruler from the Format menu.

= To apply theruler, place the insertion point in the paragraph you want to
format, and click [$6] on the Default button bar, or choose Apply Ruler from
the Format menu.

Y ou can use the Paragraph Sorter Assistant to sort (reorder) paragraphs
aphabetically, numerically, or by date in aword processing document or
text frame.

To sort paragraphs, select the paragraphs you want to sort and then choose
AppleWorks Assistants from the or Help menu. Select Paragraph Sorter, and
then click OK. Then select how you want the paragraph sorted. AppleWorks
sorts the paragraphs based on the selected text or the contents of the entire
paragraph. See “Creating a document” on page 2-2 for more information
about Assistants.

An outline summarizes the major ideas of awritten work in topics (major
headings) and subtopics (subordinate ideas). Y ou can indent the subtopicsto
different levels to show their relative importance in the outline.

Asyou're organizing your ideas, move topics up or down to change their
level. Hide (collapse) subtopics to highlight main ideas and show (expand)
subtopics to focus on small details.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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AppleWorks provides three preset outlines for you to use. Y ou can modify
the preset outline or create new outline styles. For information on modifying
styles, see “Modifying an outline style” on page 4-19. To create a style, see
“Using styles’ on page 9-5.

I. Planning 1. Planning oPlanqing
II. Funding 2. Funding +Funding
& Grants 7 [ Gramts < Grants
B. Loans 22 Loans + Loans I
1. Institutional 221. Institutional ¢ Institutional
2. Government 2.2.2. Government ¢ Government
3. Private Sector 2.2.3. Private Sector o Private Sector
111. Building 3. Building +Building
Harvard format Legal format Diamond format

Y ou can add an outline at any point in atext document or frame by choosing
an outline label from the pop-up menu on the text ruler. To format existing
text as an outline, select the text and choose an outline label. When you're
finished typing the outline, you can begin typing paragraphs again by
choosing a paragraph label from the [*=] pop-up menu on the text ruler.

B =ET=]
w Mone
Criamond
Bullet
Check Box
Harvard
el Paragraph and
Letter Caps outline labels
Letter
Murner-ic
Rornan Caps
Rornan

See the next section for more information about creating and adding topics
to an outline.

Tip If you want to organize your thoughts, but you don’t want to create an
outline, you can create alist, such asabulleted list or checklist. See* Adding
bullets, numbers, and checkboxesto paragraphs’ on page 4-11.
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Creating an outline

To create an outline, choose an outline label from the *=] pop-up menu, and
then type thefirst topic. To add another topic at the same level asthe current
topic, press Return. To add another topic indented to the left or to the right
of the current topic, choose New Topic Left or New Topic Right from the Outline

In the Help index,* see:
» topics, outlines

menu.
—1L :?:;ond I. Planning| 1. Planning L. Planning
Bullet 11. Funding] II. Funding
Check Box A. Grants|
Leader . . . . .
—t Legal First topic New topic New right topic
Letter Caps
Letter
Numneric
Rornan Caps
Fornan

L— Choose an outline label

To create anew line without a label, press Shift-Return. Thisis especially
useful for creating a blank line within anumbered list without affecting the
sequence of numbers.

L. Flanning
{Last timne this process tock threemonths,)
II. Funding
A, Grants
E. Loang

Unlabeled line

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Modifying and removing outline labels

To change the outline label for specific topics, select the topics and choose
the format you want from the *=] pop-up menu.

I. Flanning I. Planning
II. Funding

& Orants

¢ Loans

Harvard labels Diamond labels

To remove an outline label (such as the Roman numeral in aline of a
Harvard-style outline), sel ect one or morelinesand choose None from the [*= ]

pop-up menu.
I. Planning I. Planning
II. Funding
Grants
Loans
Harvard labels No labels
Rearranging outline topics
To move topics Do this Example (before and after)
. * ) Left or right Select thetopic and choose 4. Grants g fgzﬁf
In the Help index,™ see: between outline  MoveLeftor MoveRight fromthe ™ “**° pevesrmerseen .
> tOPiCS levels QOutline menu. 2. Governtment 1. Government
3. Private Sector 2. Private Sector
Move Left
And subtopics  Select the topic and choose A,
upordownin  Move Above or Move Below from 2‘
the outline the Outline menu. Y ou can 3.
E. Grants

also drag topic labels up and
down to reorder topics.

Move Above Subtopics move with topic
Up onelevel Select the topic and choose . Grants A, Grants
E. Loans E. Loans

Raise TOpIC from the Outline W nstitutional 1. Government
menu. 2. Government 2. Private Sector
3. Private Sector .

Raise Topic

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Collapsing and expanding outline topics

In the Help index,* see:
» collapsing

Y ou can collapse (hide) or expand (show) subtopics to highlight main ideas
or show more details. When the subtopics below atopic are collapsed, the
topic’s paragraph label changes as follows:

= text labels, such as Roman numerals, numbers, and letters, are underlined
(you don’'t see the underline character when you print)

= diamonds change from black to gray

Tip To collapse or expand an item quickly, double-click it.

To Do this Example (before and after)
Collapseatopic Selectthetopicoroutlineand 4 grants & Grants
oroutlinesothat choose Collapse from the B.Loans B oans
. . 1. Institutional
subtopics are Outline menu. 2 Government
hidden 3. Privats Sector
Expand atopic  Select thetopic or outlineand b Granie
oroutlinesothat  choose Expand from the " & frants
subtopics are Outline menu. 1. Institutional
i 2. Government

visible 3. Private Sector
Expand the_ Cli _ck in th_e topic or select the I Planning I Planming
current topic or  entire outline. Choose Expand [1. Funding L. Funding
anentireoutline To from the Outline menu, g fgz‘r‘lf g izﬁf
to a specific and then type anumber inthe 1. Institutional 111 Building

i 2. Government .
level dialog box. PR Outline

111. Building expandedto
. level 2 subtopics
Outline fully expanded
Collapse or Select all thetopicsin the Ii- ilaﬂdﬂiﬂg 1% ilaf;ﬂ_mg
. . . Fundin:
expand all outline, hold down Option 17’ gusaimg e e
topicsinan and choose Collapse All or Collapsed B. Loans
H H 1. Institutional

outline Expand All from the Outline outline 5 Govarnment

menu.

3. Frivate Sector

11T Building

Expanded outline

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Modifying an outline style

Y ou modify an outline style by changing its properties (formatting options)
inthe stylesheet pal ette. For moreinformation about working with stylesand
the stylesheet palette, see “ About the stylesheet palette” on page 9-6.

In the Help index,* see:
> styles
> styles, editing

< Harvard
Lewvel 1
Level 2
Level 3
Lewvel 4

Creating tables

In the Help index,* see:
» Assistants

» spreadsheets, tool

» tables

To modify an outline style:

1.

Click |5s] on the Default button bar, or choose Show Stylesheet from the Window
menu.

. Click Edit on the stylesheet palette.

The pointer changesto s.

. Fromthe scrolling list on the left, select the name of the style to modify (for

example, select Harvard or Legal).

. Click the arrow next to the styl€’ s name, to make it point downward.

5. Inthe scrolling list on theleft, select the outline level you want to modify.
6. Change the properties of the outline level.

Y ou change a styl€e's properties using the document controls you'd
normally use to format text and objects (such as the tools, palettes, ruler
controls, and menu commands). For example, you may want to change
the indentation, line spacing, and the font size.

. Repest steps5 and 6 for any other levels you want to change.
. When you finish, click Done on the stylesheet palette.

There are several waysto create atable in AppleWorks word processing
documents. Y ou can:

usethetext ruler to set atab for each column (after you enter the text, you
can convert the tabbed table to a spreadsheet frame using a shortcut)

draw a spreadsheet frame that contains the number of rows and columns
you want, and then enter the text

use the AppleWorks Assistant for making tables, which setsup a
spreadsheet frame for you

Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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ELi 5 ET=[al=] [0[1m

Tab stops

T T o T o T T
0 :(\1 12 N I3 . T4 I5 o
Larem siamet ipsum Lorermn siamet [FsLUm
adipicing sed dem aliguam adipkcing - sed dem aliguarm
gulsmod lacrest maghna &ulsmod lacrest rragha
Tabbed table Table in a spreadsheet frame

Use any of the following methods to make a table:

To make a table

Do this

By setting tabs

Use the pointer to drag tab stops to the text ruler. See “ Setting and
changing tabs’ on page 4-10.

To convert the tabbed table to a spreadsheet frame, select thetext in
the table and click [*gg| on the button bar. See “Using the button bar”
on page 3-5.

By creating a
spreadsheet frame

Select the spreadsheet tool from the tool panel and drag the
spreadsheet pointer diagonally. (If you don’t see the tool panel,
choose Show Tools from the Window menu.)

To make the spreadsheet frame move along with the text when you
make changes in the document, insert the spreadsheet frame as an
inline object, asif it were a character in the text. For more
information, see “Adding pictures and frames to text” on page 4-34.

For more information abut creating and using a spreadsheet frame,
see “ Spreadsheet basics’ on page 7-2.

Using an Assistant

Choose AppleWorks Assistants from the (2 or Help menu. Select
Make Table and click OK. See “Creating a document” on page 2-2 for
more information about Assistants.

Working with pages

Y ou can change the design of all or some of the pages in a document by
formatting text in columns, putting text in tables, and adjusting page and

column breaks.

Y ou can also add headers and footers to pages and show the current page
number, date, and timein the document. See*“ Creating headers and footers”
on page 3-14 and “Adding adate or time” and “Numbering pages’ on

page 3-16.
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Creating a title page

In the Help index,* see:
> Cover pages

If you've added a header or footer to aword processing document, you can
create atitle page so that the header or footer doesn’t print on the first page.

To create atitle page, choose Section from the Format menu. In the Section
dialog box, select Title Page, and then click OK.

For information on creating more than one title page in a document, see
“Dividing adocument into sections’ on page 4-24.

Creating and changing columns

In the Help index,* see:
» columns, text

Y ou can arrange text in multiple columns on every page of adocument. As
you type, text flowsfrom the end of one column to the beginning of the next.
When you make changes to the width or number of columns, the text adjusts
accordingly.

Note Y ou can set up different column formats from page to page, or on the
same page, using sections. See “ Dividing a document into sections’ on
page 4-24 and “Varying the number of columns on apage” on page 4-27.

Lorem ipsom doloy | feugiat nolla facillisis at
molestie consequat, Vel eros et accu, Qui

el illwm dolore en hlandit pragsent ut let
feugiat nulla wos et | Ioptatum sl delenit
farillisis at wer eros | augue duis. Ut wisi
etaccu. ud blandit | enom 2d mimin
pragsent luptatum | beniswm. Se diam

Text formatted in columns

To specify the number of columns in your document or text frame, choose

Section from the Format menu, type the number of columns, and then click OK.
Y ou can specify up to nine columns, their widths (equal or variable), and the
amount of space between each one.

To add or subtract columns of equal width, click the increase-columns or
decrease-columns control in the text ruler.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Click to subtract columns

Click to add columns

] I
Shows the number of columns

Important If your document already contains columns of variable width,
clicking the increase-columns or decrease-columns control changes them to
equal width.

Y ou can change a column’ s width and the space between two columns by
using the mouse to drag the column guide (border).

To Do this Example

Change a Press Option and move the Larem ipswm dalor | feugiat mulla facillisis at
moleste consequat. | ver eros et accu. Qui

column’s width pointer precisely over acolumn el i dolore ex¥™| plandit prassent vt 1et
guide until the pointer looks like — fegiatnnlia vaz e | luptatom 2l delent

. facilliziz at ver eroz | avgue duis. Tt wisi
this: H#. Then press the mouse

button and drag right or Ieft. Before
Lorern ipsum erog etacon, Qi
dolor molestie blandit praesent
consequat, el Tuptatom sril delenit
ilhwm delore en angue duis. Tt wisi
feugiat nulla vos enm ad mimin

After column is moved left

hlandit pragsent
. . luptatr il delenit
of two adjacent pointer between the column cansequat. el ot duis, Ut wisi

columnsand keep  guidesuntil thepointer lookslike ?ggi;ﬁl&izé o || fouwnalmimin
the space between  this: k. Then press the mouse o '
them the same button and drag right or left.

Changethewidth  Press Option and move the Larem ipsum
dolor moles

Before

Lorem ipsum | bendsum. Se diam

dolor moleste  noromony et cmd liet pacle.
consequat, el Lorem ipsum dolor moleste
illum dolore consequat, el illum dolore
e fengiat e fengiat nulla facillizis at

After column is moved left

Using text frames to create columns In complex columnar documents such as
newsletters or brochures, try using linked text frames in a draw document
instead of columnsin aword processing document. You'll have more
flexibility to resize text frames and place them where you want.
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Breaking a page or column

In the Help index,* see:
» columns, breaks in

Each pageis preset to break (end) at the bottom of the page. Text continues
at thetop of the next page or column. Y ou can end the page or column before
it fillsup by inserting abreak at the insertion point.

To set apage or column break, position the insertion point where you want
the break, and then choose Insert Column Break or Insert Page Break from the Format
menu. If Show Invisibles is selected in the Preferences dialog box, you see a
page [+ or column =t break character where you inserted the break. (For
more information about preferences, see “ Setting preferences’ on

page 3-21.)

Tip To show or hide formatting characters quickly, click |[£§] on the Default
button bar, or type 38-; (semicolon).

To remove abreak, click at the beginning of the line that follows the break
and press Delete.

Scrolling pages

In the Help index,* see:
» pages, guides

In a multiple-page word processing document, you can scroll pages from
side to side, or one page on top of the next.

To change how the pages scroll, choose Document from the Format menu. In
the Document dialog box, select One Page Above The Next or Facing Pages Side-By-
Side, and then click OK.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Dividing a document into sections

In AppleWorks, sections in documents act like chapters in books: each
section can have a different format. Y ou can change its header and footer
text, page numbering, and number of columns. Y ou can also place a specia
title page with no header or footer at the start of a section (see“Creating a
title page” on page 4-21).

In the Help index,* see:
» sections

Ouis xtem e
in

DL el e ey et
o
e el g g e Y um
o

. ACCUMSan gt jy 'S & vero ergs
- o, |
i —

Y ou can also divide a single page into multiple sections, each with
different formatting.

USIMOD

Loem ipsum dolor sit amet, Loem psum dolor it amet,
e isectetyer

volutpat. Ut wisi enim. a volutpat, Ut wis enim a
minim beniam, quis. minim beniam, quis.
exerc tation ullamcor  nosirud exer tation ullamcor

Vet
vel illum dolore eu feugiat el llum dolore eu feugiat

aiusoodio. etiusto odio.

L e

aliquam erat volutpat. Ut wisi enim ad minim beniam, quis
nostrud exerc tation ullamcorper suscipit Iobortisnis! ut Aiquip ex
‘easden commodo cosequat.

vel
eros et accumsan el 1usto odio.

Y ou can insert sections into aword processing document only. Y ou cannot
insert a section into a header, footer, footnote, or text frame.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Inserting and deleting a section

In the Help index,* see:
» breaks

» deleting, text

» sections

Toinsert or delete a section, click | on the Default button bar, or type 88-;
(semicolon) to display the formatting characters. Then:

To Do this

Insert a section Choose Insert Section Break from the Format menu.
Y ou see asection break character Bl where you inserted the section.

When page guides are visible, you see a section break line at the end of
each section. (See* Previewing pages for printing” on page 3-12.)

Deleteasection  Select the section break character E for the section you want to delete,
and press Delete.

For more information about formatting characters, see* Showing formatting
characters’ on page 4-6.

Formatting sections

In the Help index,* see:

» columns, text
» sections

A new section uses the settings of the section preceding it. To change the
format of a section, click anywhere in the section, and then choose Section
from the Format menu. In thetitle bar of the Section dialog box, you see the
number of the section you' re formatting.

If more than one section is selected, you see the number of the first section
in the title bar of the Section dialog box. Changes you make in the Section
dialog box apply to the first section in the selection only.

Note Y ou cannot insert a section with the Section dialog box. For
information on inserting a section, see the previous section.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Shows the number of the section
you're formatting

Section: 2

r Start Section

r Page Numbers

@ Continue From Previous Section
) Restart Page Number

r Headers and Footers

@ Continue From Previous Section
) Different For This Section

- Col

Number 0f Columns: EI

[ Variahle Width Columns
[OMirror On Facing Pages

Settings For Column EI

Space Before: Din

Column Width: |2.06 in

[JLeft & Right Are Different Space After: 0.17in
[Title Page
2 [ Cancel ] [[ 0K ]]

To

Do this

Set where the section begins

Select an option from the Start Section
pop-up menu.

Change the starting page number for
asection

Sel ect Restart Page Number and type the starting
page number for the current section.

Make the header and footer information
different from the previous section

Select Different For This Section.

Use different headers and footers on the
left and right pages in a section

Select Left & Right Are Different.

Add atitle page to the current section

Select Title Page.

Specify the number of columnsin
asection

Type a number for Number Of Columns.

Vary the widths of columns (if you have
multiple columns)

Select Variable Width Columns, and then type widths
for Space Before, Column Width, and Space After.

Create amirrored column layout (left-
facing pages and right-facing pages have
the opposite column layout)

Select Mirror On Facing Pages.

Set the width of equal-width columns

Type widths for Column Width and Space Between.




Text (word processing)  4-27 \

Varying the number of columns on a page

If you add more than one section to a page, you can vary the number of
columns on the page. For example, to create apage with one column on the
top half of the page and two columns on the bottom half, add a second
section to the page by selecting Insert Section Break from the Format menu
and setting the section to start on anew line, and then add another column

In the Help index,* see:
» sections

Place the insertion point
where you want to insert a
section

In the Help index,* see:
» columns, text

to that section.

Lem Ipam hr AT4g Aberivirr ety st ol i
Feram mr riEh b n Lotk ikcesm L i
it THoUA i dn (e b, < e el

el ondlm @ mu dpdHoborlond A it dipd p o seden T w ode

vk
Fuls r ol A IR btk e
Lzt Dl dr A Py A e
AP AT WD o Tom Ipam dokor ATumat AbseThire
whuosmibpabart s ad A m roram m Tribhacdm o frd it
e wrestddorsm o Wb b mshrp et Trollaim o
MR E b vt e el sl e
Lobortmd A b il A, 2w e Siuut DUl ke
oI bt Blpartu ol o sem e
acroscst vl Hum ol oot P dvied |4 shorc o wtem
At e

Lo Ipmm dobor A tumat; dbseaire whow abg et sad du
reorem wy dbhoeden o Sreddantutivred dooram i d e
aramolve k. THOL i I b m, s e aard
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P
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o v o Bl sk Py v P
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Page before section break

Page after section break

Insert a second
column in the
section

Y ou add columns using the column controls or the Section dialog box. Use
the column controlsto add or subtract equal-width columns. Use the Section
dialog box to create variable-width columns or to enter precise column
widths. For more information on adding columns, see onscreen Help,
“Creating and changing columns’ on page 4-21, and the previous section.

Numbering sections
Y ou can place the section number in aheader or footer, and have it print on

In the Help index,* see:
» Insert Page # command

every page of the section. Doing so isuseful if a section represents a chapter
in abook, and you want to show chapter and page numbers. For example,

you can show:

= asection number by itself (* Chapter 3", “Chapter 4”) or with the current
page number (“Page 3-11", “Page 3-12")

= apage number within asection (*Page 1 of 10” and * Page 2 of 10” where
there are ten pages in the section)

= thetotal number of pagesin asection (“ This chapter contains 32 pages’)

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from

the list and click Go To Topic.
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Toinsert the section number, the page number, or the total number of pages
in the section or document, choose Insert Page # from the Edit menu. Then
select an option in the Insert Page Number dialog box.

To assign letters or Roman numerals instead of numbersto a section, select
an option from the Representation pop-up menu.

Adding footnotes and endnotes

In the Help index,* see:
» footnotes

Annotate your documents with footnotes (notes at the bottom of a page) or
endnotes (notes at the end of a document). To add footnotes or endnotesto a
document, place the insertion point where you want the footnote reference
and choose Insert Footnote from the Format menu. Y ou can later change a
footnote to an endnote in the Document dialog box explained in the table on
the next page. AppleWorks assigns the footnote an incremental number and
creates space at the end of the page or document for the footnote or endnote
text. Asyou type the footnote text, the document text adjusts to
accommodate the length of the footnote. When you' re finished typing the
footnote text, click the main text area or press Enter.

In the Help index,* see:
» Assistants

USIMOD USog

Loem ipsum dolor sit amet, cibsectetyer Loemipg,

aduouscubg ekut, sed diam nonummy nibh evismod UEMED

tincidunt ut laoreet dolore magna aliquam erat

volutpat. Ut wisi enim ad minim beniam, quis Loen® ipsum

nostrud exerci tation ullamcorper suscipit lobortis: a -

nist ut aliquip ex easten commodo cosequat. usiM s

10 S

Duis autem vel eum iriure dolor in hendrerit ;”"' u;:;“"‘,.yw "mwaﬂﬂ;ﬂ

in bulputate velit esse molestie consequat, vel illum o im0 1t

dolore eu feugiat nulla facilsis at vero eros et vdlﬂ:@(muﬂmu oo

accumsan et iusto odio. 2 o aiai? m,w,.nw-’"j,mun
ami ie % 13

Loem ipsum dolor sit amet, cibsectetyer ousa L 's‘fl",‘;isﬂ"’“ms

‘aduouscubg ekut, sed diam nonummy nibh evismod inbIP g d 05

tincidunt ut laoreet dolore magna aliquam erat Pl wﬂvalﬂﬂ;};"mw\gﬂ

volutpat. Ut wisi enim ad minim beniam, quis a9, G 00

nostrud exerci tation ullamcorper suscipit lobortis g K ire e, s

nisl ut aliquip ex easden commodo cosequat. u,ﬂgﬂms%” sy 10

VoA

Duis autem vel eum iriure dolor in hendrerit :ﬂﬂww’w ﬂm‘nmﬂ"f';g iflum

in bulputate velit esse molestie consequat, vel illum v e st

dolore eu feugiat nulla facilsis at vero eros et DU 5 s i

accumsan et iusto odio te feugait nulla faclisi. e (09 gorele

T"Dolore magna’ Aliquam erat, 1972

2 "Esse" Molestie consequat, 1987

3 Feugiat nullafacilsis

Footnotes Endnotes

If you need help adding or formatting footnotes or endnotes, use the
AppleWorks Assistant for inserting footnotes. Choose AppleWorks Assistants
from the (2) or Help menu. Select Insert Footnote, and then click OK. See
“Creating adocument” on page 2-2 for more information about Assistants.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To set options for footnotes and endnotes in the Document dial og box,
choose Document from the Format menu. Then:

To Do this in the Document dialog box

Change al the footnotes in the document to Select At Bottom of Page or At End of Document.
endnotes, or change all the endnotes to footnotes

Use footnote characters other than numbers Desel ect Automatic Numbering.
(suchastor*)

Start numbering footnotes at a number other Type anumber for Start At.
than 1

When you move and del ete footnotes or endnotes, the remaining footnotes
or endnotes are renumbered and the document is adjusted accordingly. To
delete a footnote, select the footnote reference and press the Delete key.

Finding and changing text

In the Help index,* see:

» finding text

Y ou can use the AppleWorks Find/Change command to savetime finding a
particular word or phrasein your document or to find and replace some or all

occurrences of specific text.
To find and replace text, choose Find/Change from the Edit menu, and then
choose Find/Change.
Find: Change: used as the replacement
Type the word or phrase  —~{Lorem | [smorem e (optional)
you want to find . )
[ Wwhole word [] Case sensitive Click to find the next
occurrence without
( Change Al | [ Change | [Change, Find] [ Find Next || making a change
] ]

I
| |
Click to replace all Click to replace only this L Click to replace this occurrence
occurrences atonce  occurrence and end the search and then find the next one

If you leave the Change box empty, clicking any change button deletes the
text that is found.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Onceyou close the Find/Change dia og box, you can find thetext for which you
last searched by choosing Find/Change from the Edit menu and then Find Again.

Finding special characters

In the Help index,* see:
» hidden characters

Using writing tools

Y ou can search for special formatting characters, such as return characters,
tab characters, and symbolsfor column breaks, the same way you search for
regular text. Y ou can also search for special text such as dates, times, and
page numbers.

To find these characters, you enter specia codes in the Find box in the Find/
Change dialog box. All of these codes are listed in onscreen Help and on the
Quick Reference Guide. Y ou can & so copy and then paste special characters
from your document into the Find box in the Find/Change dialog box.

Tip To show or hide formatting characters, click |#§] on the Default button
bar, or type 86-; (semicolon). See “ Showing formatting characters’ on
page 4-6 for more information.

To delete a selected formatting character or replace it with another
formatting character, use the Find/Change dialog box the same way as you
do with text.

AppleWorksprovides spell checking, thesaurus, and hyphenation servicesto
help you polish your writing. These are availablein al AppleWorks
documents except communications.

Checking your spelling

In the Help index,* see:
» spelling

Y ou can check al the text in the document, or text that you select.

To check Do this

All the text in the document Click || on the Default button bar, or choose
Writing Tools from the Edit menu, and then choose
Check Document Spelling.

A selection Select the text or text frame you want to check.
Click |[#] on the Default button bar, or choose
Writing Tools from the Edit menu, and then choose
Check Selection Spelling.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Once you choose either command, the Spelling dialog box appears and
AppleWorks begins checking for questionable words.

The spelling checker verifies the words you are checking in the main
dictionary, which isinstalled with AppleWorks, and any installed user
dictionaries. If it doesnot find aword, it suggests alternatives. If the spelling
of theword in question is correct (such as the spelling of someone’ s name),
you can add the word to a user dictionary by clicking Learn.

Join us for our 10th ahnual book fai

wt Fricay and Saturday. Several promingnt local Click to replace
aLthors will be thers to sign vour

books. We'll have entertairment, tool The with the word

Jores Troupe—whoIPII———"ace——o— speling ————-——=| selected in the list
(changes to Done
G | vrenimcs
1 T ll complete)
Type a keyboard shortcut ®3 :ea: Click to adbdI the i
to replace a word #4 |Nea :] questionable wor
P ‘ %5 |Noah Learn to the user
%6 |now Cancel dictionary
Status: Questionable Spelling 22 \cfl\."uo::tsioi:;c]::e\':ords CIICk to hlde or
show the word
| ... there o sign your neaw books. We'll have ertertainment, too...| in context
|
|
Shows the questionable word Shows the
in context word count
Tip If you need to check the spelling in a communications document, you
can copy and paste the text into aword processing document, and then check
spelling there. Or, save your communications document as text, then reopen
that text file as aword processing document.
Hyphenating words
TR Y ou can use automatic hyphenation to prevent entire words from moving to
In the Help index,™ see: the next line. Y ou can also change where words hyphenate.

» Auto-Hyphenate command
To turn automatic hyphenation on or off, choose Writing Tools from the Edit
menu, and then choose Auto-Hyphenate.

To specify how asingleword should be hyphenated, place theinsertion point
where you would like the word to break and press 36— -(hyphen).

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Finding synonyms

. - When you’ re searching for the best word, you can look up synonyms—

In the Help index,™ see: words of similar meaning—in the onscreen thesaurus that is provided with

> synonyms AppleWorks. The AppleWorks thesaurusis a collection of more than
220,000 words organized by synonyms.

To find asynonym, select aword, choose Writing Tools from the Edit menu,
and then choose Thesaurus. Y ou see the Thesaurus dialog box.

Word Finder® Thesaurus

uncertainty:

Ay concern, doubt, dubiety, incertitude, indecision, mistrust,l 0 Select the
guestion, query, skepticism, suspicion, wonder. synonym
you want

]
Find: @I I Lookup I[i.m% word | [ Cancel | [Replace Jy— Clickto

replace the
selected word
Shows the selected word If you type a different — Click to see a list of all
(or type a different word to word, click to see a list words you've looked up
look up) of synonyms recently

Changing dictionaries
Toinstall and select additional dictionary, hyphenation, and thesaurus files,

H * .
'”dt_he_ Help index,™ see: choose Writing Tools from the Edit menu, and then choose Select Dictionaries.
» dictionaries

Y ou can also create and select different user dictionaries for specialized
terms or proper nouns that don’t appear in the main dictionary.

For more instructions on changing dictionaries, see onscreen Help.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Editing dictionaries

In the Help index,* see:
» modifying dictionaries
» selecting dictionaries

To edit wordsin your user or hyphenation dictionaries, choose Writing Tools
from the Edit menu, and then choose Edit User Dictionary or Edit Hyphenation
Dictionary. In the dialog box, you can edit dictionary entries, import dictionary
entries from atext file, or export the contents of a dictionary to atext file.
For more information, see onscreen Help.

Type a new entry, or edita

selected entry here
o . | Click to add the entry to
User Dictionary: User Dictionary the dictionary
afterclap | |ﬁ|
efflux e
facticity [Remove | Click to remove an entry
fogbow selected in the scrolling list
latrogenic from the dictionary
shanacle ] Cancel
entry: NI Tex! File Click to expand or collapse
the dialog box
(Import...] (Enport... |
I I

Click a button to import or export
dictionary entries

Counting words

In the Help index,* see:
» counting words

Y ou can count words, paragraphs, and other text elementsin any type of
document except communications. To count words, choose Writing Tools from
the Edit menu, and then choose Word Count. A dial og box appearsthat displays
the number of characters, words, lines, paragraphs, pages, and sectionsin the
current document.

Note If you select Count Selectionin the Word Count dial og box, you get aword
count for the current selection only.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Adding pictures and frames to text

In the Help index,* see:
» artwork, text

» drawing, tools

» libraries, overview

There are two ways to place pictures and frames—such as clip art,
spreadsheets, drawings, and paintings—in aword processing document.

Y ou can insert them asinline objects, so that they move along, or flow, with
your text, or place them asindependent objects that float on the page and are
not affected by the text.

Insert an object as an inline object when you want the object always to
appear next to specific text, or flow to the next line as you type more text.
Add afloating object when you want to wrap text around the object (seethe
next section), or move the object with the arrow pointer.

Loretm ipsum dolor st amet, «

L: i ol
orem fpsum aoic euismaod tincidunt Ut lacreet ¢

gLismod tncidunt L

vupubate velt esse  When you select

i i veniam, quis © w—or  Afloating object
veriarm, quis nostrl ex ea ?om , moce  has four handles

facilisis at vero  the object

Li Aniinline object has one bragsert ip = Wt
commox handle when you select Lorer ipsum doler sk armet, ¢
YU ubake velt ease the object eismod fncidunt L laoreet ¢
efug ef accumsan ¢ weniam, quis nostrud exencit

Toinsert an inline or afloating object in a document, first show the tool
panel (choose Show Tools from the Window menu if the tool panel ishidden).
Then:

To insert Do this

Aninline object in text Select the text tool [A]in thetool panel, and then
place the insertion point in the text before you
paste, drag, or insert the object.

A floating object to a document Select thearrow pointer [ & ]in the tool panel, and
then paste, drag, or insert the object.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Text (word processing)  4-35 \

Once you add an object, you can change how it’s placed in text.

To change Do this

A floating object to an inline object Select the arrow pointer inthetool panel and
select the floating object. Choose Cut or Copy from
the Edit menu, and then select the text tool in
the tool panel. Then place the insertion point in
the text and choose Paste from the Edit menu.

Aninline object to a floating object Select thetext tool inthetool panel and select
theinline object. Choose Cut or Copy from the Edit
menu, and then select the arrow pointer [ & ].
Then choose Paste from the Edit menu.

Aligning inline objects To move any inline object (except equations) above or
below the baseline of the text, double-click the object. In the Descent dialog
box, type the number of points (between —255 and 255) you want the object
to move. Type a positive number to move the object below the line of text,
or type a negative number to move it above the line of text.

Wrapping text around pictures

Y ou can wrap text so that it flows around a picture or frame—either in a
rectangular shape or around the contours of the object.

In the Help index,* see:
> text wrap

Uk laorest dolors rmagna aligquo exch
Fipt nec - ponam. In he
Uk laorest PR dolors magr
donam. T Uk suscript
Tl tricidunt uk
n ullameone
m.ln henderet it
tddolone magna alic
‘donarm. Uk suscript v
Tl tneidunt ok bz
h ullameorpet sic etdonam. Uks

Picture placed as an object with
text wrapped around it

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To Do this

Wrap text around a Place the picturein your document as an object (see the previous
picturein aword section). Click the picture to select it, and then choose Text Wrap
processing document from the Options menu. To wrap text around the contours of the

object, choose Irregular. The number in the Gutter box determines
how closethewrapisto the object. Y ou can aso click |#z| onthe
Default button bar for an irregular wrap.

Wrap text within atext Select the item you want to wrap text around and place it over a

frame linked text frame. (Select the frame and see if Frame Links in the
Options menu is checked.) With the item selected, choose Text
Wrap from the Options menu, and then choose Regular or Irregular
(or click | #2| on the Default button bar). For more information,
see “Linking frames’ on page 9-29.

Remove the text wrap With the object selected, choose Text Wrap from the Options
effect menu, and then choose None.

Tip If the text doesn’'t flow smoothly around the object, the object may be a
PICT file. (If it is, you see Ungroup Picture in the Arrange menu.) To modify
the object, select it, and then choose Ungroup Picture from the Arrange menu.
If the ungrouped picture has a border, you can del ete the border by selecting
the object and choosing None from the pen width pop-up menu.

Creating links in word processing documents

In the Help index,* see:

» book marks
» links

When you plan to use an AppleWorks word processing document (or a
document that contains atext frame) onscreen or on the Internet, you can
select an area of the document or frame and create alink (a connection or
jump) to adifferent area of the same document, a different document, or a
document or other information on the Internet.

To create alink in aword processing document, select text, and then create
the link. For more information, see “Creating links’ on page 9-1. To create
alink to information on the Internet, see“Linking Web pages’ on page 11-6.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Chapter 5: Drawing

This chapter describeswhat you can do with the AppleWorks drawing tools.
All draw features, including procedures, shortcuts, and troubleshooting, are
described completely in onscreen Help.

When to use a drawing

Use adrawing whenever you want to create simple shapes, such as
rectangles, circles, lines, and polygons. Y ou can combine these simple
shapes to create designs—such as a map or a quick sketch—in any type of
document except a communications document. Y ou don’t need to create a
frame first.

Consider using a draw document for large drawings or for designing or
laying out a page. For example, you can:

= create layouts for newsletters, brochures, and announcements
= design alogo or letterhead

= create professional-looking forms, such asinvoices and project planning
Sheets

= design aborder or background and create a master page to place the
border or background on every page of a presentation

= make flowcharts, or seating and organizational charts
= illustrate floor plans and furniture arrangements

hain. Strest

Elm- Shreet

— Combine lines, text frames, and ready-made
o) pictures to create a simple map

Bekedare Avenue
Z

Chestnuk Strest

Drawing basics

Y ou use the same tools and commands any time you work with the drawing
toals.
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Creating a drawing

To Do this Example
In the Help index,* see: Create a blank Choose New from the File menu,
draw document select Drawing, and then click OK.

» documents, creating

» documents, opening Or, click [#]] on the Default

button bar. (If you don’'t see the
button bar, choose Show Button Bar
from the Window menu.)

A draw document
Draw objectsinany type  Select adrawing tool fromthe #5557 55
of document (except tool panel and drag the pointer 1993
communications) in the document. (If you don’t 122401240

see the panel, choose Show Tools ;
f the Window menu. The Circle drawn in a
rom . spreadsheet document

frame tools appear)

Note Y ou can create pictures by either drawing or by painting. For
information about painting and how it differs from drawing, see
chapter 6, “Painting.”

About the draw window

When you open anew draw document, you see the draw menus, tool panel,
and graphics grid (aguide you can use to size, position, and align objects).

In the Help index,* see:
» draw documents

> grids

> rulers I Draw menus
» tools

ge Options Window &

2
Buttons for
_ ] 8] ) 2] common tasks in
Bl -] draw documents
AE untitled (DR) E and frames
| &
~ O
(] o)
R i i
Tool panel — fg g‘n Working area with
oz graphics grid
E0
L=
HE
==

*  Choose Index from the (2] or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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What are objects?

In the Help index,* see:
» objects, creating

A drawing is made of objects—separate elements such as rectangles, lines,
and text, as well as paint and spreadsheet frames. Think of adrawing asa
collagein which you create and arrange objects of various shapes, sizes, and
colors. When you overlap objects, the hidden parts still exist.

Every object hasaborder (which you can hide) and afill (the areawithin the
border).

Another type of object isaframe. Most of what you can do with an object
you can do with aframe aswell.

Text frame (hidden border and transparent fill)

Border

Using the drawing tools

Y ou usethetoolsin thetool panel to create, select, move, resize, and reshape
objects. (If you don’'t seethetool panel, start by choosing Show Tools from the
Window menu.)

Y ou usethefirst four toolsin thetool panel to work with frames and objects.
For more information, see “Working with frames” on page 3-9.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Usetheremaining toolsin thetool panel to create and change different types

of objects.
In the Help index,* see: % ? I Click to work with frames and
. objects
» drawing, tools o ] | : :
» selecting objects o Click to select a tool
e R :
2[4 - N
i
<l f i
. . \“"’il-— Hold down the mouse button as you
B0 : : drag the tool
==
HE
E ...................
Use this tool To draw
Line tool Diagonal or straight lines. To make straight lines, hold
down Shift as you drag the tool.
[O] Rectangletool Rectangles. To draw squares, hold down Shift asyou drag
the tool.
=] Rounded rectangletool  Rectangles with rounded corners. To draw squares, hold
down Shift as you drag the tool.
[=] Oval tool Ovals. To draw circles, hold down Shift as you drag
the tool.
Arc tool Arcs
[=Z]  Polygon tool Shapes composed of angles and straight lines
Freehand tool Curved lines, as you would draw with a pencil or pen
Bezigon tool Shapes with Bezier curves and angles. To draw a Bezier
curve, click thetool, and then release the mouse button
and drag the pointer. Click at each place you want to turn
the curve. To end the object, click twice.
<] Regular polygon tool Closed polygons with sides of equal length

The eyedropper [#] is a special tool used to pick up and apply an object’s
attributes (such as col or and pattern). For moreinformation, see“ Copying an
object’ s attributes” on page 5-11.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Asyou use the drawing tools, keep the following tipsin mind:

To

Do this

Limit movement of theline, arc,
polygon, bezigon, and regular
polygon tools to 45°, 90°, and 180°

Hold down Shift asyou draw. (Holding down Shift also
limits the movement of the arrow pointer [k ] asyou
move selected objects.)

Set the number of sideson a
regular polygon

Select the regular polygon tool and choose Polygon
Sides from the Edit menu. Type the number of sides
(from 3 to 40), and then click OK.

Set the angle of rounded corners

Select the object and choose Comer Info from the Edit
menu. Choose an option, type avalue for the angle of
curvature, and then click OK.

Set the angle of an arc

Select the object and choose Arc Info from the Edit menu.
Choose Normal to omit frame edges; choose Frame Edges to
include frame edges (to make awedge). Type vauesfor
the position and angle of curvature, and then click OK.

Use the same tool repeatedly

Double-click thetool. Thishighlightsthetool and locks
it. To unlock, select another tool.

You'll find complete instructions for customizing the AppleWorks drawing

toolsin onscreen Help.

For information on

In the Help index,* see:

Closing polygons automatically

polygons

Creating a custom line width

pen

Changing the constraint angle for lines, rectangles, —graphics preferences
rounded rectangles, polygons, and bezigons

Automatically smoothing curved lines in
freehand objects

Speeding up the gradient display

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from

the list and click Go To Topic.
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Selecting and deselecting objects

An object (or frame) must be selected before you can move or changeit. As
soon as you release the mouse button after drawing an object, AppleéWorks
selects the new object and adds handles.

antiil B ““41% o
@:i_ @;i k— To select a transparent object, click the

. == - = object’s line or border

Handles indicate an object is selected

An object remains selected until you deselect it or select another object.

To Do this

Deselect an object Click anywhere outside the object. (For information on
transparent objects, see “ Changing lines, borders,
colors, patterns, and textures’ on page 5-9.)

Select a deselected object Click the selection tool [k ] and then click anywhereon
the object.

Select more than one object Hold down the Shift key and click each object.

at atime

Select atransparent object Click any of the object’s outlines.

For more information on selecting objects, see onscreen Help.

For information on In the Help index,* see:

Other ways to select multiple objects selecting objects

Deselecting one object while several are selected

Selecting all objects of a certain type

Selecting objects within a frame

Changing the number of handles displayed on a graphics, preferences
selected object

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Using the graphics ruler and grids

The graphics grid, graphics ruler, and autogrid (an alignment feature that
helps you draw or move objects in precise increments) help you size,
position, and align objectsin a draw document.

In the Help index,* see:
» autogrid

» graphics, grid

> rulers

Drawing 5-7

T 7 Tz — Graphics ruler

Dotted lines move
with the pointer

Graphics grid

S r——— Pointer

Y ou can change the ruler settings, turn the autogrid off, or hide the

graphics grid.
To Choose
Show or hide the graphics grid Show Graphics Grid or Hide Graphics Grid from the

Options menu

Show or hide the ruler

Show Rulers or Hide Rulers from the Window menu

Set ruler type, divisions, and units

Rulers from the Format menu, choose options from the
Rulers dialog box, and then click OK

Moveobjectsfreely, without being
constrained to the autogrid

Turn Autogrid Off from the Options menu

Turn on the autogrid so objects
“snap” to the grid

Turn Autogrid On from the Options menu

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from

the list and click Go To Topic.
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Moving objects
Move selected objects with the pointer, the keyboard, or by using menu
commands.

Remember that you can usually reverse your most recent action by clicking
on the Default button bar, or choosing Undo from the Edit menu. To revert
to the most recently saved version of your document, choose Revert from the
File menu.

Note To move objects freely, without being constrained to the autogrid,
choose Tum Autogrid Off from the Options menu.

To move Select the object(s) and Example
In the Help index,* see: Any object, Hold down the mouse button while .. .
. . including aframe dragging the object to the new
> obje_c_t S'.Z € palt_ette position. (Don’t drag ahandle. If . ] = k
> positioning objects you do, you'll resize the object.)
An object in small Press the arrow keys
increments @

An object by specifying  Choose Object Size from the Options

1.36 in
0.75 in

itslocation menu, type valuesin the top four nz Swiza .—
boxes in the size palette, and then TEE L Type here
press Return 4 16z
b
I
B

Duplicating, copying, and deleting objects
Once you create objects, you can duplicate, copy, or delete them.

In the Help index,* see:
» duplicating
> removing

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Remember that you can usually reverse your most recent action by choosing
Undo from the Edit menu. To revert to the most recently saved version of your
document, choose Revert from the File menu.

To Select the object(s) and
Duplicate an object Choose Duplicate from the Edit menu.
Space duplicates evenly After duplicating the object, move it immediately to a

new position. The next duplicate you create appearsat the
same distance from the last copy.

Copy an object and paste it Click on the Default button bar, or choose Copy from
elsewhere the Edit menu. Click where you want the copy to go and
choose Paste from the Edit menu.

Delete an object permanently Press Delete

Delete an object and storeit on  Click || on the Default button bar, or choose Cut from
the Clipboard the Edit menu. Anything you store on the Clipboard stays
there until you cut (or copy) something else.

Changing the appearance of objects

Use AppleWorks to change or fine-tune the appearance of objects (or
frames). Y our changes affect all selected objects.

Changing lines, borders, colors, patterns, and textures

Usethefill palettesto change an object’ s color, pattern, gradient, or texture.

H * .
In the Help index,™ see: Use the pen palettes to change lines and borders of objects.
» objects, modifying

Fill sample Pen sample
. & _ I
Fill color palette — [z Fill pattern palette TE Pen pattern palette
.
Fill gradient palette | ' Arrowhead palette
Fill texture palette Pen width palette
Pen color palette

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Y our changes affect selected objects. If you choose from the fill and pen
palettes when no objects are sel ected, AppleWorks appliesthe settingsto the
next objects you create.

To choose from a fill or pen
palette, hold down the pointer
on the palette control, and then

5 5 |
74

drag the pointer to your ENEN
selection @m]m]méguﬂ
B B e
EE BRI
BROEEEEE
Select the object(s) Example
To and choose (before and
after)
Change the width, color,  From the pen width, pen color, and pen
or pattern of aline or pattern palettes D D
border ~
Hide aline or border None from the pen width palette D
Show a hidden line A line width from the pen width palette 123
or border

Make aline, object, or The transparent icon [ from the pen

frame transparent pattern palette (for aline) or thefill pattern 9 @
palette (for an object or frame)

Add, change, or remove  An arrowhead or Plain Line from the

an arrowhead arrowhead palette \ \

Changethefill color of an A color from thefill color palette B

object or frame B

Change thefill pattern, A pattern from the fill pattern palette, a
gradient, or texture of an  gradient from thefill gradient palette, or a ‘
object texture from the fill texture palette. (You
can't add patterns, gradients, or texturesto
spreadsheet frames.)

v

For information on customizing the palettes, or using custom palettes from
other applications, see “ Creating custom colors, patterns, gradients, and
textures’ on page 5-18.



In the Help index,* see:
> styles

Select the objects to
change

Drawing 5-11 ‘

Tip You can create styles—combinations of formatting information—and
then apply the styleswith asingle click. (To show the stylesheet, click |Zs] on
the Default button bar, or choose Show Stylesheet from the Window menu.) For
example, if you create astyle called Wide Border, you can apply it to objects
and frames any time you want. When you change astyle, all the objectswith
the same style also change. For information on creating and using styles, see
onscreen Help and “Using styles’ on page 9-5.

dit

|
s Black Fill/Red B... |1

Checked Fill/Bo...
Red Fill/Elue Bo...

Then click t0 — . wide Border
apply a style Default 1

Before that you
created

Properties of the selected
17 style

New Edit
=

After To see a style’s properties,
click Edit and then select
the style

Copying an object’s attributes

In the Help index,* see:
» objects, copying, attributes

Use the eyedropper to pick up (copy) an object’ s attributes (color and
pattern, gradient, or texture, and pen width and arrowhead settings) and
make them the current settings, without having to select them from a palette.
Y ou can also use the eyedropper to apply the current settings to another
object.

To copy an object’ s attributes, select the eyedropper and click the object
whose attributes you want to copy. Thefill and pen samples changeto reflect
the new settings.

To apply the new settings to another object, select the eyedropper, position
it over the object, and hold down 88 as you click.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Resizing objects
To resize one or more objects or frames, use the mouse or AppleWorks

commands.
To resize objects by Select the objects and Example
In the Help index,* see: Using the mouse Place the pointer on a handle and hold
. . down the mouse button as you drag a
> resizing, objects handle. To scale proportionally, hold v
down Shift as you drag.
Specifying a Choose Scale By Percent from the Arrange Stal ey rarce

Tqoe Ehe perteniage enlorgement
o rutuctl rontal

percentage (scaling)  menu. Type vaues in the boxes for the
percentage by which to enlarge or
reduce the area, and then click OK.

Type here

Setting new Choose Object Size from the Options T

dimensions menu, type values in the bottom three 1 sgt%ngistec)
boxes in the size palette, and then press 2|~ reposition the
Return. 24%in ObjECt

FAES

122 |—Type here

MW E L AT [

Seeonscreen Help for additional information on resizing objectsand frames.

For information on In the Help index,* see:

Adding extra handles to objects to help you change  graphics, preferences
only the width or the height

Setting the angle of constraint (limitation) for the
pointer’s motion

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Reshaping and smoothing objects

Use AppleWorks commands and controls to reshape objects and change
their curves or angles. See onscreen Help for more ways to reshape objects
and curves, aswell as how to add and delete control handles and anchor

In the Help index,* see:
» reshaping

points.

To

Select the object(s)
and choose

Example
(before and after)

Modify the corners and
ends on rectangles and
squares

Corner Info from the Edit menu (or
double-click the object). Choose an
option, type avaue for the angle of
curvature, and then click OK.

1 O

Modify an arc

Arc Info from the Edit menu (or double- -\ D
click the object). Choose an option for

omitting or including frame edges (to

make a wedge), type values for the

position and angle of curvature, and

then click OK.

Reshape arcs, polygons,

Reshape from the Arrange menu. Use the

regular polygons, reshape pointer - to drag the anchor Nl
bezigons, and freehand points to new positions. Then choose * @‘
shapes Reshape again. /g
Change the bend of a Reshape from the Arrange menu. Click & b

curvein abezigon or an anchor point on the curve to change \ - [
freehand object and drag either end of the control ™ >

handle. Then choose Reshape again.
%— Control handle

@— Anchor point

)

Smooth out or restore

sharp angles of apolygon,

bezigon, or freehand
shape

Smooth or Unsmootl

h from the Edit menu : | ‘_ !II :

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Connecting objects

When you want to make an intricate design with many curves or angles, you
can connect aseriesof shapes. Y ou can connect any combination of freehand
shapes, polygons, regular polygons, and bezigons.

Start by creating the two objects you want to connect. Then select one of the
objectsand choose Reshape from the Arrange menu. Y ou see anchor pointson
the object and the reshape pointer.

Anchor point
Reshape pointer —— ¢W

Objects to be connected

Choose Cut or Copy from Example
To the Edit menu, and then (before and after)
Connect theend of oneobject  Select the second object and click w
to the start of another on the Default button bar, or [/ &;\
In the Help index * see: choose Paste from the Edit menu.
o Then choose Reshape again.
» connecting objects
Connect the starting points  Select the starting point of the w
of two objects second object and click [(2] on the o %
Al
Default button bar, or choose Paste

from the Edit menu. Then choose
Reshape again.

Create a pattern of duplicate  Click [&] on the Default button

connected shapes bar, or choose Paste from the Edit S NANS
menu one or more times. Then
choose Reshape again.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Arranging objects

In the Help index,* see:
» objects, arranging
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To align, rotate, flip, or group the objects you draw, or to change how they
overlap, select the object or objects to arrange, and then choose a command
from the Arrange menu. Start by selecting one or more objects.

Select the object(s) and choose this Example

To command from the Arrange menu (before and after)
Align objectsto Align to Grid
the autogrid @ Q)

Align objects to each
other or distribute
space evenly between
objects

Align Objects. In the Align Objects dialog

box, select a Top to Bottom and Left to Right | ‘ ||| | ﬁ ]
option, click Apply, and then click OK.

(Y ou can also choose the appropriate

button on the Default button bar.) | || - ‘i 1

Rotate objectsfreely  Free Rotate. Select the object to rotate and . -
drag a corner handle. Then choose Free . '*}:x ‘ h ﬂ .
Rotate again. S m Y
Rotate objects Rotate. Type avalue for the degree of " A" .. m
rotation, and then click OK. . * . -
Flip objects

Flip Horizontally or Flip Vertically . " $' . "*‘

Group two or more  Group .. A" " =
objectsinto a .* . *
single object e . -
Separate grouped Ungroup. Y ou can ungroup objects more " P
objects than once if necessary. ‘ * ‘ *
Change how objects  Move Forward, Move To Front, Move Backward, or

overlap Move To Back | al HI

Important 1f you see Ungroup Picture in the Arrange menu, it means the
selected object isan imported PICT file. If you continue, you may |ose some
of thepicture. To regroup the picture, immediately choose Undo from the Edit

menu.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Locking objects to prevent changes

To protect objects from being changed, or frames from being deleted or
moved, lock them.

- B Unlocked objects have black handles

1992 T4z
1995 6338 ‘
1994: T2T4
1995 F792

LI

Locked objects have dimmed handles

To Do this
In the Help index,* see: Lock objects Select one or more objects and choose Lock from the Arrange menu.
» locking Lock an Choose Select All from the Edit menu, and then choose Lock from the
entire drawing Arrange menu.
Unlock locked Select the objects and choose Unlock from the Arrange menu.
objects

Asyou work with locked objects, keep these pointsin mind:
= Y ou can change the contents of alocked frame.

= |f you group an object with alocked object, AppleWorks locks the
entire group.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Creating a master page

In the Help index,* see:
» master pages
> stationery

A master page istext or graphic information that repeats on every page of a
draw document. Unlike aheader or footer, information on amaster page can
occupy the entireworking area of the page, and stays behind everything else
on the pages of a document.

New I

=Ben
=Jocelyn Agenda
=Jill
= New members
= Building reports
= Future plans

Master page Document pages

Consider using a master page to:

= show acompany logo, or text such as Draft or Confidential in
text frames behind the main body of text

= create aborder around the contents of each page
= add acommon background to slides in a presentation

To create amaster page, choose Edit Master Page from the Options menu. (Y ou
see Master Page in the page indicator at the bottom of the window.) Add the
page elements you want to appear on every page of the document. Then
choose Edit Master Page again from the Options menu.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Keep these pointsin mind:

= To0 see master page elements as you work on your document, choose
Page View from the Window menu.

= You can save adocument with a master page as stationery, areusable
template. See* Saving document formatting as templ ates (stationery)” on
page 2-12.

= |f you select an object on a normal page (not a master page) and choose
Move To Back from the Arrange menu, the object may move out of sight
behind an object on the master page.

= For moreinformation about slides, see“ Creating a slide presentation” on
page 9-18.

Adding pages to a draw document

In the Help index,* see:
» Document command

By setting up your draw document to use multiple pages down and across,
you can produce alarge drawing or newsl etter, or draw an object larger than
one page. Y ou can drag objects from page to page until you have the
arrangement you want.

To change the number of pagesin adraw document, choose Document from the
Format menu. In the Document dialog box, type values in the Pages Across
and Pages Down boxes, and then click OK.

Creating custom colors, patterns, gradients, and textures

In the Help index,* see:

» editing, colors and gradients
» editing, patterns and textures
» palettes, preferences

To customize colors, patterns, gradients, and texturesin AppleWorks, you
can:

= add colors, patterns, gradients, and textures to the fill palettes
= add colors and patterns to the pen palettes

= use 256-color palettes from the Palettes folder, which isin the
AppleWorks folder in the Application Support folder (in the System
Folder) or other applications

Each palette has its own editor that you open by double-clicking a color,
pattern, gradient, or texture in a palette. Complete instructions are in
onscreen Help.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Drawing 5-19

Adding clip art
Y ou can incorporate AppleWorks clip art and other typesof artin adrawing.
Anything that you add to a drawing becomes an object.
To Do this

In the Help index,* see: Add AppleWorks clip art to Choose Library from the File menu, choose Open, and

» duplicating adrawing then choose acategory. Inthelibrary palette, select an

image and click Use. For moreinformation, see*Using
> Insert command libraries’ on page 3-18.

» libraries, overview

Copy one or more picturesfroman  Use one of the following methods:
AppleWorks document, or a
document from a different
application, to a draw document

= Open the document containing the picture to copy,
select the picture, and click on the Default
button bar, or choose Copy from the Edit menu.
Open the AppleWorks document to contain the
copy, click where you want the picture to go, and
then click on the Default button bar, or choose
Paste from the Edit menu.

= Usedrag and drop to drag the picture from a
different document into the A ppleWorks document.

Import picturescreated inadifferent Click |ze| on the Default button bar, or choose Insert

application from the File menu. In the Insert dialog box, select a
file type from the Show pop-up menu, locate the
document to import, and then click Insert.

Adding text, spreadsheet, or paint frames
Use text, spreadsheet, and paint frames to add a professional touch to a

S drawing. Once you add a frame to adrawing, it becomes an object that you
g can select and then work with just as you can any object. For example, you
2 can rotate it, change its borders, or make it transparent.

Rotated text frame

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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If you don’'t see the tool panel, choose Show Tools from the Window menu.

To do thisin a

draw document Do this Example
. * . Type text Select the text tool and click onceinthe
In the Help |n.dex, See: document. Choose %m the Font, Size, and XvZ
> frames, creating Style menus, and then type your text.
Changetheappearanceof Select the text frame and choose from the nyz " W ®
text in atext frame Font, Size, Style, Text Color, Alignment, and Spacing ~ aasa_ Yy
commands in the Format menu, or choose . .
from the pop-up menus below the buttonson ~ Before After
the button bar.
Add a spreadsheet frame  Select the spreadsheet tool and dragin ol s
the document to create a spreadsheet frame. 1993 6398 ‘
Y ou see the spreadsheet pointer and }zz; ;jg;
spreadsheet menus.
(Column and row
headers have been
hidden)
Paint Select the paint tool and drag in the
document to create apaint frame. Y ou seethe M ‘
pencil, painting tools, and paint menus.

Asyou work with frames, keep the following points in mind:

= You can also place text, spreadsheet, or paint frames in adrawing by
choosing them from alibrary. See“Using libraries’ on page 3-18.

= To switch between working in aframe and the rest of the document, click
the areain which you want to work.

= Youcan add an equation to atext framein adraw document. See* Typing
equations’ on page 4-5.

= Todisplay handleson anewly created frame, to treat it asan object, click
J outside the frame.

= You can link frames so that their contents are connected. (For example,
have text flow from one frame to another by linking the frames.) See
“Linking frames” on page 9-29.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Creating links in draw documents

When you plan to use an AppleWorks draw document onscreen, on the
Internet, or World Wide Web, you can select an area of the document and
create alink (aconnection or jump) to adifferent area of the same document,
adifferent document, or a document or other information on the Internet.

In the Help index,* see:

» book marks
> links

To create alink in a draw document, select a graphic object, text (in atext
frame), a spreadsheet cell (in a spreadsheet frame), paint image, or frame,
and then create the link. Y ou can place all types of links (document links,
URL links, and book marks) anywhere in a draw document. For more
information, see” Creating links’ on page 9-1. To createalink toinformation
on the Internet, see “Linking Web pages’ on page 11-6.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.






Chapter 6: Painting

This chapter describeswhat you can do with an AppleWorks paint document
or paint frame. All paint features, including procedures, buttons, and
troubleshooting, are described completely in onscreen Help.

When to use a painting

Use a painting when you want to create airbrush or brushstroke effects, to
tint colors, or to transform shapes (for example, to add perspective to an
image), or add special effects (for example, blurring an image). Because
paintings are made of individual pixels (dots) that you can change, you have
very precise control over textures, colors, and shapes.

Use an AppleWorks paint document or frame to:

= create “hand-painted” artwork for invitations, holiday decorations,
posters, and announcements

= illustrate reports
= work with scanned pictures

When you are painting, you use the same tools used to make drawings
(describedin*Using thedrawing tools” on page 5-3) plusadditional painting
tools, such as the spray can.
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In the Help index,* see:
> pixels

Painting basics

How paintings and drawings differ Drawings are made of objects that can be
selected, moved, or changed while retaining their individual identity. For
example, when one object in a drawing overlaps another, the back object
remainsintact. Paintings are made of many separate pixels. Shapesdrawnin
apainting lose their individual identity and become part of the collection of
pixels. For example, when oneimagein apainting overlapsanother, the back
image is permanently replaced with the front image.

f. f'fi;.

Ina drawing, changes affect the Ina painting, changes affect only
entire selected object selected pixels

A painting can be a document or aframe. Y ou use the same tools and
commands any time you work with a painting, whether it's a document or
aframe.

Creating a painting

In the Help index,* see:
» documents, creating

» paint documents

» paint tool

To create a Do this Example

Blank paint document Choose New from the File menu,
select Painting, and then click OK.

Or, click |&]] on the Default
button bar. (If you don’'t see the
button bar, choose Show Button Bar
from the Window menu.)

Paint frame within another ~ Select the paint tool | & | (choose

type of document (except  Show Tools from the Window

communications) menu if necessary), move the
pointer into the working area of
thedocument, and then draw the
paint frame.

A paint frame in a word

processing document

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Tip If you see amessagetelling you that the document size has been reduced
to fit the available memory, see “Working with large files’ on page 6-16.

About the paint window

Tool panel —

When you open a paint document or create a paint frame, you see the paint
menus and the tool panel.

I Paint menus
% File Edit Format Transform Options Window © 4]
B i Y S e T }‘ uttons or
common tasks in
= paint documents
T untitied (PT) and frames

~Jofole [ ]0]/ el
AR

&
=

[l (Y] S
ﬂ&EH I:I@l

Working with paint frames

In the Help index,* see:

» frames, working in
» paint frames

Handles show that the
frame is selected

A paint frame provides aview into apainting. A paint frameislike any
other object. You can move it, resize it, change or del ete the border, or
apply afill color. Within aframe, you have full access to the paint tools
and commands.

EE=EE=EEE H Eelala] [0 o
CARA TR R = e i S R = T
I Click once to select the
Ls dolor st amat, tet | | i I
s | romminy on ouemod tricunt i mored dore g 1ame as an object. Click
% erat volulpat, Ut wisi enim ad minim veniam, quis nosh again to work inside the
tation ullamcorper suscipk lobortis nisl uk aliquip ex ea

comsequat. DU autem vel eum Fiure dolor in hendrer frame
velit esse molestie consequat, vel illum dolore eu feugi

facilisis at vero eros et accumsan et iusto odio dignissit
pragsernt lup tatum 2zril delent augue duis dolore te feugait nulla facilisi
dolor sit amet, consectetusr adipiscing elk, sed diam nonum msy nibh euisr
ut laoreet dolore magna aliquam erat volupal. Ut wisi enim ad minim ver
nostrud exerci tation ulameorper suscipit bbortie nisl ut aliquip ex ea corr
consequat.

Click twice outside the frame to work in
the rest of the document

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



6-4  AppleWorks 5 User's Manual

Here are some ways to adapt a paint frame to suit your needs:

To Do this
In the Help index,* see: Resize a paint frame Select the frame and drag a handle.
» frames, formatting Open the frame to see Select the frame and choose Open Frame from the Window
» frames, working in more of the painting menu. When you open the frame, you seethe painting in anew

window. The open frame is linked to the original document.
Any changes you make in the open frame are al'so made in the
document. (To close an open frame, choose Close from the File

menu.)
Change the width and Select the frame and choose Open Frame from the Window
height of the painting menu. When you open the frame, you seethe painting in anew

window. Choose Document from the Format menu, and then
type new size values. (To close an open frame, choose Close
from the File menu.)

Close an open frame Choose Close from the File menu.

Display adifferent part of  Select theframe and choose Frame Info from the Edit menu. Type
the painting intheframe  valuesin the Origin box, and then click OK. The new values
become the coordinates of the upper-left corner of the frame.

For information about linking paint frames in a document, see“Linking
frames’ on page 9-29.

Working with images

In a paint document, you use the painting tools to create images (painted
shapes and effects).

Using the painting tools
The painting tools include the drawing tools and additional painting tools.
For information on the drawing tools, see“Using the drawing tools’ on page
5-3. The remaining tools are unigque to paintings.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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» tools
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To select atool on the tool panel, click it. Once you select atool, it stays
selected until you choose another tool.

To use the Select the tool and Example

Brush Drag the pointer to paint strokes with the current P
fill color, pattern, or texture

Pencil Drag the pencil to paint fine linesin the current P
fill color

Paint bucket Click an enclosed areato fill it with the current oy
fill color and pattern, gradient, or texture ﬁ

Before After

Spray can Drag the pointer to spray the current fill color, W
pattern, or texture

Eraser Drag the eraser to remove part of an image o 3

Before After

Asyou use the painting tools, keep the following tipsin mind:

To Do this

Change the size, shape, and other settings Choose Brush Shape or Spray Can from the Options

for the brush and spray can menu.

Change the brush effects Double-click the brush [& ]. Choose Effects from
the pop-up menu, set the options, and click OK.

Set the number of sides on aregular Double-click the regular polygon tool [&], type

polygon the number of sides (from 3t0 40), and then click
OK.

Set the angle of curvaturefor anarc, or  Double-click the arc tool [, set options, and
frame the arc’s edgesto makeawedge  then click OK.

Set theangle of curvaturefor theendsand  Double-click the rounded rectangle tool [&], set

corners of arounded rectangle options, and then click OK.
Erase the entire painting Double-click the eraser [&].
Reverse your most recent change Click |B1] on the Default button bar, or choose

Undo from the Edit menu.

Use a selected image as a paint brush Hold down Option-38 as you drag the image.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Setting lines, colors, patterns, and textures

In the Help index,* see:

» fill palettes
> palettes

> pen

> styles

Use the fill and pen palettesto set the fill color and pattern, gradient, or
texture, and set the line color, pattern, width, and arrowhead style.

Select the fill and pen settings before you paint an image. I’ s easier to set
them up ahead of time than to change an image once it’s been painted.

Use To

HIM Fil palettes  Set thefill color and pattern, gradient, or texture used for closed
E% images (such as the oval) and the paint bucket tool, and set thefill

color and the pattern, gradient, or texture used for the brush tool
and spray can tool

I Penpaettes Change settings for lines and image borders or to add arrowheads

Y ou can use the eyedropper to pick up (copy) acolor from an image to
useinthefill or pen palettes, without having to select it from apalette. Click
the eyedropper, and then click in the image where the color you want
appears. The color of the pixel you click appearsin thefill sample. To
change the pen color instead of thefill color, hold down Option asyou click.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Tip Save combinations of fill and pen attributes as astyle, and then apply the
styleto change the pal ette settingsin one step. (To open the stylesheet, click
on the Default button bar, or choose Show Stylesheet from the Window
menu.) For more information on styles, see“Using styles’ on page 9-5.

File Edit File Edit
_——e
Elack Fill/Red ... [L1] = Bazic Styles ||| |Properties
Create a style, and [ |+ Checked FiTl/Bo... Black Fill /Re... Base Style: Nane I
then select it to Red Fill/Elue Bo... +Checked Fill ... Obj. Pen Size: Mone
change the palette wide Border Default 55 obj. Fill coter: [
settings Default bl Reed Fill/Elue ... Obj. Fill Pattern : [
‘wide Border
[* Paragraph ... 1
Default 1
[* Outline St.. i
| [> Table Styles HH |11 1]
= i

To see a style’s properties, click Edit and

Properties of the style Checked
then select the style

Fill/Borderless

Y ou can customize palettes by editing the colors, patterns, gradients, and
textures. Y ou can also load new color palettes. See“ Creating custom colors,
patterns, gradients, and textures’ on page 5-18.

Overlapping colors and patterns

The paint mode determines how patterns and colors interact when they
overlap. To set the paint mode to opaque, transparent pattern, or tint, choose
Paint Mode from the Options menu, or click the corresponding button on the
Default button bar.

Opaque Transparent Tint
pattern

& B (@

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.

In the Help index,* see:
» Paint Mode command
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Selecting and moving images

In the Help index,
» images, arranging

* see:

To select

Before you can change an image, you must first select it.

Do this Example

A rectangular area

Click the selection rectangle [E3] and drag
it over theareato select. You can select all
or part of animage.

The outline of an image

Hold down 88 as you drag the selection
rectangle around the image you want to
select.

Everything in the document

Double-click the selection rectangle [I2].

An irregular shape without
selecting the surrounding
white space

Click the lasso [&] and drag it around the
areayou want to select. The loop closes
automatically.

By color, when you want to
select shapesthat are difficult
to lasso

Click the magic wand [*] and click an
area. AppleWorks selects all adjacent
pixelsof the selected color. To select more
than one color area, click the magic wand
and drag it across multiple colors.

Y ou can move a selected
keyboard.

To

image with the pointer or the arrow keys on the

Do this

Move a selected image with the pointer

Move the pointer over the image until it becomes
an arrow, and then drag the image to anew
|ocation. The image stays selected until you click
€elsewhere in the document.

Move a selected image verticaly or

horizontally one pixel at atime

With the autogrid off (choose Turn Autogrid Off from
the Options menu), press the arrow keys.

Move a selected image eight pixels at

atime

With the autogrid on (choose Tum Autogrid On
from the Options menu), press the arrow keys.

Change the distance that the im.

moves each time you press an arrow key

Choose Tum Autogrid On from the Options menu.
Choose Grid Size from the Options menu, and then
select asize.

age

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Deleting, copying, and duplicating images

Y ou can delete, copy, or duplicate an entire image, part of an image, or
several images at once. Remember that you can usually reverse your most
recent action by choosing Undo from the Edit menu. To revert to the most
recently saved version of your document, choose Revert from the File menu.

In the Help index,* see:

» editing, images

To Do this

Delete an area Select the area and then press Delete.

Delete part of animage Drag the eraser [2].

Delete all imagesin a painting Double-click the eraser.

Copy or cut an areaand paste it Select the area and from the Default button bar,
elsewhere click or , or choose Copy or Cut from the

Edit menu. To place the image in the document,
choose Paste from the Edit menu.

Duplicate an area Hold down Option asyou drag the selected image.
Duplicate an area continuously Hold down Option-88 as you drag the selected
image.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Magnifying an image
Y ou can change the zoom level (magnification or reduction) of a paint
document asit’ s displayed in the window.

Zoom in to edit pixels ——— Zoom out to see more of
the painting

To Do this
H * .
In the Help index,™ see: Zoomout or in Click the zoom-out [ or zoom-in [u] control (at the
» zooming in and out bottom of the window).
Zoom out quickly to 800% Double-click the pencil [# ].
Return to 100% view Choose 100% from the zoom percentage
(actual size) pop-up menu oo ], or double-click the pencil.

Transforming a selection

Y ou can change animage by transforming its shape, changing itsorientation,
or refining its color.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Painting 6-11

Reshaping a selection

To reshape asalection, select the areayou want to change, choose acommand
from the Transform menu, and then drag the handles that appear.

Select the area and
To choose Example

In the Help index,* see: . . .
. Slant an image vertically or horizontally Shear E
» transforming

Stretch animage in any direction Distort E

Add the appearance of depth or distance Perspective E::‘ o

When you finish reshaping, click anywhere outside the selection rectangle.

Resizing or turning a selection

Toresize or turn a selection, select the area you want to change, and then
choose a command from the Transform menu.

Select the area and
To choose Example

In the Help index,* see:
the Help index,”™ see Rotate an image freely Free Rotate, and then drag a

» transforming handle to the degree of rotation
you want

degree of rotation, and then
click OK

Rotate an image by 90° on the Default button bar

Flip animage horizontally or vertically  Flip Horizontally or Flip Vertically

Rotate an image by a set amount Rotate, type a value for the q

* Choose Index from the (2] or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To

Select the area and

choose Example

Resize an image by dragging a handle

Resize, and then drag ahandleto
the size you want

EE

Resize an image by specifying a set

percentage

Scale By Percent, type values for
the percentage to enlarge or
reduce the selection, and then
click OK

E e

When you finish resizing or turning, click anywhere outside the selection

rectangle.

Coloring and tinting images

To refine an image’ s color, select the area you want to change, and then
choose a command from the Transform menu.

In the Help index,* see:
» transforming

To

Choose Example (before and after)

Fill the selected part of an
imageor fill animagethat is
already partly filled (aswith
agradient)

Fill, or click

on the Default
button bar

Reversethe colorsin a

Invert, or click

selection to make a on the Default

“negative” image button bar

Blend the edges of animage Blend, or click

with the background color  on the Default
button bar

Tint the color in aselection  Tint, or click

with the current fill color on the Default
button bar

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To Choose Example (before and after)
Lighten or darken each pixel  Lighter or Darker, or
in aselection click B or 5

on the Default

button bar

When you finish coloring and tinting, click anywhere outside the selection
rectangle.

Combining images

To combine the colors and patterns of two images, select an image or area
e . and move it over the image whose color and pattern you want to pick up.
> picking up attributes Then click|i&] on the Default button bar or choose Pick Up from the Transform

menu.
s Image of horse combined
=7 k g with the background
el

Before After (paint mode set to Tint)

In the Help index,* see:

Note Theway AppleWorkscombinestheimagesdependson the paint mode.
In opaque mode, the colors from underneath replace the colorsin the
selected image. In transparent mode, the colors underneath are added. Intint
mode, the colors blend.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Adding text and spreadsheets

In the Help index,* see:

» frames, creating
» text, frames

=3 B W

To add text or a spreadsheet to a paint document:

1. Click the text [A] or spreadsheet [&] tool, move the pointer into the
document, and then drag to draw the frame.

2. Choose options from the Font, Size, and Style menus, and then type the
text or numbers.

3. When you finish, click outside the frame.

The frame contents become part of the painting. Y ou can change the
pixelsthat make up theimage, but you can’t edit the contents by using text
or spreadsheet commands.

Tip Toinclude a spreadsheet frame in a painting, create and add data to the
spreadsheet frame in adraw or text document, and then copy the frame and
pasteit in the paint document.

Text in a painting

[
m
m

— Spreadsheet in a painting

2l
=]
2]

Creating text effects Add interesting visual effectsto text by creating atext
framein a paint document. Try typing a newsletter title in an outline font
style. Zoominto enlarge your view of thetitle, and then use the paint bucket
to add a gradient or texture to each letter. Finish by selecting the title and
changing its perspective (choose Perspective from the Transform menu).

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Adding clip art
Y ou can incorporate AppleWorks clip art and other typesof art in apainting.
Anything you add to a painting becomes an image made of pixels.
To Do this

In the Help index,* see: Add AppleWorksclip art to Choose Library from the File menu, choose Open, and

. . apainting then choose acategory. Inthelibrary palette, select an
g aqurk, inserting image and click Use. For moreinformation, see“Using
> Copying libraries” on page 3-18.

» libraries, overview

Copy one or more items from an Use one of the following methods:
AppleWorks document, or aclip art

; = Open the document containing the picture you
document, to a paint document P gthep y

want, select the picture, and then click [&] on the
Default button bar, or choose Copy from the Edit
menu. Open the AppleWorks document into which
to paste the art, click where you want the picture to
go, and then click |[2] on the Default button bar, or
choose Paste from the Edit menu.

= Usedrag and drop to drag the picture from a
different document into the A ppleWorks document.

Import scanned picturesor theentire  Choose Insert from the File menu. In the Insert dialog
contents of adocument created ina  box, select the file type from the Show pop-up menu,
different application locate the document to import, and then click Insert.

Customizing resolution and depth

A new paint document or frameis preset for aresolution of 72 dpi (dots per

In the Help index,” see: inch). The number and range of colorsin the preset pal ette depends on the
> depth monitor you' re using.
» resolution

Y ou can customi ze the resolution (number of pixels per inch) and depth (the
number of colorsinthe color palette) for apaint document or frame using the
Resolution & Depth command in the Format menu. For a complete description
of how to do this, see onscreen Help.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Working with large files

In the Help index,* see:
» increasing memory

Y our computer sets aside a certain amount of memory for Appleworks. If
you' re working on a paint document or other large document, using many
graphics, or working on multiple documents, AppleWorks may require more
memory than is available.

When you need to provide more memory for AppleWorks, you may see one
of these messages:

= Not enough memory to complete this operation.
= The document size has been reduced to fit the available memory.

For complete information on providing more memory, see onscreen Help
and the documentation that comes with your computer.

Changing the size of a painting

In the Help index,* see:
» size, documents

To change the size of a painting, choose Document from the Format menu. In
the Document dialog box, type valuesfor Pixels Across and Pixels Down, and then
click OK.

Tip Inanew paint document, 72 pixelsequals 1 inch. (To change the number
of pixels per inch, see* Customizing resolution and depth” on page 6-15.)

Creating a preview of a paint document

In the Help index,* see:
» general preferences

Y ou can create apreview image of apaint document, whichissaved with the
document. The preview image is displayed when you choose Open from the
File menu and select the paint document in the list with Show Preview selected
(see*Opening adocument” on page 2-10). Y ou can a so create acustomicon
of the paint image, which isdisplayed as the document icon on your desktop.

To create a preview image or custom icon for paint documents, choose
Preferences from the Edit menu. In the Preferences dialog box, choose General
from the Topic pop-up menu, and then sel ect Create Preview or Create Custom Icon.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Creating links in paint documents

When you plan to use an AppleWorks paint document (or a document that
contains a paint frame) onscreen, on the Internet, or World Wide Web, you
> book marks can select an area of the document or frame and create alink (a connection
> links or jump) to a different area of the same document, a different document, or
adocument or other information on the Internet.

In the Help index,* see:

To createalink in apaint document or frame, use thelasso to select the area,
and then create the link. For more information, see” Creating links’ on page
9-1. Tocreatealink to information on the I nternet, see“ Linking Web pages’
on page 11-6.

Note If you move the pixelsin the areayou selected, the link remains with
the area in the document or frame and does not move with the pixels.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.






Chapter 7. Spreadsheet

This chapter describes what you can do with an AppleWorks spreadsheet
document or spreadsheet frame. All spreadsheet features, including
procedures, buttons, and troubleshooting, are described completely in
onscreen Help.

When to use a spreadsheet

Use a spreadsheet when you want to organi ze text and numbersin rows and
columns. For example, you can:

develop abudget

analyze financia performance

track loans, mortgages, and stock and bond performance
maintain a checkbook

schedule projects

manage business and personal assets

chart your children’s growth and medical information
produce profit-and-loss statements

Expense categories in rows,
months in columns

January iFebruary ; March

Suppies $360) 8276 $150 | Addyour
Telephone SETETIR I own title
Rent $2500  $E500;  $ES00 . : ; : ; :

Insurance $1200 $00 $1800 Utilities

Utilities $430 320 $450 Insurance

Totalexpenses: $3500: $3651: $5179
.......... Rent

Telephone

Supplies

i ; ; ; : i
$0 $500 $1000 $1500 $2000 $2500

Use a formula to calculate totals

Spreadsheet Chart based on first two
columns of the spreadsheet
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Y ou can also use a spreadsheet to present text in atable. For example, usea

In the Help index, ™ see: spreadsheet document to type a schedule or list, or use a spreadsheet frame

> spreadsheets, documents toformat atablein aword processing document. For moreinformation about

> tables using a spreadsheet frame as atext table, see“ Creating tables’ on page 4-19.
Diear Laurie and Bob,

"We're planning the following dinners for next week”s camping top:

Monday Lentil stew green salad strawherriszs
Tuesday Clog au vin fruit salad thubarb pie Spreadsheet frame
Wednesday Chili carrot sticks cookies

Let us kmow what you think and then we’ll make adjustments and go shopping.

Word processing document

Spreadsheet or database? Y ou can use either a spreadsheet or a database
document to store and organize information. Use a spreadsheet when you
primarily want to do computations or when you want to do ssmple (numeric
or alphabetic) sorts. Use adatabase document when you want to print labels,
present the information in various layouts, or do complex sorting. For more
information on databases, see chapter 8, “ Database.”

Spreadsheet basics

A spreadsheet can be a document or aframe (a spreadsheet within another
document). Y ou use the same commands and controls any time you work
with a spreadsheet, whether it's adocument or aframe.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Creating a spreadsheet

To create a Do this Example
. * . Blank spreadsheet Choose New from the File menu, YN .
In the Help index,™ see: document select Spreadsheet, and then click OK. 1 I ;

» New command
» spreadsheet frames

on the Default button
bar. (If you don’t seethe button bar,
choose Show Button Bar from the
Window menu.)

| P
1 e

A spreadsheet document
Spreadsheet frame Select the spreadsheet tool
within a document (choose Show Tools from the
(except communi- Window menu if it isn't visible)
cations) and drag the pointer in the
document.
(In a spreadsheet document, hold

down Option as you draw the
frame.) word processing document

About the spreadsheet window

When you create a spreadsheet document or frame, you see the spreadsheet

: * . .
In the Help index,™ see: menus and the entry bar in the spreadsheet.
» spreadsheets, documents

Spreadsheet menus

Window & 2 2

(]

é File Edit Format Calculate Option:

(= = ) B = 2 < o] ] o) 21 2 Buttons for common
(£ ) =1 2 T oo ] i ) e ] o = ) i 8 ] ] et [ [5] — tasks i spreadisheet
s~ [E][cerouiss_ ~] ] documents or frames
Entry bar _| ED% untitled (§5) =——————————@
Al hd
i A B © D E F 6 Column
Active cell headings
Function button =
Row headings g Cell grid
m Cell

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Working with spreadsheet frames

A spreadsheet frame providesaview into aspreadsheet. A spreadsheet frame
In the Help i”_dex-* see. is like any other object. Y ou can moveit, resize it, change or delete the

> frames, creating border, apply afill color, or wrap text around it. Within aframe, you have
> frames, working in full access to the spreadsheet tools and commands.

To select the frame as an To work inside the spreadsheet frame, select

object, click once the frame, and then click to select the cell

z|§|§|§| =] =] [&]
PO e e e e e B Bi [=[flix] ] 567
= == =] = AI Al Al =
I T R e i e B B

Lorem ipsum doloy sit amet, consecte tuer ad
laoreet dolore magna aliguam erat volutpat.
ullameo:

A B Tinis ant Lorem ipsum dolor sit gmet, consecte wer adipiscing eli

1 molestie laoreet dolore magna aljguam erat volutpat, Ut wisiend

2 8103 Bt & ullay

z zzril del A B C com

dolor sit 1 456 567 759 hend

& enizmod 2 1235 734 345/ il

5 wrizi ey 3 432 543 654 3850

suaripit — i ) Tty

Dz antern el evm irvre dolor in hendzre rit facilisi. ]I.orem ipsum dolor sit amet, consec tetver adip

Handles indicate that the To work in the rest of the document,
frame is selected click twice outside the frame

Here are some ways to adapt a spreadsheet frame to suit your needs:

To Do this
In the Help index,* see: Resize a spreadsheet frame  Select the frame, and then drag a handle.
> frames, formatting Open theframeto seemore  Select the frame and then choose Open Frame from the Window
» frames, working in of the spreadsheet menu. When you open the frame, you see the spreadsheet in a

new window. The open frameis linked to the original
document. Any changes you make in the open frame are also
made in the document.

Open aframethat’sinline  Select the spreadsheet tool (choose Show Tools from the
in text Window menuif itisn’t visible), click in the frame to select a
cell, and then choose Open Frame from the Window menu.

Change the number of Select the frame, and then choose Open Frame from the Window
rows and columnsin the menu. Choose Document from the Format menu, and then type
spreadsheet frame new size values.

Close an open frame Choose Close from the File menu.

Change which part of the ~ Select any cell in the frame, and then choose Display from the
spreadsheet showsin the Options menu. Type acell address in the Origin box and then
frame click OK.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Asyou work with spreadsheet frames, keep the following pointsin mind:

= You can't change or open any type of frame in a paint document. See
“Adding text and spreadsheets’ on page 6-14 for more information.

= You can link two or more spreadsheet frames in a document. See
“Linking frames” on page 9-29.

Typing in a spreadsheet
Each cell in a spreadsheet can contain numbers, words, or formulas.

In the Help index,* see:
» entering spreadsheet data

> spreadsheets, documents Click [] to
To type numbers or words confirm the entry
in a cell, click a cell and or [x] to cancel
begin typing
A2 £ [ /] 123— What you type A2 vl x[ ] 123

A B appears in the A B The entry
1 entry bar 1 i
3 Yy = e appears in
= = the cell

To enter a negative number, begin the number with aminus sign (-).

To enter aformula or function, begin the entry with an equal sign (=). See
“Working with formulas’ on page 7-21 and “ Examples: Entering formulas”
on page 7-25 for more information.

Note You can also print, or merge, database information on a spreadsheet.
For more information on merging documents and printing them, see
“Merging datainto documents (mail merge)” on page 9-22.

Selecting cells and ranges
. " You must select acell or cell range (group of adjacent cells) before you can
In the Help index,™ see: change, format, or work with data.

» Go To Cell command
» selecting cells

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Address of == B3 > [t x] /] Address of — AZ RN
selected cell A B upper-left cell A B |
1 in the selected 1 :
2 range 2
z , z
I
The selected cell has AppleWorks highlights
a heavy border the selected cell range
To Do this
Select acell range Hold down the mouse button and drag the pointer over the cells
you want to select.
Select acell range Hold down the mouse button and drag the pointer over the cells
you want to select.
Select an entire row Click the row or column heading.
or column
Select the entire Choose Select All from the Edit menu.
spreadsheet
Gotoacel Choose Go To Cell from the Options menu, type the cell address

(for example, A42 or R7), and then click OK.

Gotoanamed cell or cell  Choosethe name of the cell or range from the bottom of theE
range menu (in the entry bar). For more information, see “Naming
cellsand ranges’ on page 7-12.

Modifying cell data

AppleWorks provides many ways to modify and correct your data.

Note You can't edit, delete, or move datain locked cells. To unlock cells,
select the cells and then choose Unlock Cells from the Options menu.

Editing data
Edit datain the entry bar, or use AppleWorks commands to check spelling
or find and change cell data.
To Do this
In the Help index,* see: Edit thedatain acell Select the cell. In the entry bar, make your changes, and then
: click [] to confirm the entry.
» entering spreadsheet data
» finding text Move the insertion point Click where you want the insertion point to be.
» spelling right or Ieft in the entry bar

» spreadsheets, preferences

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Moving data

In the Help index,* see:

» entering spreadsheet data
» transposing rows and columns

To
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Do this

Check spelling

Choose Writing Tools from the Edit menu and then choose
Check Document Spelling.

Find and change cell data

Choose Find/Change from the Edit menu and then choose Find/
Change. Type in the Find and Change boxes, and then click
Find Next or Change All.

Find data that matches a
selection

Select acell or text, choose Find/Change from the Edit menu, and
then choose Find Selection.

Note When theinsertion point isactiveintheentry bar, the arrow keysmove
the insertion point. Otherwise, the arrow keys select an adjacent cell. To use
the arrow keys to always select cells, choose Preferences from the Edit menu.
In the Preferences dialog box, choose Spreadsheet from the Topic pop-up
menu, select Always Selects Another Cell, and then click OK.

Y ou can move selected cells using the keyboard and mouse, or using menu

commands.

To

Select the cells you want to move and then

Move the cell contents and
retain the original cell
references

Choose Move from the Calculate menu. Type the cell address
of the new location (for example, E22), and then click OK. (For
acell range, type the new location for the upper-left cell in the
range.)

Move cell contents quickly

Hold down 88-Optionand click in the cell (or at thetop | eft cell
for arange) where you want the selection to go.

Y ou can a so use the mouse to drag the cellsto another location
on the spreadshest.

Transpose acolumn of data
into arow, or arow of data
into acolumn

Choose Cut from the Edit menu. Then select the target cell or

range and choose Paste Special from the Edit menu. In the Paste
Special dialog box, click Transpose Rows and Columns, and then
click OK. (Transposed data overwrites any existing data.)

Important When you move cells that are part of an absolute referencein a
formula, be sure to move the entire range of cellsin the calculation.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Copying and deleting data

Copy and delete procedures are the same throughout AppleWorks. The
AppleWorks spreadsheet aso provides other methods to copy and delete

In the Help index,* see:
» entering spreadsheet data

data.

To

Do this

Copy or cut cell contents
and formatting

Select the cells you want to work with. Then, on the Default
button bar, click @ to copy or @ to cut (or choose Copy or
Cut from the Edit m-enu). You can-also copy cell contents by
pressing Option and dragging the cellsto anew location on the
spreadsheet.

Copy only the value of a
cell that contains aformula

Select the source cell or cell range, click on the Default
button bar (or choose Copy from the Edit menu), and then select
thetarget cell or range. Choose Paste Special from the Edit menu,
select Paste Values Only in the Paste Special dialog box, and then
click OK.

Placeacopy of cell contents
on the desktop or in another
document using drag and
drop (if you have Mac OS
drag and drop installed on
your system)

Select the cells and drag them to another document or to the
desktop. (When you drag cells to the desktop, you see atext
clipping.) To insert atext clipping into a spreadsheet
document, drag the text clipping from the desktop to a cell on
the spreadsheet.

For moreinformation, see* Copying objects using the drag and
drop feature” on page 3-10.

Paste cut or copied data

Select the cell or cell range where you want the datato go, and
then click on the Default button bar to paste (or choose
Paste from the Edit menu).

Delete the cell contents
and formatting

Select the cells and choose Clear from the Edit menu.

Delete the cell contents and
retain the cell formatting

Select the cells and press the Delete key.

Important When you cut or copy cells that are part of an absolute reference
inaformula, be sureto cut or copy the entire range of cellsin the calculation.

Filling a range of cells

Y ou can copy cell contentsto adjacent cellsand fill cells automatically with
patterns of data, such as the days of the week.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To copy cell contents—including formulas—into adjacent cells, drag to

In the Help index,* see: select the cells with the data to duplicate and continue dragging down or to
> filling cells theright over the cells you want to fill. Then choose Fill Down or Fill Right from
the Calculate menu.

niin fonien
o

1

1

1
Fill Right

Selected cells AppleWorks copies the
formula to the selected cells

Result of a —F
formula

Use the Fill Special command in the Calculation menu to fill cells with:
= alogical series of numbers, times, or dates

= aday (Monday), month (January), or quarter name (Qtr 1)

= any pattern of text or data

For example, you can prepare aschedule by filling arange of cellswithtimes
and another range of cells with the days of the week. To fill arange of cells
with alogical series or arepeated pattern of data, select the cells and then
choose Fill Special from the Cal culate menu. Select optionsand click OK. For a
complete description of the Fill Special command, see onscreen Help.

10:00 Ak I 10:00 Ak
1100 Ak - - 1100 Ak
12:00 Pr4 FI" SpeCIaI 12:00 Pr4
1:00 Pr4 1:00 Pr4
2:00 P 2:00 P
3:00 Pr 3:00 Pr
& :00 P & :00 P
S0P S0P
Cells filled with a Selected cells AppleWorks fills the
sequence of times selected cells with data

Formatting cell data

Y ou can changetheformat of any part of your spreadsheet. Start by selecting
In the Help index,* see: the cell, cell range, column, or row that you want to change.

» spreadsheets

» spreadsheets, formatting

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Y ou can aso copy acell’s formatting or specify a default font to be used in

the entire spreadsheet.

To

Do this

Example

Change text appearance
or alignment

Select the cells you want to
change. Choose Font, Size,
Style, Text Color, or Alignment
from the Format menu and
then choose a formatting
option from the appropriate
submenu (or use the pop-up
menus and buttons on the
button bar).

Plain text

Centered

Wrap cell contents so that
long entries aren’t cut off

Select the cells containing
the text and click [E]] onthe
Default button bar (or
choose Alignment from the
Format menu, and then
choose Wrap). (To adjust the
row height, see*Resizing or
hiding rows and columns’
on page 7-17.)

Unwrapped

Wrapped

Format numbers, dates,
and times—for example,
to add apercent sign, place
negative numbersin
parentheses, or add a
commarto large numbers

Select acell or cell range
and then choose Number from
the Format menu. Select the
options you want and click
OK.

Y ou can aso click , ,

or [22] on the Default button
bar.

1

$1.00

1

100%

-1

(1)

10000

10,000

171494

Jan 1, 1994

2:20 PM

17:20

Some number, date,
and time formats

Copy acell’sformat to
other cells

Select the cell whose format
you want to copy and
choose Copy Format from the
Edit menu. Then select the
cell or range where you
want to apply theformat and
choose Paste Format from the
Edit menu.

45T

Before

After

Set the default font

Choose Default Font from the
Options menu. Choose a
font and font size, and then
click OK.
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Tip AppleWorks comeswith preset table stylesthat you can useto change a
cell’ s formatting and appearance in one step. For example, you can apply a
> styles style to format the data, highlight the titles, and apply colors to the rows.
Start by creating asmall spreadsheet and entering some data. Then click
on the Default button bar (or choose Show Stylesheet from the Window menu)
to display the stylesheet. Select rows and columnsthat you want to highlight
and click 3D Table 1. AppleWorks appliesthe 3D Table 1 style to the selected
cells. For information on applying styles or creating your own, see “Using
styles’” on page 9-5.

In the Help index,* see:

Default 55 & < Basic Styles Properties
Default " Default 55 Base Style: None [
Then click to 30 Table 1 | [> Paragraph - Text Font: Geneva
Select the cells app|y a style 20 Table 2 i) Default Text Size: 10 pt
to format Accoun ting B [ Outline St... Cell Alignment : Center
Elue Gray 1 H w7 Table Styles
Eflue Gray 2 H [pvr 30 Table 1
Before Classic il P 3D Table 2
Colorful H [ Accounting
Auto Expenses = b Blue Gray 1 =
Repairs $102.00
[gas $31.00 [ mew | [Eait ]F [ Mew | [ Dane =
Tolls $12.00
Total $145.00
After To see a style’s properties, click Edit, Properties of the style
and then select the style 3D Table 1

Sorting cell data

. ” Sort datain numeric or aphabetical order to organizeit. Y ou can specify amajor
In the Help index,™ see: order key (the cell where the sort starts) and two minor order keys. If you are

> sorting spreadsheet data sorting alist containing duplicate entries, use second and third order keysto
further organize your data, for example, by first name and middleinitia.

To sort spreadsheet data, select the cellsyou want to sort and click |24 to sort
in ascending order or click |2] to sort in descending order. Y ou can aso
choose Sort from the Cal culate menu. In the Sort dialog box, select the
options you want and click OK.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Before sorting After sorting on first After sorting on first order key
order key (A2) only A2, second order key B2, and
third order key C2

Locking cell data

Protect data or formulas from accidental changes by locking cells. Tolock a
In the Help index,* see: cell or arangeof cells, select the cells, then choose Lock Cells from the Options
> locking menu. To unlock a protected cell or cell range, select the cells and then
choose Unlock Cells from the Options menu.

Naming cells and ranges

Y ou can assign aname to any cell or range of cells. Naming cells can help
In the Help index,* see: you:

» named cells and ranges

= remember the purpose of datain a particular cell or range
= visualy locate anamed cell or range
= simplify formulas by using named cells instead of cell addresses

When you select a named cell or Cell B5 contains the
range, you see its name here (you formula =Shares*Price
must select every cell in a range to instead of =B3*B4
see that range’s name)
"Shares  [w[fe[X[] ES [ ][] <] =Shares*Price
A | B A | B C
1 11997 Stock Purchase 1 1997 Stack Purchase
2 January 2 January February
3 |Shares 3 |Shares S00 00
4 |Price 4 |Price 27 50 $42.25
5 |Total Yalue S | Total Yalue $18, 750,000  $21,125.00

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Assigning names to cells
To name cells, choose commands from the[~] menu in the entry bar

In the Help index,* see:
» named cells and ranges

| Al [ [l

To

Do this
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Name acell or cell range

Select the cells to name and
choose Define Name from the

menu. Typeanamein
the dialog box, and then
click Define.

Example
Al 1 Revenue
A [T A
1 1] 500,00
i =
CellAlis CellAlis
unnamed named
Revenue

Name cellsor rangesusing
row and column titles

you've already typed

Select al of the cellsto
name (include both row and
column headingsin the
selection) and choose Auto
Name from the [=] menuin
the entry bar. Select aname,
then click Define.

Y ou can assign more than
one nameto acell or range.

Cells B3 and C3 are named Shares
Cells B4 and C4 are named Price
Cells B3 and B4 are named January
Cells C3 and C4 are named February

Note Some characters, such as operators (like + or +) and punctuation
marks cannot be included in a cell name. For compl ete information about
naming a cell, see onscreen Help.

Editing and deleting names

If you change your mind about the name or location of anamed cell or range,
or if you want to delete a name, choose Edit Names from the [+] menu in the
entry bar. Then, make changes in the Edit Names dialog box.

To

Select a name from the scrolling list, and then

Rename a cell or range

Type anew name, and then click Modify

Change the cell address
referenced by aname

Type anew address for the cell or range, and then click Modify

Delete the name of acell or
range

Click Remove.

If the name you want to deleteis used in a formula, you must
first replace the namesin theformulawith cell references. (See
“Replacing cell references with named cells’ on page 7-14.)

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Note When you edit a name, AppleWorks updates all of the formulas that
use the name you edited.

Using named cells in formulas
Once you' ve named cells and ranges, you can use the names in place of cell

In the Help index,* see: addressesin formulas. Y ou can also use aname in aformulabefore it has
> formulas, spreadsheet been defined to refer to a particular cell or range. (For information on
> named cells and ranges entering formulas, see “Working with formulas’ on page 7-21 and onscreen
Help.)
To Do this

Use named cells or rangesin a Select acell and begin typing the formula. Then, add
formula named cells or ranges where you would normally add
cell and range addresses.

To add anamed cell or range to aformula, choose the
name from the[ ] menu in the entry bar. (Y ou can a'so
type the name directly into the formula.)

Enter named cellsor rangesina  Select acell and begin typing theformula Thentypethe

formula before you define the name you want to define, and finish entering the

names formula. Y ou see #£NAME! in the cell (because you
haven't assigned the name to any cells yet).

Assignanametoacell orrange  Select the cell or range to name and choose Define Name
from the[ > | menuintheentry bar. Inthe Define Named
Range dialog box, choose a name from the pop-up
menu, and then click Define.

Replacing cell references with named cells

Y ou can replace named cells or ranges (such as Shares or Price) with cell
addresses(suchasA5 or B1..B3) inaformula. To do so, choose Replace Names
from the [=] menu in the entry bar. To replace cell addresses with named
cellsor rangesin aformula, choose Replace References from the =] menu in the
entry bar.

To Do this

Replace named cellswith  Select thecell or range that holdsthe formulayou want to work

cell addressesin formulas ~ with. Choose Replace Names from the|~ | menu in the entry bar.
Desel ect the names you want to exclude from replacement
with cell addresses and click Replace.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To Do this

Replace cell addresseswith  Select the cell or rangethat holdsthe formulayou want to work

named cells or rangesin with. Choose Replace References from the E menu in the entry

formulas bar. Then deselect the cell addresses that you want to exclude
from replacement with named cells or ranges and click Replace.

Example 1: Using cell names in a formula

This example shows you how to name two cells and use the namesin a
formula.

1. Openanew, blank spreadsheet document, and thentypel ncone, Expenses,
andProfit incdlsAl, A2, and A3, respectively.

a4 e |
A B

Incorne,
Expenses
Profit

|| ha =

2. Format column B for currency.

Select the entire column, click [ on the Default button bar (or choose
Number from the Format menu, select Currency, and then click OK).

. Select cdl B1 and choose Define Name from the [=] menu in the entry bar.
. Click Define to accept the suggested name, | ncone.

. Sdlect cdll B2 and choose Define Name from the [x] menu in the entry bar.
. Click Define to accept the suggested name, Expenses.

. CellsB1 and B2 are now named Income and Expenses.

~N OO O B W

[ Cell name appears here

Expenses || X[ ]
A B

Incorne:
Expenzes
Profit

EA LI L

8. Type 1000 and 800 in cellsB1 and B2, respectively.
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B3 MBI

A B
Inamns $1000,00
$500.00

Profit

-rswnl-
=
Y
1
2
z
]
@
o

9. Sdect cdl B3 and typean equa sign (=).
10. ChooseIncome from the[~] menuin the entry bar and typeaminussign (- ).
11. Choose Expenses from the ] menu in the entry bar and press Enter.
The formula contains the named cells Income and Expenses.

B3 w [ e[ <[ [ =Income-Expenses

A B T D
1 | Incorne $1000,00
2 |Expenzes 200 00
3 |Profit $200.00

Example 2: Replacing named cells with cell references

This example shows you how to replace the named cells you defined in
Example 1 with cell references.

1. Select cell B3 and choose Replace Names from the [=] menu in the entry bar.

2. Inthediaog box, note that Expenses and Income are suggested for replacement
with cdl addresses. Y ou want to replace them both, so click Replace.

The named cells are replaced with their corresponding cell addresses.

B3 jﬁ,|x| [=B1-B2
A B C

Incarme $1000.00
Expenses 200 00
Profit 200,00

W

™
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Changing cells, rows, and columns

There are several features that control how you display and work with data
in rows and columns. Y ou can resize, hide, insert, and delete rows and
columns.

Resizing or hiding rows and columns

Toresize all the rows or columns in arange by the same amount, start by

R * . . . . .
In the Help index,™ see: selecting multiple rows or columns. Then specify a size or use the mouse.

» hiding

> resizing, spreadsheet cells To resize rows or columns by specifying asize, select the rows or columns
to change. Then choose Row Height or Column Width from the Format menu, type
anew measurement (type 0 to hide the row or column, or select Use default to
revert to the default row or column size), and then click OK.

= To resize or hide rows or columns by using the mouse, move the pointer to
. the bottom of the row heading or to the right edge of the column heading to
change. The pointer becomes a double arrow ++.

[+

Il

I
Resize pointer

To Do this

Resize arow or column Drag the pointer until the row or column isthe
desired size.

Hide arow or column Drag the pointer up or to the left until the row or

column disappears.

Restore a hidden row or column Drag the pointer down or to the right until the row
or column reappears.

Resize rows and columns to the Double-click the divider at the bottom of the row
smallest size that holds the data heading or at theright edge of the column heading. (You
see the double arrow ++ when you're in theright place.)

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Inserting and deleting cells, rows, and columns
Important When you delete a cell, column, or row, you also delete its data.

In the Help index,* see:

» spreadsheets, arranging Toinsert or delete an entire row or column, click one or more headings to
select rows or columns, and then on the Default button bar, click [*&] to insert
cellsor click [5g] to delete cells. Y ou can a so choose Insert Cells or Delete Cells
from the Calculate menu.

To insert or delete afew cells, make a selection before you choose
Insert Cells or Delete Cells. In the dialog box, specify how you want existing cells
to be shifted, and then click OK.

Select the cells to

The cells below are —|
delete shifted up

=

Changing the number of rows and columns

A new spreadsheet contains 500 rows and 40 columns. A new spreadsheet
frame contains 50 rows and 10 columns.

To Do this

In the Help index,* see: Change the number of rows and Choose Document from the Format menu, type

» Document command columns in a spreadsheet QILiJ::rllbg(sfor Columns Across and Rows Down, and then

» frames, formatting i

» opening Open aspreadsheet frame so that you  Select the frame and choose Open Frame from the
can change the number of rowsand ~ Window menu. When you open the frame, you see
columns in the spreadsheet the spreadsheet in anew window. The open frameis

linked to the original document. Any changes you
make in the open frame are al'so made in the
document. To close the spreadsheet frame, choose
Close from the File menu.

Resizeaspreadsheet frametodisplay Select the frame and then drag ahandle.
more cells

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Spreadsheet  7-19

Adding borders, colors, and patterns to cells

In the Help index,* see:
» borders, spreadsheet cells
» spreadsheets, formatting
» styles

Y ou can add borders, colors, and patterns to one or more cells, or to entire
rows or columns.

To add a border, color, or pattern, start by selecting the cells, rows, or
columns you want to change. (If you need to use the tool panel, choose
Show Tools from the Window menu.)

To Do this

Add aborder Choose Borders from the Format menu, select border options, and
then click OK. Or click one of the border buttons on the Default
button bar. Choose a color from the pen color palette on the tool
panel.

Remove a border Choose Borders from the Format menu, desel ect border options, and
then click OK. Or click the border button again.

Change acell’sborder  Select abordered cell and then choose a color from the pen color

color palette on the tool panel.
Fill cellswith color Click acell and choose from the fill color and pattern palettes on
or pattern the tool panel. Textures and gradients cannot be added to cells.

Tip AppleWorks comeswith preset table stylesthat you can useto change a
cell’ s appearance and formatting in one step. To apply astyle or create your
own, see “Using styles’ on page 9-5.

Locking row and column titles

In the Help index,* see:
» locking

To lock row and column titles in a spreadsheet document so they won't
move as you scroll the rest of the spreadsheet, select the rows or columns
and choose Lock Title Position from the Options menu. Chooseit again when
you want to unlock titles.

This cell was selected when —Frear Jan Feb ]

Lock Title Position was chosen 1535 F——— Cells in the locked area
1536 have solid borders

1997

Note You can't select cellsin locked titles, and you can't lock titlesin a
spreadsheet frame.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Adding and removing page breaks

In the Help index,* see:
> pages, breaks To

Spreadsheet pages break automatically when the page isfull.

Do this

Add page breaks manually that ~ Select the cell, row, or columns where you want the page
occur before the automatic page  to end. Then choose Add Page Break from the Options

breaks

menu. AppleWorks marks the break with a dotted line.

Remove a manual page break Select the cell, row, or column where you previously set

the page break and then choose Remove Page Break from the
Options menu.

Remove all manual page breaks  Choose Remove All Breaks from the Options menu.

Changing the display

. - To change how AppleWorks displays the cell grid, row and column
In the Help index,”™ see: headings, formulas, and circular references, choose Display from the Options
> Display command menu. Select or deselect options in the Display dialog box and click OK.

Note If the spreadsheet isin aframe, you must first open the frame before
changing the display. To open the frame, select the frame and choose Open
Frame from the Options menu. (See “Working with spreadsheet frames’ on

page 7-4.)

This option

Displays

Cell Grid

Dotted gridlines that separate the rows and columns

Solid Lines

The cell grid with solid gridlines (Cell Grid must be selected)

Formulas

Formulas (rather than computed values) in cells that
contain formulas

Column Headings
Row Headings

Column and row headings

Mark Circular References

Dotsin cells that contain circular cell references (Formulas must
be desel ected)

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Printing a spreadsheet document

In the Help index,* see:

» printing, spreadsheets
» Set Print Range command

Y ou can control various aspects of how your spreadsheet document prints.

To print Choose

Row and column titles on every page Lock Title Position from the Options menu

The range of cellsthat you Set Print Range from the Options menu. In the
specify, rather than all formatted Print Range dialog box, click Print Cell Range, type
cellsand cells that contain data the range you want to print, and then click OK.
Row and column headings or the Click | & on the Default button bar (or choosePrint
cell grid from the File menu). In the dialog box, select or

deselect the Print Column Headings, Print Row Headings,
and Print Cell Grid checkboxes.

Working with formulas

Useformulasto perform cal culations on spreadsheet data. Y ou can combine
numbers, cell references, named cells or ranges and functions (predefined
formulas) to build your formulas. For some simple formula examples, see
“Examples: Entering formulas’ on page 7-25.

Important The examples in this documentation are based on U.S.
conventions. For example, dates and numbers are shown in U.S. formats. In
English-speaking countries other than the United States, functions, formulas,
and calculations might be formatted differently. For example, inthe U.S,,
commas act as separators in formulas. In other countries, semicolons might
be used as separators.

Understanding formulas

In the Help index,* see:
» spreadsheets, calculations

Within asingle formula, you can calculate aresult using:

» vaues, such as $4.95, Ms. Jane Smith, or February 2, 1997

= operators, suchas+, -, *,=,>,or ()

= cell references, such as B2, P66, or D7

= functions, such as =SUM(B2+N66) or =PRODUCT(A1..C1)
= named ranges

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Formulas can be simple or very complex, with many parts. All of these are
legitimate (and simple) formulas:

This formula Does this

=B6+B8 Addsthevaluesin cells B6 and B8

=E9*3.5 Multipliesthevaluein cell E9 by 3.5, a constant (fixed value)
that you supply

=Shares*Price Multiplies the values in two named cells (see “Naming cells
and ranges” on page 7-12)

=*Cdlifornia’ Places atext constant (California) in acell

=SUM(D4..D12) Uses the SUM function (a predefined formula) to add the

valuesin the cell range D4 to D12

See “Working with functions’ on page 7-26 for more information on
functions.

Cell references in formulas

In the Help index,* see:
» cells, references

A formula can contain references to a cell or arange of cells. AppleWorks
usesthe datain the cellsto compute theformula sresult. There aretwo types
of references: relative and absolute.

= A relativereference givesthe location of acell relative to the location of
the current cell. If you copy and paste aformulawith arelative reference
to another cell, AppleWorks changes the reference to reflect the relative
position from the new source cell.

= An absolutereference stays the same when you copy and pasteaformula.
To enter an absolute cell reference, type adollar sign ($) before each part
of the cell address. Y ou can also mix absolute and relative addressesin
the same formula (for example, =$A$1+B1).

Relative reference Absolute reference
A B A B
1 25 20 1 25 20
2 S0 40 2 a0 40
2175980 3| 75 75
The formulain cell A3 is =A1+A2. If The formula in cell A3 is =$A$1+$A$2.
you copy the data in cell A3 to B3, If you copy the data in cell A3 to B3, the
the formula becomes =B1+B2. formula is still =$A$1+$A$2.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Circular references Avoid circular referencesin a spreadsheet. A circular
reference occurs when two or more cells refer to each other—for example
when cell Al contains=B2*3 and cell B2 contains =A1+4. A circular
reference also occurswhen acell refersto itself, for example, inthe formula
A10=SUM(A1..A10).

AppleWorks marks cells that contain circular references with bullets. To
turn off the markings, choose Display from the Options menu, and then
deselect Mark circular refs.

Entering formulas

In the Help index,* see:

» arithmetic operators
» spreadsheets, calculations

Y ou can type each of the formula elements or have AppleéWorks enter cell
references and functions for you. To enter aformula, select the cell where
you want the formula' s result to go and type an equal sign (=) in the entry
bar. Typetheformulaafter the equal sign (you can put aspace before or after
any operators), and then click [ to confirm your entry.

Tip You can quickly total the valuesin selected cells and display the result
in the row or column cell adjacent to the selected cells. Select the cells
(including ablank cell to display thetotal) and click | Z] on the Default button
bar.

A A A

1 1 5 1 1 5 ........ 1 1 5

2|12 2 BREY 2] 2112

32 s S = ]2

4 1 . =5

= 5 i =

Before Select the cells to be totaled After
and the cell for the result

To Do this Example
Enter areferenceto  Click to select the cell that you want to =B1+C1
asinglecell refer to. AppleWorks entersaplussign (+)

when you click the next cell. (Tousea

different operator—such as* to multiply— =B1*Cl
type the operator before you click the next

cell.) AppleWorksinsertsthe cell reference

at the insertion point in the formula.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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In the Help index,* see:
» Help, printing

To Do this Example

Enter areferenceto  Drag to select the range that you wantto ~ =SUM(BL..C1)
acell range refer to. The reference to the cell range

appears at the insertion point in the

formula. Then enclose therangein

parentheses.

Or type the addresses of the cell at the
upper left of the range and the cell at the
lower right with two dots between them
and enclose the range in parentheses.

Enter an absolute Click inthe entry bar before the part of the  =$A$1+B$1+$C1
cell reference cell addressthat you want to make absolute
and then type adollar sign ($).

Enter areferenceto  Choose the name of the cell or range from  =Revenue-Expenses
anamed cell or the[ ] menuin the entry bar.

range For more information, see “Naming cells
and ranges’ on page 7-12.
Have AppleWorks  Begin and end the entry with adouble =1992”

interpret anumber  quotation mark. _npm
or punctuation as ’
text

Use afunction See “Entering functions’ on page 7-27. =DATE(95,10,10)
(ready-made
formula)

Tip If you want apaper copy of all the AppleWorks functions, you can print
an aphabetical summary from onscreen Help. See “Printing a document or
Help topic” on page 2-20.

Calculating formula results

In the Help index,* see:
» Auto Calc command

When you enter and confirm aformula, AppleWorks computes the result.
AppleWorksis preset to calculate formulas automatically each time you
confirm an entry in acell. To turn automatic calculation on or off, choose
Auto Calc from the Calculate menu. When Auto Calcison, you seea
checkmark next to the Auto Calc command.

Because automatic recal culation of large spreadsheets can be time
consuming, you may want to work with Auto Calc off. To calculate formula
results when Auto Calc is off, choose Calculate Now from the Cal cul ate menu.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Making corrections

In the Help index,* see:
» formulas, spreadsheet

> resizing, spreadsheet cells
» troubleshooting

o0l
#ALUE!

Error messages

If you see## in acell, it means the column istoo narrow to display the
number. To widen the column, select the column and then increase itswidth
by choosing Column Width from the Format menu. Typeawidth, and then click
OK. For moreinformation on changing the size of acolumn, see“Resizing or
hiding rows and columns” on page 7-17.

EETETEY $12 Z67.00
SR H $42,754.00
SR H $65,194.00
Ayverage [ BEEEES Average [ $41,105.00
Before After

AppleWorkstellsyou if it can’'t evaluate aformula you’ ve entered. Error
messages start with the symbol # and end with an exclamation point (1), or
you may see a message on the screen. Check your formulafor the correct
placement of parentheses, be sure parentheses are correctly paired, and
check to seethat you have entered operators between the cell references. For
more spreadsheet and formulatips, see onscreen Help.

Examples: Entering formulas

These examples show how to use formulas to add numbers.

Example 1: Simple arithmetic
To enter aformulathat sums three numbers:

1. Click acdl to makeit active.
2. Type =12+3-5 intheentry bar.
3. Click [] to confirm the entry.
AppleWorks sums the numbers and displays the result, 10, in the cell.

Tip Tototal the value quickly, select the cells and click |2 on the Default
button bar.

Example 2: Using cell references
To sum three numbers using cell references:

1. Type75, 150, and 725 as shown here.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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s 725
2 150

L]

2. Click cdl B3, typean equa sgn (=) inthe entry bar, and then click cellsAl,
A2, and C1.

AppleWorksinsertsthe addition operator (+) between each cell reference.
Y our spreadsheet should look like this:

Address of the

selected cell Operators
Entry bar —"53 [~la]x[ ] =A1ta2ic Formula
A B C >
i i3 725
2 150 ’
3 The formula’s result goes

in the selected cell

To change the formula, for example to use a different operator, use the
text editing techniques described in “Editing data” on page 7-6.

3. Click [ to confirm the entry.

AppleWorks adds the numbers and displays the result (950) in
cell B3. If the result doesn’'t appear as you expect, check to be sure that
you started the formula with an equal sign (=).

Working with functions

AppleWorks provides functions, or built-in routines, that you can use alone
In the Help index, ™ see: or includein aformula. Use functions to perform computations—such as

> functions summing a group of humbers or deriving a square root—without having to
typethe entireformula. Y ou can use afunction by itself in aformula, or you
can combine it with other values, operators, cell references, and functions.
For an example of asimple function, see “ Example: Using the AVERAGE
function” on page 7-28.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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AppleWorks provides over 100 functionsin nine general categories. A
complete list of these functionsisin onscreen Help.

Category Purpose Example

Business and Calculates mortgage and payment values PMT (Payment)

Financial

Date and Time Manipulates dates and times DATE

Information Looks up and evaluates information in LOOKUP
spreadsheet cells, cell ranges, and database fields

Logical Evaluates Boolean expressions, which result in - ISBLANK
either TRUE or FALSE

Numeric Performs general mathematical calculations ROUND

Statistical Calculates general statistics, suchasstandard ~ AVERAGE
deviation and variance

Text Finds, compares, and manipulates text CODE (ASCII code)
expressions

Trigonometric Cresates and evaluates mathematical and SIN

scientific values

Entering functions
To enter afunction:
1. Click the cdll where you want the result to appear.

If you're including the function as part of alarger formula, click in the
formulawhere you want the function to appear.

2. Choose Paste Function from the Edit menu (or click [#] on the entry bar).

3. Choose the type of function you want from the Category pop-up menu in the
Paste Function dial og box, select afunction from the dphabeticd list, and then
click OK.

4. Inthe entry bar, select the sample values and replace them with values, named
cells, or cel references.

In the Help index,* see:
» functions

For more information, see “Naming cells and ranges’ on page 7-12, and
“Cell referencesin formulas’ on page 7-22.

5. When you're stisfied with your entry, click [4] to confirmiit.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Select the sample values Replace the sample values
| B3 B B umber 1 number2,. [l B3 [= & <[] =suniCio+Cp
=
Cell address of result Function Click to cancel or

confirm entry

Tip If you know the name and format of a function, you can type it, rather
than paste it, in the entry bar.

Example: Using the AVERAGE function

This example shows how to use the AVERAGE function to calculate the
average of three numbers.

1. Inyour spreadshest, type 74, 88, and 93 incdlsAl, B1, and C1.
2. Click cdll D1to sHectit.

SRS
A B C [+]
28 EES —F

L

Numbers to average

-
Iy

Function’s result goes here

3. ChoosePaste Function from the Edit menu.
4. Sdlect AVERAGE from thelist and click OK.

5. Hold down the mouse button and drag the I-beam pointer in the entry bar to
sdlect the sample va ues between the parentheses.

| o] R B umber 1 number2, ]
—1

Address of cell where Select the sample values

function is stored but not the parentheses

6. In the spreadsheet, hold down the mouse button and drag the pointer over the
three cells whose val ues you want to average, and then click [] to accept the
function.

AppleWorks replaces the sample values with the selected cell range and
displays the average value (85) of the selected cells as the resuilt.
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Cell range

=AWVERAGE(AT.C1)
C

D1 v [f[x[ ]
B | | v ]
74 £a! EHl| s5— The result

2N

Displaying data in charts (graphs)

In the Help index,* see:
» charts, creating

A chart (or graph) shows graphic relationships and trends among data. Y ou
can chart datain a spreadsheet frame as well asin a spreadsheet document.

Unit Sales: y. gt iznd gtr Zrd gt 4th Qir Unit Sales
pal 95 93 104 a7
Silver 22 a9 28 92
i 1o Mo
Data 100 Doner

Line chart #07

T T T
1zt Qtr  2nd Qtr  3rd Qtr  4th Qtr

Making charts

In the Help index,* see:

» charts, creating
» charts, modifying

To make achart, select a cell range and then choose Make Chart from the
Options menu. In the Chart Options dialog box, click achart typein the
Gallery, and then click OK. AppleWorks draws the chart and placesit on top
of the spreadsheet.

Tip To create a chart quickly, select the cells and click one of the chart
buttons on the Default button bar. Double-click the chart to change chart
options.

Y ou can create more than one chart for each spreadsheet or spreadsheet
frame.

Updating chart data The chart is linked to the spreadsheet, so when you
change data in the spreadsheet, AppleWorks updates the chart. Copying (or
cutting) and pasting achart seversitslink to the spreadsheet data. If you then
change the spreadsheet data, AppleWorks won’t update the pasted chart.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Changing chart options

Y ou can change the way datais plotted aswell asthe appearance of achart’s
_ elements (thetitle, axes, series, series labels, or series symbols). Each type
> charts, creating of chart (thisoneisan X-Y scatter chart) contains most of the same elements.

In the Help index,* see:

California poppy (Eschscholzia) .
an rate | 0% 0% 0% 0o ong so%. 7o ans —— Use this data to make the chart

erature | -a0° 1ni 0 7. 10i 15 200 30

. California poppy (Eschscholzia) |—— Title
Y axis —
T 32 -Germination rate [T Legend
Series symbols - | )
Y ms I ! Series box
e 10
v 5
FEEE 5
t -3
u-10
F =13 .
=0 . . X axis
g| 0% S0% 100%
Axes labels Termination rate

To revise an existing chart, double-click the chart, or select the chart and
choose Chart Options from the Edit menu.

Inthe Chart Options dial og box, select chart options and make your changes.
To view other chart options, click the Gallery, Axes, Series, Labels, and General
buttons and choose among the options that appear. When you' re satisfied
with the chart, click OK.

Use this option in the

Chart Options dialog box To set or change
In the Help index,* see: Gallery Chart type
» charts, modifying Axes Label, scale, and tick marks on an axis
» charts, options - -
Series Format and symbol for the data series (value)
Labels Position and format of the title and legend
General Chart range, series orientation (in rows or in columns)

How number data (if any) in the top row or left columnis
treated (plotted or used for |abels)

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Note AppleWorks provides numerous techniques for setting and changing
the chart’ s elements. Y ou can experiment with the various techniques for
working with chart elements described in onscreen Help. If you don't like
the results, click |£1] on the Default button bar, or choose Undo from the Edit
menu. Y ou can also choose Revert from the File menu, or delete the chart and

make anew one.

Deleting, copying, or moving a chart

A chart is an object that you can delete, cut, copy, move, or resize. To start,
select the chart by clicking it. A selected chart has handles.

In the Help index,* see:
» charts, modifying

To

Select the chart and then

Cut or copy achart

On the Default button bar, click tocut or to copy (or
choose Cut or Copy from the Edit menu). Cutting or copying a
chart breaksitslink to the chart’s spreadsheet.

Move achart to another Drag it to anew position (not by a handle). Moving a chart
location in the same maintains the link to the chart’ s spreadsheet.

document

Resize a chart Drag one of its handles

Scale a chart to a specific
percentage

Choose Scale By Percent from the Arrange menu and then enter
percentages to scale the chart horizontally and verticaly.

Hide a spreadsheet frame
under a chart

If necessary, resize the spreadsheet frame to make it smaller
than the chart. Then select the chart and drag it over the
spreadsheet.

Bring a hidden spreadsheet
frame back into view

Select the chart and then click | #&] on the Default button bar, or
choose Move To Back from the Arrange menu

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Enhancing a chart’s appearance

Because a spreadsheet chart is an object, you can change the chart’s
appearance by selecting all or part of it and using thefill and pen pal ettesand

text formatting commands.
|Cah'forn1'a poppy (Eschscholzia) li— Title
Yaxis ————
- 20 Wl Germination rate l—— Legend
25 1
: ° 20
Series symbol s T +— Series box
P s
a 0
t -5
u-i0
ro-q SI
| o 5o oo Xaxis
Axes labels rmination rate
Original chart
Hide the — California poppy (Eschzcholzia) X )
chart’s border Hide the title and
r 50 ¥ I Germination rate |998nd borders
Change the data ———-——— o
series symbol to m | | %
a 3.p0|nt line 'i ,Q-xx ...............................................................
Lo
:
.. o =1
Italicize the text —— ——— Paste a picture into
along the axes ¢ . . i the spreadsheet and
ermin o -t drag the picture over
the chart

Enhanced chart
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Choose Show Tools from the Window menu to display the tool panel, then try
some of the following techniques using the fill and pen palettes. (For
information on using the pen and fill palettes, see* Changing lines, borders,
colors, patterns, and textures’ on page 5-9.) The effect you achieve varieswith
thetype of chart. Feel freeto experiment. If you don’t like the results, use Undo
in the Edit menu or Revert in the File menu, or delete the chart and make anew

one.
To Select the chart or chart element, and then

In the Help index,* see: Change thg background of Choosefrom thefill color, pattern, texture, or gradient
the chart, title, or legend palettes

» charts, creating
» charts, formatting Change the chart, legend, or title Choose from the pen color, pattern, and width palettes
border, or the axisline

Hide the chart, legend, or title Choose None from the pen width palette

border, or the axis line

Change the appearance of text Choose Font, Size, Style, or Text Color from the Format
along an axis menu and options from the submenu, or use the pop-

up menus on the button bar

Change the color, pattern, or border  Click the series box once, and then choose from the
of aseries(for examplethebarsona fill and pen palettes
bar chart or the symbol on a scatter

chart)
Make a chart or the series Choose the transparent icon [&| from the
(for example the barson a fill pattern palette

bar chart) transparent

Note To change the appearance of chart elementsin one step, select the
element and apply a style. For information on applying styles or creating
your own, see “Using styles” on page 9-5.

Adding pictures or a text frame

AppleWorks provides you with several methods for adding picturesto a
spreadsheet. Y ou can also add text frames to create specia effects. Pictures
or text frames that you add to a spreadsheet are objects, and can be moved
and manipulated just as other objects can. See*What are objects?’ on
page 5-3 for more information about objects.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



7-34  AppleWorks 5 User's Manual

In the Help index,* see:
» drawing, tools

» frames, creating

» libraries, using

Note Pictures (and frames) are layered on top of the spreadsheet. Y ou can’'t
place a picture in the entry bar or directly in a spreadsheet cell.

Add clip art from an
AppleWorks library

$5625.90

Draw a rectangle and
fill it with a gradient

2:00-2:50
9:55-10:45
10:50-11:40

1:00-1:50
1:.55-2:45

Type in a text frame,
rotate the frame, and drag
it over the rectangle

Z:00-3:50

Start by choosing Show Tools from the Window menu to display the

tool panel.

To

Do this Example

Add AppleWorks
clip art to a spreadsheet

From the File menu, choose Library and then
select alibrary. In the library palette, select %
the item you want and click Use. Calendar |1

i Add Use
Clipartinalibrary

Draw directly in
the spreadsheet

Select a drawing tool, move the pointer into I
the document, and drag to create an object.

Add a paint frame to
a spreadsheet

Select the paint tool [€], move the pointer
into the document, and drag to create the
frame. Then, use the painting toolsto paint in
the frame.

Add atext frame

Select the text tool and click oncein the
spreadsheet. Select afont, size, and style, and
then type your text.

Display handleson a
frame so you can treat it
as an object

Click the frame once.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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For information on In the Help index,* see:
Copying and pasting pictures in a spreadsheet » Copy command
Inserting (importing) pictures created in another application » Insert command

Creating links in spreadsheet documents

In the Help index,* see:

» book marks
» links

When you plan to use an AppleéWorks spreadsheet document (or adocument
that contains aspreadsheet frame) onscreen or onthe Internet or World Wide
Web, you can select an area of the document or frame and create alink (a
connection or jump) to a different area of the same document, a different
document, or a document or other information on the Internet.

If you paste text with links assigned to it from aword processing document
or text frame to a spreadsheet cell, the links are not pasted. If you paste text
with links assigned to it from a spreadsheet cell to aword processing
document or text frame, the links are not pasted.

To createalink in aspreadsheet document or frame, select the cell, and then
create the link. For more information, see” Creating links” on page 9-1. To
create alink to information on the Internet, see “Linking Web pages’ on
page 11-6.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.






Chapter 8. Database

This chapter describes how to design an AppleWorks database document to
help you manage information. AppleWorks makesit easy for you to create a
database, enter your data, format it in different layouts, and present custom
reports. Once a database contains records, you can search through and sort
them, change the data they contain, and design and print a report of some or
al of the data.

All database features, including procedures, buttons, and troubleshooting,
are described completely in onscreen Help.

When to use a database

Database basics

Use adatabase to:

= maintain address lists, and then print names and addresses onto |abels,
form letters, and personalized notices

= maintain customer lists for automated mass mailings, or information
about guests and vendors for parties and events

= Create attractive invoices and reports
= create lists you need to sort, such as bibliographies for school papers
= catalog recordings, stamps, and other collections

If you have not previously worked with AppleWorks database documents,
take afew minutesto read about some general database concepts, the basics
of setting up a database, and entering information.
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What's a database?

. " A databaseisacollection of related information, or data, which you can sort,
In the Help index,™ see: search through, and print as needed. Using adatabase, you can organize and
> databases, documents analyze information in various ways so that you understand its significance.

These are the elements that make up a database.

Name Chris Wan Gough
Month Februal
Each category of information ——contribution 4.56 The information in each field is a

is a field value; values can be text, numbers,
Name Pal ong dates, times, pictures, references to
Month January movies, or formulas that calculate
Contribution 10 values
MHame Elena Galdez

A set of fields is a record ~( Month February

Contribution 10.65

Using Browse, List, Find, and Layout modes
In AppleWorks there are four modes in which to work with a database—

i * . . . . .
In the Help index,™ see: Browse, List, Find, and Layout. Y ou select amode using the corresponding
> Browse mode command in the Layout menu.
= Mame Chris Yan Gough
Month February
— Contribution .56
6 —
Hame Month Contributions
Ee— Name Falong || = Chris vangough  iFebruary 456
9 : Month January A Fiat Wi g Jantary
— Contribution 10 Elena Galdez February ™ 1088
]l Tony Hanes January 660
Browse mode ronorae . || ATl Janiany XA
3 " | |Barbara Graves January 950
List mode

In Browse and List modes, you view, add, change, and delete records

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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- Mame |
== Month
- Contribution
Requests: -A Name | Marme
! | & Month Morth
Find from | Clrgeag]  Contribution
(21 Wisible =] =] . . .
B S T R
||:| omit 2| 2
Cl2
A
BT |
2
=
I D DR SR
In Find mode, you search for specific S|
records to work with In Layout mode, you design the way you want the data to

appear when viewed or printed

Creating a database document
Note You can't create a database document within another document.

In the Help index,* see:
» documents, creating To create a database document when AppleWorks is running, choose New
from the File menu. In the New Document dialog box, select Database, and

then click OK.

Or, click |&]] on the Default button bar. (If you don’t see the button bar,
choose Show Button Bar from the Window menu.)

When you open anew database document, you begin by defining fields. The
field definition consists of the field name, field type (such astext or number),
and other options. Once you have defined the fields, you make new records
and enter values (data) in the fields.

Example: Creating a simple database

In this section, you set up an example database with two fields and three
records.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Part 1: Start a new database document

1. If AppleWorksisn't running, start AppleéWorks as described in * Starting
AppleWorks’ on page 2-1.

2. Click [2]] on the Default button bar. (Or, choose New from the File menu. In
the New Document dialog box, select Database, and then click OK.)

Y ou seethe Define Database Fields dial og box, where you set up database

fields.
Define Database Fields
Field Name: Field Type:
‘ =
New field names appear here ‘
=
Field Name: | | Field Type: Teutvl
[ Create ] [ Muodify ] [ Delete ] [ Options... ]
Type a field name and select a field type.
=]
Type the field names here Select a field type here

Part 2: Define two fields
1. Inthe Fidd Name box, type Cont i nent , and then click Create.

2. IntheFieddd Namebox, type Count ry (replacingthefield nameContinent), and
then click Create.

Field Name Field Type
Continent Texnt
3. Click Done.

Y ou see the first record of your database, in Browse mode.
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Type field values here

! i T
Field names Continent |
Country

Part 3: Enter two values into the fields
1. Click inthe Continent field and type Eur ope.

If the entire record becomes highlighted, it means you clicked outside the
field. To select afield, click inside the field borders. Don't click the field
name.

2. PressTab or click in the Country field and type Fr ance.

) The first record
Continent Europe looks like this
Country [France |

Part 4: Make new records
1. Click Bl onthe Default button bar, or chooseNew Record from the Edit menu.
Y ou see anew record under the first record.
2. Choose New Record from the Edit menu again.
Three records now appear in the database.

Part 5: Finish entering data in the new records

1. Inthe second record, click in the Continent field, type Asi a, and then press
Tab.

2. Click inthe Country field of the same record and type Japan.

3. Inthethird record, type Sout h Amreri ca inthe Continent field, press Tab,
andthentype Brazi |l intheCountry field.

Continent Europe
Country France
Continent Asia

Country Japan
Continent South America
Country [Brazi[

Your database with three records
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Part 6: Close the database

Note Y ou may want to save your example database and use it to practice
other database operations described in this chapter and in onscreen Help. For
example, you could try adding different field types, changing the layout of
the fields, and searching for specific records.

To save your database before closing it, click [£3] on the Default button bar,
or choose Save from the File menu, type a name for the document (choose a
different folder, if necessary), and then click Save.

To close the database document, choose Close from the File menu.

Designing a database

In the Help index,* see:
» planning databases

List the fields each record —¢ 4,40

will hold

Before you create a database, it's a good ideato plan your database design
on paper, to reduce the time and effort of redesigning. When planning your
database, decide:

= what you want the database to accomplish
= which fields the database will contain and the type of datathey’ll hold

= what each record in the database will represent (for example, an employee
or aninvoice)

= how the database can help you work more efficiently, by using options
such as formulas and automatic data entry

Invrices

Date (ants-ewtry today's Aate)

Eurk title

— Identify fields that are
) automatic entries or the
C st Pric results of calculations

Flamper srdeved

Total price (auts-calenlate)

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Tip When you design a database that holds names and addresses, you can
start quickly by using the Address List Assistant, and then changing the
database as needed. For moreinformation about using Assistants, see*Using

an Assistant” on page 2-4.

Defining database fields

Once you plan the design of a database, the next step is to define the fields

In the Help index, ™ see: to store the data. When you define afield, you give it aname and then select

> fields, defining afield type to determine what kind of data (for example, numbers or a date)
can be stored in the field. When you open a new database document, you see
the Define Database Fields dialog box, where you set up database fields.

Define Database Fields

Field Name: Field Type:
Invoice Date Text ||
Invoice Number Teut
. . Book Title Text
Field names and field Author Tent
types appear in a list Price Number
Oty Sold Number
]
Field Name: [0ty Sold | Field Type: — tsyelectafield
pe
[ Create ] [ Modify ] [ Delete ] [[ Options...
a1 Select a field and click Options to change attributes, or change the name
b=l or field type and then click Modify.

Type a field name Click to set up entry
options for a field

Note Y ou can also change the appearance of text and the format of numbers,
dates, and timesfor existing fields. For more information, see” Changing the

appearance of data’ on page 8-34.

Adding fields to an existing database
To add fields to an existing document, choose Define Fields from the Layout
menu. When you create new fields, AppleWorks automatically addsthemto
the layout you have chosen.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Assigning field types

In the Help index,* see:
> fields, types

Toassign afield typeto afield, choose from the Field Type pop-up menuin
the Define Database Fields dialog box. Field types affect the way you enter
and use your data.

Tip Useatext field (or afield that holds text, such as a pop-up menu) for
postal codes so you can sort addresses by postal code number. If the postal
codeisanumber field, AppleWorksignores|eading zeros. Astext, the codes
are sorted properly and retain any leading zeros.

Important  The examplesin this documentation are based on U.S.
conventions and are shown in U.S. formats. In English-speaking countries
other than the United States, numbers, dates, times, functions, formulas, and
calculations might be formatted differently. For example, inthe U.S,,
periods act as decimal points. In other countries, commas might be used as
decimal points.

Use this Example
field type To (in Browse mode)
Text Enter any text, numbers, or symbols(Upto  First name [Luiz & Julia

1008 characters, depending on custom Address
styles—such asitalic—assigned to the

field)

Number Enter any number Score
Score 5554

Date Enter the day, month, and year Date
Date .January 1,1999
Date [1/1/99

Time Enter hours, minutes, and seconds Time [2:35:15
Time

Name Enter names that sort by the last, first, or ~ Name

other word inthefield, dependingonhow  Name [Paul . Baker
you type the name. See “Entering datain ~ Mame Jarries Simith Jr.
fields” on page 8-13. Name [Trestop Books

Diepartment

Shipping

Pop-up Menu Choose from amenu of preset values

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Example
(in Browse mode)

Radio Buttons

Choose among options

Ship B
OGrgun%
Q&I
@®Overnight

Check Box Select or deselect the field B Sentsample
Serial Number Have AppleWorks assign a unique, Ticket Ho.
sequential number to the field in each Ficket 0 "
ra:ord icket [
Ticket Ho. 105
Ticket Ho. 106
Value List Choose from a scrolling list of preset
values, or enter adifferent value
Multimedia Display apicture, movie, or library object.
A picturein amultimediafield is stored
with the database document. A movieina
multimediafield isareferenceto amovie
file, which is stored separate from the
database document.
Record Info Display thetime and date that therecord ~ 3tere
was created or modified, or the name of Time
the creator or modifier entered 23°
Calculation Produce the result of aformulathat Weekiy total
calculates values from the current record
in the database. For moreinformation, see
“Defining calculation and summary
fields’ on page 8-11.
Summary Produce the result of aformulathat Yearlytotal [§30.075.00

summarizes values from one or more
records in the database. The field appears
only in the summary part of alayout. For
moreinformation, see“Creating alayout”
on page 8-30.
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Checking or entering data automatically

AppleWorks can enter or check datawhen you create records. For example,

you may want the datain a number field to be unique and within a certain
range.

In the Help index,* see:
» fields, defining

To set up afield for data checking or automatic entry, select the field from
the list in the Define Database Fields dialog box and click Options. Y ou see
the options available for the type of field you selected. For example, this
dialog box shows the options available for number fields:

Field type Field name
=———— Options for Number Field “llt'g Sold” =——
Perification —— Default Data ———
[Jcannot Be Empty Automatically Enter:
[ Must Be Unique I i Type the data you want
Set criteria for having ] Must Be In Range AppleWorks to enter
AppleWorks check the ) |:| automatically
data as it's entered From:
o [ ]
2] (cancel | [ ok ]

Other field types, such as pop-up menus, radio buttons, serial numbers, and
value lists, have different options:

=———— Options for Popup Menu Field “Department” ="F———

r Items for control ——  ~ Default i
. Select the item
+Accounting it Automatically Choose: that AppleWorks
Scrolling list Shipping Accounting v} automatically
of items Marketing chooses for a new
record
— Label for control ———
-
|I]epartment I Type a new
Item Label: field name
Type the fems you T — (optora)
want to appear as
choices [Ereate] [Modifg] [ Delete ]
2] (cancel ] [ ok

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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For complete information on every field type available in AppleéWorks, see
onscreen Help.

Defining calculation and summary fields

Y ou define afield type asacalculation or summary field when you want the
valuein thefield to be theresult of aformula. A formulacan include values
> formulas, database from one or more other fields in the database, operators, functions, and
constant values.

In the Help index,* see:

For example, suppose you have a database that contains two number fields,
Qty Sold and Price, and onecalculationfield, Total. Y ou can set up aformula
inthe calculation field to multiply the valuesin the two number fields. Then,
each time you type values in the Qty Sold and Price fields, the formula
multiplies those values and displays the result in the Total field.

=————— Enter Formula for Field “Total” El
|

Fields: Operators: Functions:

Invoice Date |5 ABS(number)

Invoice Number ACDS(nurnber )

Book Title AND(logicall logiealZ,..)

Author ASINRumber)

Oty Sold ATANCnumber)

Price ATANZ0: number Y number’)

Total - AVER AGEChumber 1 number2,...) -

Name of field that
holds the formula

i =
i =

AW L+

]

Formula:
'Oty Sold*Price|

Format result as: Numhervl [ Cancel ] [[ oK ]]

Choose a format for Click field names, operators, and functions
the formula result to include in the formula

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Y ou enter aformulafor acalculation or summary field just as you do for a
spreadsheet cell. (See “Working with formulas’ on page 7-21.) The type of
operation aformula performs depends on the field type of the valuesiit
calculates and whether the formula s field type is calculation or summary.

= Useacaculation field to calculate a value from valuesin other fieldsin
the current record.

» Useasummary field to calculate asummary value using values from one
or more records in the database.

Y ou immediately see the result for acalculation field in Browse mode and
List mode when you add records, and when you change values used in a
calculation.

Note To seetheresult for asummary field, you must create a summary part
in Layout mode, and insert the summary field. Then, sort the records and
switch to page view. For more information about summarizing data, see
“Presenting and summarizing data with parts’ on page 8-36.

Adding, changing, and deleting fields

In the Help index,* see:
» Define Fields command

Y ou add, change, and delete database fieldsin the Define Fields dialog box.

To select afield name, click the namein the Field Name list.

To Choose Define Fields from the Layout menu, and then
Add afield Type the name of the new field, choose a type from the

Field Type pop-up menu, and then click Create
Delete afield Click thefield name in the Field Name list, and then click Delete
Change afield name Click the field name in the Field Name list, type a name, and

then click Modify

Change afield type Click the field name in the Field Name list, choose a type from
the Field Type pop-up menu, and then click Modify

Changeacalculationor  Click the field name in the Field Name list, click Modify, make
summary formula your changes to the formula, and then click OK

Changefield entry options Click the field name in the Field Name list, click Options, make
your changesin the dialog box, and then click OK

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Entering data in fields

In the Help index,* see:
» fields, changing

» fields, entering data

» fields, navigating

When you finish defining the database fields, you see them displayed in
Browse mode in a standard layout, in the order you created them. Y ou can
now start entering data.

Y ou enter datain Browse mode (or List mode, when you select List from the
Layout menu) by selecting afield and typing avalueinit. You can't select a
field that contains aformula or afield whose typeis Record Info, because
AppleWorks enters those values for you.

Drag the control up or down to move

quickly through records
=l Customer Cooks and Books
i Street 45 First St.
= City Belmaont
2 State G Fields for one
e— Postal 14002 record
Current number of —— Monthly $80,555.00
records Unsorted Sales
Customer  [Equesirian Bocks —F—— To select afield,
> Street 12 hain St click within its
Click outside a field border [ME - City Woodside borders

to select the whole record

Fields in a standard layout (in Browse mode)

Note If the entire record becomes selected, it means you clicked outside a
field and selected the whole record. To select afield, click within thefield
borders. To deselect arecord, press Enter (on the numeric keypad), and then
try again. Or, make the first field active by pressing Tab.

To Do this

Move to the next field Press Tab.

Moveto the previousfield Press Shift-Tab.

Edit datain afield Click inthe field and edit the data.
Insert atab within afield Press 8-Tab.

Enter thecurrent dateinadatefield Press 88-Hyphen.
or current timein atimefield

Enter adate, time, or number Type numerals and punctuation characters.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To Do this

Enter aname in aname field For names that you want to sort by the last word in the
field, type the first and last name (for example, Jane
Adans sorts by Adams). For names that end with a
title, type Option-space between the |ast name and the
title (for example, Janmes Smith Jr. sortsby
Smith).

For namesthat you want to sort by the first word in the
field, type @ at the beginning of thefield (for example,
@reet op Books sortsby Treetop). You seethe @
symbol only when you select the field.

Enter a picture or moviein a Use one of the following methods:
multimedia field = Copy and paste a picture or movie from a different
document.

® Choose Insert from the File menu, and then select the
picture or movie file using the Insert dialog box.

= Add or drag and drop an object from alibrary
palette.

= Usedrag and drop to drag the picture or moviefile
into the AppleWorks database field.

When afield contains a picture, you see the picturein

the field. When the field contains a movie, you see a

preview image of the movie. To play amovie, see

“Playing moviesin multimediafields’ on page 8-17.

Choose avaue from a Select the field to see the predefined list. Then
predefined list double-click avalue, or select thevalue and press Enter
(on the numeric keypad).

Adding records
To add arecord, choose Browse or List from the Layout menu, and then click

In the Help index,” see: on the Default button bar, (or choose New Record from the Edit menu).

> New Record command AppleWorks displays the record in the current layout and increases the

> drag and drop record number in the status area by one. Y ou can quickly add a new record
by typing 88-R.

AppleWorksadds new recordsafter all therecordsin your database. Y ou can
move selected records between existing records by using drag and drop. (To
view records in a particular order, regardless of the order in which you
entered them in the database, you can sort them. See“ Sorting records’ on
page 8-22.)

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Changing the tab order

In the Help index,* see:
» tabbing

Thetab order isthe order in which you move from onefield to the next when
you press Tab in Browse mode. The tab order is preset to the order in which
you place the fields on the layout. Changing the tab order does not rearrange
the fields—it simply changes the order of field selection when you press
Tab.

To change the tab order, choose Browse from the Layout menu, and then
choose Tab Order. In the Tab Order dialog box, click Clear, and then move the
field names into the Tab Order list, in the order you want data entered into
them. To move aname, click thefield namein the Field List, and then click
Move.

Tip To change the tab order in List mode, reorder the fields. See “Moving
columns and formatting data’ on page 8-20.

Note Fieldsyou don’'t moveto the Tab Order list will not be accessible by
pressing Tab. To select such afield in Browse, List, or Find mode, click
within thefield.

Duplicating, deleting, and moving records

In the Help index,* see:

» records, adding
» records, deleting

When recordsare similar, you can save time and prevent dataentry errors by
duplicating records. Once you duplicate arecord, you can change only the
values that are different in the new record, and avoid retyping identical
information.

Y ou can also copy and paste a record to duplicate it, or delete one or more
records at atime.

Select the record to duplicate, delete, or move,
To and then

Duplicate arecord Choose Duplicate Record from the Edit menu. AppleWorks
adds a copy of the record to the end of the database and
placestheinsertion point inthefirst field, ready for youto
enter data.

Copy and paste arecord into Click on the Default button bar, or choose Copy from

another document, application, the Edit menu. Then click or choose Paste. If you're

or database pasting the record into an AppleWorks database, the copy
is added to the end of the database.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Select the record to duplicate, delete, or move,
To and then

Delete arecord Choose Delete Record from the Edit menu. If you change
your mind, before you do anything else, click on the
Default button bar, or choose Undo from the Edit menu to
restore the record.

Temporarily deletearecord that  Click |s<]| on the Default button bar, or choose Cut from the
you want to move or paste back  Edit menu. Keep in mind that if any other records or text

in later are copied or cut in the meantime, the record is lost.

Move one or more records Usedrag and drop to drag the records to the new position.
within the same database, to (You can view recordsin a particular order, regardless of
reorder them the order in which they were entered, by sorting them. See

“Sorting records’ on page 8-22.)

Move one or morerecordstoa  Open the other database, and then use drag and drop to
different database with smilar  drag the records to the other database.
fields

Moving through records

In the Help index,* see:
» databases, using

Use the record book to move or browse through records. Start by choosing
Browse or List from the Layout menu.

Click to go to the

previous record —— Drag to move across many

records at once

Click togotothe ——
next record

— Click here, type the number of the record to go to, and
then press Return

To gotothe samefield inthe next record, press88-Return. To go to the same
field in the previous record, press 88-Shift-Return.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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In the Help index,* see:
» records, viewing
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Y ou can view recordsin various ways to suit your needs.

To Do this Example
View recordsina  Select Browse from the Layout [T ] Continent  Europe
continuous list menu, and then choose .H_(.l Country France
Show Multiple. (If Show Multiple is Continent  Asia
]Ejl mm(ad, deselect Page VI?‘W 1 country Japan
rom the Window menu first.) gmrds; Continent  South America
Country Brazil
Selected:
View recordsin Select List from the Layout T | | [Continent Country
rows and fildsin ~ menu. e l E“_rope Erance
Sla A
columns South America iBrazil
2| M|t America TBery
— Morth America Canada
Asia Wietnam
View onerecord at  Select Browse from the Layout  [[— | Continent  South America
atime menu, and then deselect l Country Uruguay
Show Multiple from the Layout
menu. (If Show Multiple is ]
dimmed, deselect Page View —
from the Window menu first.) [*
View therecordsas Select Page View from the —
they will printon  Window menu. ey l Continent  Europe
paper Country France

S

] Continent Asia
Records: Country Japan
9

Continent South America
Selected: |
i Country Brazil

Playing movies in multimedia fields

In the Help index,* see:
» playing movies

When afield contains a QuickTime movie, you see a preview image of the
movie.

Toplay amovieinamultimediafield, in Browse or List mode, double-click
the field containing the movie. To pause the movie, click outside the field.

Important  1f a database document includes a multimediafield that displays
movies, and you move the document to adifferent computer, you must move
the movie files to the same computer.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Note Y ou can also add amovieto an entire document. For moreinformation,
see “Working with movies’” on page 9-31.

Working with rows and columns in List mode

List mode alows you to view and work with many records at once. In List
mode, you see al the fields in your database in a columnar layout. To work
in List mode, choose List from the Layout menu.

In the Help index,* see:
» List mode

Fields are in columns

Customer Street City State Postal

Adventure Books 1100 Aspen  Durango CO 98332

. Book Cellar 23 State 5B (Portland OR 97201

Records are in ook and Books 45 First SE 7 Bmont TRk g4z
rows Brjlisctiian Bosks T H a5t TWesdside TER CErNE
ITreetop Books 23 Forest Oakland CA, 94220

Y ou work with recordsin List mode much like you do in Browse mode: you
can enter data, select, hide, or sort records, or create new records. In addition,
you can resize or format rows and columns, and reorder the columns.

Selecting rows and columns

In List mode, you select arow or column with asingle click. Select multiple
rows or columns when you want to resize or reformat several at once.

To select Do this Example of selected area
Onerow Click the areato the | eft of the
- * first column.
In the Help index,™ see:
» List mode Multiple rows Drag the pointer inthe areato the

left of the first column.

One column Click the column heading. Customer
Acventure Books
Book Cellar
Cooks and Books

Multiple columns Shift-click adjoining columns.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To select Do this Example of selected area

Multiple fields Drag the pointer across the [Customer [Street
fields. (If thefirst field in your Advernture Books 2100 2spen
selection is a pop-up menu or a
checkbox field, press Option as
you drag.)

Equestrian Books

Note To change the appearance of text in selected rows and columnsin List
mode, see “Moving columns and formatting data” on page 8-20. (For more
information about text attributes, see “ Changing text appearance” on page
4-7)

Resizing rows and columns

In the Help index,* see:

» List mode

Bottom of
row heading

When you first choose List mode, you see datain rows and columns of
uniform size. To see more data, resize the rows or columns.

To resize rows and columns, move the pointer to the bottom of the row
heading or to the right edge of the column heading you want to resize. The
pointer changesto adoublearrow («+or 4 ). (If your pointer looks different,
move the cursor until it’ sdirectly over therow or column border.) Then drag
the pointer to the right or down until the row or column isthe size you want.

Customer Street
. . Adventure 100 Aspen
Right edge of column heading Books Lane P
Book Cellar 23 Shake St
Customer Street Resized row

Adventure 100 Aspen

Book Cellar (23 Skate 5L

Before

Customer Street
Adventure Books 100 Aspen Lane
Book Cellar 23 Shake St

Resized columns

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Moving columns and formatting data

Asyou work in List mode, you can change the position of a column or the
appearance of datain acolumn or row.

In the Help index,* see:
» List mode

To

Do this

Example

Move a column

Move the pointer to the column
heading. The pointer changes to

Pointer

this 40», Drw the column to the Sclate o |goslal Postal State
i 8] 99332 (99332 8]
new position. o] WS T (8]
Before After
Change the Double-click the column e AL T
format of a heading, choose optionsin the Number Farmat ——
column of Format dialog box, andthenclick | g coora [ Commas
number, date, or OK. ) Currency [ Negatives in ()
H H 1 Percent
timefields » Scientific Precisinn:
" Fined
Change the Double-click the column heading
appearance of and select optionsin the

text inacolumn

Text Style dialog box. Or, select
the column and choose from the
Font, Style, Size, and Text Color
pop-up menus in the button bar.

Change the
appearance of al
thetext fieldsin
one or more rows

Select the rows and choose from
the Font, Style, Size, and Text
Color pop-up menusin the button
bar. (Y our changes don't affect
number, date, or other non-text
fields.)

Lang
3L

Note Y ou can change the appearance of text in a column in one step by
applying astyle. See “Using styles’ on page 9-5.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Selecting and hiding records

Y ou can select and hide individual records or arange of recordsin Browse

In the Help index,™ see: mode or List mode. Hidden records are not printed, sorted, or included in
» status panel, databases summary calculations,
To Do this Example
Select arecord Click anywhere in the Continent  Asia
record, outside of afield. Country Japan
In Browse mode, pp— "
click here .
Country [
. |Continent |Countrg
In List mode,

click here

Select multiple  Dragthroughtherecordsto e
records select, or selectarecordand [P,
then Shift-click another

Conti t
record to extend the c::r:::n
selection. Continent Europe
Country France
Hideunselected  Selecttherecordsyoudon’'t | Continent  Asia
records want to hide, and then Country Country Japan

choose Hide Unselected from

- Conti t Asia Conti t i
the Organlze menu. ontinen ontinen| Asia

Country 1yl Country Wistnam

Continent Europe

Country France
Before After
Hide selected Select therecordsyouwant e Continent  Agia

records to hide, and then click Country Country Japan
on the Default button bar
(or choose Hide Selected from
the Organize menu).

Continent Continent Asia
Country Tl Country “istnam

Continent Europe
Country France
Before After

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To Do this Example

Deselect records ~ 38-click the record.

in aselection Continent

or select non- Country ]
contiguous Continent  Asia
records Country vietnam

Continent

Country

Continent Morth Ametica

Country Canada
Show all records  Click on the Default Continent  Agia

button bar (or choose Show Country Japan

All Records from the Organize Continent  Agia

menu) . Country Yigtham
Contin ent Europe
Country France
Continent Morth America
Country Canada

Sorting records

Y ou can sort records alphabetically or numerically based on the fields you
' specify. You can also save a set of sort criteria (called a named sort) for
> records, sorting reuse. Y ou can sort records in Browse mode and List mode.

In the Help index,* see:

Tip To sort records quickly by field, select the field and then, on the Default
button bar, click [24] to sort in ascending order or click [£] to sort in
descending order.

Hidden records are not sorted.

To save a set of sort criteria, choose New Sort from the Sort [Ii] pop-up menu.
To sort records without saving the criteria, choose Sort Records from the
Organize menu.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Click to move fields

Select fields to sort by;
field names move to
the Sort Order list

Sort Name:

al @ Ascending order

between the Field Listand ~ Click to clear the Sort Order of fields
the Sort Order list ~ Order list from first to last
=——————— Sort Records %l
Field List: Sort Order:
Customer [ [ clear al State | [+
Street al Customer
City Move
State
Postal
Muonthly Sales
5 5

| State+Customet|

h. (P Descending order

MR

MNew Sort...
h, Edit Sorts. .

Postal

Selecting a
named sort

Type a name for the sort

Cooks and Books

Select sort order for
selected fields

44 First 5t

Belmant CA 44002

Adverture Books — Records are sorted by State,

100 Aspen then by Customer

Durango co 99332

Treetop Books

23 Faorest

Boulder Co 80302

To From the Sort [Iii] pop-up menu, choose

Use anamed sort The named sort

Change the sort order Edit Sort. Select anamed sort from thelist and click Modify.
Select afield, choose Ascending or Descending, and then
click OK.

Rename a named sort Edit Sort. Select anamed sort from thelist, and then click

Modify. Type a new name, and then click OK.

Delete a named sort

Edit Sort. Select anamed sort fromthelist, click Delete, and
then click OK.

Note AppleWorks sorts namefields (fields whose type is Name) by the last,
first, or other word in the field, depending on how you type the name. For
more information, see “ Entering datain fields’ on page 8-13.
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Finding information

Finding text

In the Help index,* see:
» finding text
» find requests

There may be timeswhen you want to view, update, or print aspecific group
of records. To find information in a database, you can search for particular
text, create afind request to search for records that meet your criteria, or
write aformulato select records that match the formula s result.

To find text within afield, choose Find/Change from the Edit menu. For more
information about finding and changing text, see “Finding and changing
text” on page 4-29.

Finding records with a find request

The status panel changes —
in Find mode

Create afind reguest to find and display only the records that satisfy the
search criteriathat you set. After the search, AppleWorksdisplaystheresults
in Browse mode.

To createafind request, choose Find from the Layout menu, type or select the
search criteriain the find request, and then click Find.

Click to create or choose
anamed search

Restaurant
Type French
City | | Type or select the
i Avg. Price Fovameq | Value youwant to find
9- (5] Reviewe in one or more fields
Requests:
1
Find fram
) Wisible .
@ Al Searchvisible records
Wit or all records
(including hidden
records)
[EAES
[HE

Click to show records
that do not meet your
search criteria

Click to start the
search

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To narrow your search, you can use relational operators (such as < and >),
enter valuesin multiplefields, or require that arecord meet either one set of
search criteriaor another. There are many ways to combine different search

methods. The following table provides some common examples.

For example, In Find mode, do this in the
) * to find find request Example
In the Help index,™ see:
> New Request command coor:: tyairr??rd:éi?‘?(t: Type or select the value. Restaurant [
» operators value » 'grtpe tatian ]
ity
Avy. Price [E] Reviewed
Finds the Italian restaurants
Only records that Type or select the set of Restawrant [ ]
contain a set of values. ——
T Ital
specific values C::,e taian 7]
Avy. Price [ Reviewed

Finds the Italian restaurants that
have been reviewed

All recordsthat contain  Type or select thefirst vdlue ~ Restaurant
one or the other set of  or set of values and then Type [talian ¥ |
values choose New Request from the City
Edit menu. Enter another value  avg. Price [l Reviewed
or set of valuesin the new find
requ%t. Restaurant
City
Awq. Price [ Reviewed

Finds the Italian restaurants and any
restaurant in Calistoga

All records that do not

Type <> or = (Option-=)

Restaurant
contain a specific value beforethevaluetofind records _
notincluding empty fields. Or, /o
ity
type 0 %Ia:t the Val ue, and Avg. Price ElReviewed

then click the Omit box to find
all records (including ones
with empty fields).

Finds all restaurants not in Napa

Recordswithavalue  Type < before the value. Restaurant
less than a specific Type
number City
Avyg._ Price ElReviewed

Finds restaurants with average meal
prices less than $10

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Asyou work with find requests, keep the following tipsin mind:

= You can save and reuse afind request by creating a named search. For
more information, see “ Saving afind request (named search),” next.

= Pop-up menus, radio buttons, or checkbox fields are initially excluded
fromafind request. If you select avaluefor afind request and then change
your mind, you can still exclude the value.

To exclude a Do this in the find request

Pop-up menu Choose Don't Care.

Radio button Click the radio button again.

Checkbox field Click the checkbox until you see a hyphen.

= Whenyou sort, searchfor, or hiderecords, AppleWorksrenumbersthe set
of displayed records, beginning with 1 for the first record in the current
set. To display all recordsin the database, click || on the Default button
bar, or choose Show All Records from the Organize menu.

Saving a find request (named search)

Y ou can save afind request by creating a named search. Once you create a
named search, you can use it whenever you want to find records. You can
aso rename, modify, or delete named searches.

In the Help index,* see:
» named searches

[EAEN e Search.. To From the Search pop-up menu, choose
= - -
[B[E! western Region Create anamed search New Search. Type aname for the search criteria, and then click

Eaztern Region
California

OK. Typethe search criteriain the find request, and then click
Store (on the status panel).

Selecting a

named search Use a named search The named search
Modify a named search Edit Searches. Modify the search criteria, and then click Store.
Rename a named search Edit Searches. Select a named search from the list and click

Modify. Type a new name, click OK, and then click Store.

Delete a named search Edit Searches. Select a named search from the list, click Delete,
click OK, and then click Store.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Database 8-27

Matching records

In the Help index,* see:
» matching records

For complex searches, use the Match Records feature in Browse mode or
List mode. When you match records, you enter aformulain afield to usefor
the search. AppleWorks selects records that match the result of the formula.

When you find records, AppleWorks showsthe recordsit finds and hidesthe
rest. When you match records, AppleWorks selectsthe matching recordsand
leaves al other recordsin the document open on the screen. To work only
with the matching records, hide the others by choosing Hide Unselected from
the Organize menu.

Tip To match records quickly in Browse or List mode, click in afield and
then click one of the operator buttons on the Default button bar. For example,
tofind all records that contain Colorado in the State field, click in a State
field that contains Colorado and then click [=].

In Browse or List mode, click in a
field and on the Default button bar,

To find records that click
Match the value in the selected field =l

Do not match the valuein the selected field [#]

Contain avaluelessthan the valuein the selected

field

Contain avalue greater than the valuein the

selected field

To match records, in Browse or List mode, choose Match Records from the
Organize menu.

Important To search for specific text values, surround the values with double
guotation marks.

In Browse or List mode,
To matchrecords choose Match Records from
that contain the Organize menu, and then Example formula

A specificvalue  Click thefield name, click the=
operator, and thentypethevalue
in double quotation marks

‘City'="Petaluma"

Selects restaurants in Petaluma

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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In Browse or List mode,
To matchrecords choose Match Records from
that contain the Organize menu, and then Example formula

A SpelelCVaI uein Click the NUMTOTEXT(nUmber) NUMTOTERT('Type') =" Italian"

apop-up menuor  function and replace number by

radio button field ~ selectingit and clicking thefield
name. Click the = operator, and
then type the value in double
guotation marks.

Selects the Italian restaurants

A selected or Click thefield name and click ‘Reviewed =true
deselected the= operator. Thentypet r ue
checkbox field to find selected fields, or
f al se tofind deselected Selects the reviewed restaurants
fields.
A valuethat's Click the AND (logicall, logical2,..)  [AND('Rug. Price’>5, Rug. Price’<15)
more than one function, and then replace
valueandlessthan logicall, logical2,... with the values  Fins the restaurants with meal prices more
another value youwant, separatingeachwitha  than $5 but less than $15
comma.

A datethat islater Click thefield name, click the> ‘Date visited'>TEXTTODATE(["12/31/96")

than the specified  operator, and then use the

date TEXTTODATE function to specify
the date.

Finds the restaurants visited in 1997

Working with layouts

When you work with adatabase in Browse mode, you seethefields arranged
in alayout, an arrangement of fields, field labels, and other objects that
determine the way data looks when it’s displayed and printed.

AppleWorks automatically creates the standard layout you see in Browse
mode when you create a database. Y ou can change the layout and create
additional layouts for the same data, each one for a different purpose.

Understanding layouts

In the Help index,* see:
» Layout mode

Y ou create and work with layouts in Layout mode. Y ou can use all the
drawing tools and commands available in AppleWorksto design your
layouts. Y oudon’t enter or edit datain Layout mode, so creating or changing
alayout has no effect on the data in the database.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To edit the current database layout, choose Layout from the Layout menu.

Add graphics and text

IRTA] : : ;

b ¢ . - .

NI ; e Weekly Sales

= QL) btrCueary
Drawing tools —— | 72 | @} I . : : : : :

[

RE | Gategory - - Title - CAwhor © Quy Boli Price - Total <+ -

Em |Categ0ry | :|Title |-|'Auﬂ10r | : |Qty Eold ”Pl‘i.CB | |T013.1 |

ISS| ez ' ' ' ' '

HE : : : : : : :

W ...... S R S S L] n.lllr.otal .

Field labels and fields become
objects in a layout

Y ou can create five types of layouts in the New Layout dialog box.

Layout type Description Example
Standard Containsall thefieldscreated ~ Mame MName
for the database, stacked Address 1 Address 1
vertically, in the order you Address 2 |Address 2
created them City, STZIP _ |City, 3T ZIP
Field names to the left of each field
Duplicate Creates a copy of the layout

you'recurrently using. In List
mode, duplicates the first
layout in the database.

Blank Contains no fields. Y ou add
the fields you want using the
Insert Field and Insert Part
commands in the Layout
menu.

Eod

Insert the fields and arrange them manually
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Layout type Description Example
Columnar Shows and printsfields Name . Address 1
report in columns. [Ea) [Meme [Address 1
(YoucanasouseList modeto
see datain columns, by Fields are arranged horizontally

choosing List from the Layout
menu. See “Working with
rows and columnsin List
mode” on page 8-18.)

Labels Shows and prints field MName
. Address 1
contents arranged for usewith  Fes 7
mailing or other labels City, STZIP

Avery 5160/5260/5660 mailing label format

Inall layouts, you can:
= add objects and other enhancements
= add, rearrange, or delete fields
= change the appearance of text
= change the format of numbers, dates, and times
= change the appearance of pictures and moviesin fields
= change the appearance of pop-up menus, radio buttons, and checkboxes
= add layout parts to organize and summarize data (see “ Presenting and
summarizing data with parts’ on page 8-36)
Creating a layout

To create alayout, choose New Layout from the Layout menu or from the

In the Help index,* see: Layout [E pop-up menu.
» New Layout command

New Layout
Name: | Weekly repord] } Type a name for the layout
Type
@ Standard ") Columnar report
( Duplicate () Labels — Select the layout type
O Blank
2 [ Cancel } [[ 0K ]]

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Mew Layout...
Edit Layouts...

v Data Entry
For Printing
Avery 5160

Selecting a layout

In the Help index,* see:
» layouts, mailing labels
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New layout names are added to the bottom of the Layout menu and the
bottom of the Layout pop-up menu. Y ou can quickly change the layout of
your datain Browse mode by selecting a different layout name from either
menu.

Columnar layouts

To create a columnar layout, click Columnar reportin the New Layout dialog
box, and then click OK. Move the field namesto the Field Order list, in the
order you want them to appear, and then click OK.

Fle  Customer o St Bz Lustomer b Sate
ﬂ |E|Customer ||Citvg ||Stat_e | 107 Adventure Boaks  Duranga co
: : : 106 Book-Cellar Partland OR

103 Cooks-and.Books  Belmont CA
Columnar layout in Layout mode Columnar layout in Browse mode
Label layouts

To create alayout for labels, click Labels in the New Layout dialog box,
choose alabel from the pop-up menu, and then click OK. (Avery 5160/5260/
5660 are the most common label sizes used for shipping and postal service
mailers.) In the Set Field Order dialog box, movethefield namesto the Field
Order list, in the order you want them to appear on the label, and then

click OK.

Marmg Adventure Books

Address 1 100 Aspen Lane

Address 2 Euilding 2, suite 300

Ciy, STZIP Durange, GO 99332

Avery 5160/5260/5660 label Avery 5160/5260/5660 label layout
layout in Layout mode in Browse mode

If you choose Custom in the New Layout dialog box, AppleWorks asksyou to
specify the size and number of the labels on the page.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Tip To create labels quickly, create your database and then use the
Create Labels Assistant. Choose AppleWorks Assistants from the (2) or Help
menu, choose Create Labels, and then click OK. For more information about
Assistants, see “Using an Assistant” on page 2-4.

Editing a layout

In the Help index,* see:
» fields, arranging
» layouts, editing

To change the arrangement and appearance of data, you must be in Layout
mode. Y ou can use the tool panel to make changes.

Tip When you work in Layout mode, it’s often convenient to use two views
of the document—one in Layout mode and the other in Browse mode—to
see your changes immediately as you make them. Choose New View from the
Window menu, and then click [88] on the Default button bar (or choose Tile
Windows from the Window menu). (For more information about arranging
windows, see “Arranging windows’ on page 3-3.)

In Layout mode, fields and field labels appear as objects. Y ou can add,
modify, resize, or move afield or field label in the layout without changing
the datain the database. Y ou change only thefield’ s appearance, and not its
data. (To change field data, see “ Adding, changing, and deleting fields’ on
page 8-12. To change the way data appears, see“ Changing the appearance
of data’ on page 8-34.)

Y ou control the appearance of datain Layout mode.

To Do this

Insert afield in the Choose Insert Field from the Layout menu, select afield and click OK.
layout

Move afield or Select the field or field name and drag it to the new location.
field name

Resizeafieldor field  Select thefield or field name and drag a handle.
name

Alignfields or field Hold down Shift, select the fields and field names to align, and
names then choose Align Objects from the Arrange menu, or click one of the
aignment buttons on the Default button bar.

Add text tothelayout ~ Select the text tool [Al], click in the document, and then type the
text. Text added to the Header part appears only at the top of each
page; text added to the Body part is repeated with each record.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To Do this

Add apicture Use one of the following methods:

m Choose Library from the File menu, choose Open, and then choose
acategory. Inthelibrary palette, select an item, and then click
Use. For more information, see “Using libraries’ on page 3-18.

= Copy and paste a picture from a different document.

= Click |2€] onthe Default button bar, or choose Insert from the File
menu, and then select the picture file using the Insert dialog
box.

= Usethe drawing tools to draw directly in the layout.

= Create apaint frame.

= Usedrag and drop to drag the picture from adifferent document
into the AppleWorks layout.

Deleting, duplicating, and renaming a layout
Duplicating, renaming, or deleting alayout has no effect on the datain your

records.
To From the Layout menu or the Layout pop-up menu, choose
In the Help index * sae: Delete alayout Edit Layouts. Select alayout from the Current Layouts list, click Delete,
o ’ ' and then confirm the deletion.
» duplicating
» layouts, editing Duplicatealayout ~ New Layout. Type a new name, select Duplicate, and then click OK.

> layouts, deleting Renamealayout  EditLayouts. Select alayout from the Current Layoutslist, and then click

Modify. Type a new name, and then click OK.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Changing the appearance of data

In the Help index, *

» editing, text
» fields, formatting

Sl

Fill palettes

see.

ijss

Pen palettes

While you work in Layout mode, you can change the way text, numbers,
dates, times, and multimedia values appear in Browse mode and List mode
and when you print. Y ou can work with layouts as they are or change them
to suit specific purposes.

Start by choosing Layout from the Layout menu.

To Do this

Change the appearance of textin  Double-click the field to modify, select options, and
text, pop-up menu, radio button, or  then click OK.
checkbox fields

Show or hide field labels, or set Double-click thefield, select options, and then click OK.
other options for pop-up menu,
radio button, or checkbox fields

Change the appearance of textin ~ Select the field and choose from the Font, Style, Size, and
anon-text field (for example, to  Text Color commandsin the Format menu, or use the pop-
display adateinitalic) up menus on the button bar.

Change the format of numbers, Double-click the number, date, or timefield, select
dates, and times formats, and then click OK.

Changetheappearanceof apicture Double-click the field, select options, and then click OK.
or QuickTime movieina
multimedia field

Changetext appearance or formats  Shift-click the fields to change, and then double-click a
for several fields of asimilar type selected field (or choose from the Font, Style, Size, Text
Color, Alignment, and Spacing commands in the Format

menu).
Add acolor, pattern, gradient, Select the field(s) and choose afill color, pattern,
texture, or border to any typeof ~ gradient, or texture from thefill palettes, and aline
field color, width, or pattern from the pen pal ettes on the tool
panel.

Y ou can't change the border width for a pop-up menu.

Add stylesto text in Browse mode Select the text and choose a style from the stylesheet
palette.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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change
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Note To change afield' sformat in one step, you can create styles
(combinations of formatting information). For example, create astylecalled
Highlight, and then apply it to sel ected fiel ds (obj ects) when you’' reworking
in Layout mode. When you change a style, al the fields with the same style
also change. To create styles, click |58] on the Default button bar, or choose
Show Stylesheet from the Window menu. For more information, see “Using

styles’ on page 9-5.

Then click to ——-JEguEmE Properties o
Price {Price | apply a style q Eaze Style: Mone ||
- you created BuTlet 1  Highlight Cell # Format: Currency
Total _’Eﬂ. Chesklist 1 < Paragraph... el Decimal Places: 2
" : Default 1 Eody Cell Cornmas : OFf
Before Foater 1 Bullet Cell Negatives in (): OFF
Header 1 Checklist Obj. Pen Size: Mone
Hurnber 1 Default Obj. Fill Color: ]
1]
. _ N Edit
price [P Cre ) Do g E
Total . . . . , . . )
otal [Tofal = Highlighted fieldin To see a style’s properties, click Properties of the style
Layout mode the Edit button and select the Highlight
style
Price  $10.95
Price  $12.95

Total $23.80 — Highlighted field in
Browse mode
After
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Presenting and summarizing data with parts

Y ou use database parts to present and summarize data on the screen and

In the Help index,” see: when printed. A standard layout has one part—a body—which contains the
> layouts, parts for data from all current records. Other parts you can add are a header,
> summaries, database sub-summaries, grand summaries (leading and trailing), and a footer.

Toinsert alayout part, choose Layout from the Layout menu, choose Insert Part
from the Layout menu, and then select the part to add.

Parts in Layout mode | Quarterly contributions |
Name Month Contribution
[Name | [Fenth | [Confribution]
Bod
Contributor total | Conlribubor fokal ) ] )
Sub-surnmary by Hame | — Summary fields are defined with
Total contributions  [Tokal conrbubions the formula =SUM(‘Contribution’)
Quarterly contributions Q11 1995 page 1
[(Fonter ]
Parts in Browse mode
(Page View on) [ Quarterly contributions § A header part repeats
e s P information above the data on
ChrisvanCough  January 235 every page of a layout in a
database document. You can
ChrsvanGouh  February 356 place text or pictures here.
Crris VanGough March M
Contributer Letal sa12
Elena Gakdez Janusary 201
The body part contains —— Elena Galsee Fatnary 1085
~thedata from )
individual records feragase e e A sub-summary part contains one or more
commbtortata 6008 summary fields that summarize data in a
Patworg — 0 group of sorted records. It appears only
when records are sorted by the field it
Pawen Fatnary 4501 summarizes (in this example, records are
. . . sorted by the Name field). You can place a
e o sub-summary part above or below the data it
Contrbutsetata 7625 summarizes.
A grand summary contains one or 19835
mnore summary fields that summarize
data in all records in a document. A
leading grand summary goes above A footer part repeats information below the
the information, and a trailing grand [ap——p_e e ————— (lata on every page of a layout in a database
summary goes below. document. You can place text or pictures in
a footer part.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Keep the following pointsin mind:

= A header or footer part differs from a page header or footer. A page
header or footer istext or pictures that appears at the top or bottom of a
page in any AppleWorks document (except communications). It appears
on every page of adocument, (unless you create atitle page in aword
processing document using the Section command). A header or footer part
appears on every page of a database document.

To add apage header or footer to adatabase document, in Browse or List
mode, choose Insert Header or Insert Footer from the Format menu. (These
commands aren’t available in Layout mode.)

= Todisplay or print summary data on separate pages, add a page break
before or after asub-summary part. In Layout mode, chooselnsert Part from
the Layout menu. Inthe Insert Part dialog box, select asummary part, and
then choose an option for a page break.

Copying summary data

In the Help index,* see:
» summaries, database

Y ou can copy datain summary fields when you' re in page view and when a
sub-summary, leading grand summary, or trailing grand summary exists. For
example, copy values from summary fields into a spreadsheet, and then
display abar chart using those values.

To copy summary data, choose Browse from the Layout menu, then choose
Page View from the Window menu. Choose Copy Summaries from the Edit menu.
Open the application or document to hold the copied data, and then paste the
data (for example, select an areain the document and choose Paste from the
Edit menu).

Resizing and deleting parts

In the Help index,* see:
» resizing, layout parts

Start by choosing Layout from the Layout menu.

To In Layout mode, do this

Resize a part Move the pointer over the line dividing the parts until it looks like this
+, and then drag the line to resize the part area.

Delete a part Deletedll fields, text, and graphicsin the part. Move the pointer over the
bottom edge of the part until the pointer lookslikethis + . Hold down the
mouse button and drag the line up until the part disappears under the part
aboveit or disappears at the top of the page. Then release the mouse
button.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Creating reports

Using named searches, named sorts, and layouts you have aready created,

you can make reports that find and reorder records and print the result. For
example, you might want to set up areport to print the California addresses
from your database on Avery 5164 mailing labels.

To create areport, choose New Report from the Report &l pop-up menu.

New Report

Report Name: |CA mail labels| — Type a name for the report
Layout: |Avery 5160 v |

Search: |California v
sort:

[ Print the Report

2 (o) )

Choose report options

Once you create a report, you can reuse or change it.
In the Help index,* see:

> reports To From the Report || pop-up menu, choose
FAEY Reuse a named report The report name
D[ e Feport- Change a report Edit Report. Select a report from the list and click Modify.
Make your changes, and then click OK.

Monthly Report

Weekly Report Rename areport Edit Report. Select areport from the list and click Modify.

Selecting a report Type anew name, and then click OK.

Delete areport Edit Report. Select areport from the list, click Delete, and
then click OK.

Importing data from other documents

When you want to work with information from another database, you can:

= import a database created in a different application (if AppleWorks
supports the format). Y ou open the entire database as an AppleWorks
document.

In the Help index,* see:
» importing
» Insert command

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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= insert information from another AppleWorks database. AppleWorks
pastes the whole database into the current database.

= insert information from saved ASCII, DBF, DIF, or SYLK formats. Y ou
select the fields to insert from the other database.

Any changes you make in AppleWorks affect only the AppleWorks
document into which you import or insert the data. The document that the
data comes from remains unchanged.

Important Make a backup copy of your AppleWorks database before you
insert from another document.

To Do this

Import a database Choose Open from the File menu, and then choose
Database from the Document Type pop-up menu. Choose
afileformat from the File Type pop-up menu, and then
click Open.

Insert adatabase Create a database, or open a database to insert into.

Click |z«| on the Default button bar, or choose Insert from
the File menu, and then select the file to insert.

If you selected an AppleWorks database, AppleWorks
insertsit. If you selected an ASCII, DBF, DIF, or SYLK
database, choose the fields to insert in the Import Field
Order dialog box, and then click OK.

AppleWorks supports these formats:

Supported format Used by

AppleWorks DB AppleWorks

ASCII text Most applications

DBF dBASE files

DIF Some spreadsheet applications, database applications,
and AppleWorks

MSWorks 2.0 DB Microsoft Works 2.0

SYLK Spreadsheet applications such as Apple Resolve, Wingz,

and Microsoft Excel
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Note Y ou canimport aFileMaker Pro database document into AppleWorks.
To do so, export (save) the FileMaker Pro document as a DIF document.
Then, import (open) the DIF document with AppleWorks. Y ou can aso or
import an AppleWorks document with FileMaker Pro. To do so, export
(save) the AppleWorks document as a DIF document, and then import
(open) the DIF document with FileMaker Pro. When you import aFileMaker
Pro or AppleWorks database document from the DIF format, thefield names
are preserved.

Printing a database document

Y ou print adatabase document in Browse, List, or Layout mode. In Browse
or List mode, the Print dialog box givesyou the option of printing the current
record or al visible records.

Printing labels

In the Help index,* see:
» mailing labels

Y ou can print labels on continuous sheets or on individual sheets of label
stock. Before printing labels on label stock, make one or moretrial printouts
on plain paper to make sure that the spacing is correct and all the text prints
within the label boundaries. Y ou may have to make the fields in the layout
dlightly smaller to fit within the |abel.

AppleWorks sets the layout margins automatically when you use a preset
Avery label layout. If you print custom labels on alaser printer, you must set
thelayout marginsyourself. For moreinformation, see” Setting margins’ on
page 3-17.

Closing up space when you print

In the Help index,* see:
» printing, labels

When you print labels, unused spaces created by blank fields are closed up
and don't print. When you print from any other layout, field datais preset to
print as it appears on the screen.

To change the layout of the data when it prints, choose Edit Layouts from the
Layout menu. Select alayout from the Current Layouts list, and then click
Modify. In the Layout Info dialog box, select the settings you want, and then
click OK. Y ou can control the number of columns and close up unused spaces
to theleft of or abovefields. Y our settings apply to the entire layout, and not
to just the selected fields.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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So that space closes as you intended, make sure that:
= fields don’t touch each other

= you align fieldsfirst (select the objects to align and choose Align Objects
from the Arrange menu)

» fieldsto close up are the exact same size






Chapter 9: Beyond the basics

Creating links

In the Help index,* see:
> links

Use the features covered in this chapter to help you make the most of
AppleWorks. With these features, you can combine different document
types, make presentations, automate the way you work, create book marksin
areas of a document you want to return to, create linksto a different
document, include other applications in your documents, and easily share
data with other documents and applications.

This chapter givesinstructions for using links, styles, frames, master pages,
the dide show, QuickTime movies, mail merge, and macros. All features,
including procedures, buttons, and troubleshooting, are described
completely in onscreen Help.

AppleWorks documents (except database and communications documents)
can be linked. When you plan to use an AppleWorks document onscreen or
on the Internet or World Wide Web, you can select an area of the document
and create alink. In AppleWorks, there are three types of links: book marks,
document links, and Uniform Resource Locator (URL) links.

Use To

Book marks Jump to adifferent area of the same document

Document links Jump to alink within the same document or to a different
document

URL links Link to other information on the Internet or World Wide Web

To create alink, you select text, a spreadsheet cell, paint image, frame, or
object (such as a graphic object in adrawing), and then create thelink. If a
selection has more than one link assigned to it, the last link assigned will be
the active link.

For more information about links, see the following sections or onscreen
Help.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Creating book marks

Tip To create abook mark quickly, select the text, object, cell, frame, or
paint image. Then click [2¥] on the Default button bar. Type a name for the
book mark and click OK.

To create a book mark:

1. Sdect thetext, object, cdll, frame, or paint image in which to place the
In the Help index,* see: book mark.

» book marks

2. Choose Show Links Palette from the Window menu.
3. Choose Book Marks from the pop-up menu on the links palette.

Links Special
Book Marks hd

Introduction

Choose from the links

Choose the type of palette menus

link to create
List of links for the current

Chapter 4 sunopsis document

4. If youwantto createafol der for book marks, choose New Folder from the Specid
menu on the links pa ette, type aname for the folder, and then click OK.

5. Choose New Book Mark from the Links menu on the links palette.

6. Inthe New Book Mark diaog box, type aname for the book mark (select a
folder from the pop-up menu, if you want), and then click OK.

To goto abook mark you created, see“ Going to aspecific link” on page 9-5.

Creating document links

Y ou can create a document link from text, a spreadsheet cell, paint image,
frame, or object (such as a graphic object in adrawing) to a different

> links document.
» URL links

In the Help index,* see:

For example, createalink from statisticsin afinancid report to the origina datain
aspreadsheet. When other people view your report onscreen, they can dso see
how you obtained your results by clicking the link to open the spreadshest.

Note The following steps describe how to create alink from one document
to another or to another areain the same document. To create alink to a
URL, see “Linking Web pages’ on page 11-6.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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The pointer changesto % when you moveit over alink. If thelink istext, the
text appears underlined.

Tip To create adocument link quickly, select the text, a spreadsheet cell,
paint image, frame, or abject. Then click [*&] on the Default button bar. Type
aname for the document link, select a document, and click OK.

To create a document link:

1.

g B~ WwN

7.

Sdlect thetext, aspreadsheet cell, paint image, frame, or object to createthe
link from.

. Choose Show Links Palette from the Window menu.

. Choose Document Links from the pop-up menu on the links palette.

. Choose New Document Link from the Links menu.

. Inthe New Document Link dialog box, type anamefor thelink, and then

choose the destination.

. Tolink to an areain a different document, click Choose Document, select the

document, and then click Open. From the Book Mark pop-up menu, choosethe
name of abook mark in the selected document.

In the New Document Link dialog box, click OK.

To open alinked document (or go to alinked areain the same document),
make sure Live Links is selected in the links pal ette and click the areaindicated
by the ¥ pointer.

Keep the following pointsin mind:

Creating links to other areas of the same document is especially useful in
the design of a Web page. For more information, see “Linking Web
pages’ on page 11-6.

When you print a document that contains links to other documents, the
other documents are not printed.
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Editing links

In the Help index,* see:
> links

When you edit a book mark or document link using the Links menu in the
links palette, the contents of the document containing the book mark or link
remain unchanged.

Toedit alink:

1. Open the document containing the book mark or link to edit.

2. Choose Show Links Palette from the Window menu.

3. From the pop-up menu on the links palette, choose the type of link to edit.
4. Click the name of the book mark or link to edit.

If alink you want isin afolder, open the folder (by clicking the triangle
next to the folder name), and then click the link name.

5. ChooseEdit Link (for the selected link type) from the Links menu.
6. Inthe Edit Link diaog box, make your changes, and then click OK.

Deleting links

In the Help index,* see:
> links

When you delete abook mark or document link using the Links menu in the
links palette, the part of the document containing the book mark or link isnot
deleted.

To delete abook mark or link:

1. Open the document containing the book mark or link to delete.

2. Choose Show Links Palette from the Window menu.

3. From the pop-up menu on the links palette, choose the type of link to delete.
4. Click the name of thebook mark or link to delete.

If alink you want to deleteisin afolder, click the triangle to open the
folder, and then click the link name.

5. Choose Delete Link (for the selected link type) from the Links menu.

If you select part of a document that contains alink and then delete the
selection, the links are al so deleted.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Going to a specific link

In the Help index,* see:
> links

Sorting links

In the Help index,* see:
» links

Using styles

In the Help index,* see:
> styles

To go to the location of a specific book mark or link within a document:
1. Open the document containing the book mark or link to go to.

2. Choose Show Links Palette from the Window menu.

3. From the pop-up menu on the links palette, choose the type of link to go to.

4. Click thenamein thelist, and then choose Go to Link (for the selected link type)
from the Links menu.

If alink you want isin afolder, open the folder (by clicking the triangle
next to the folder name) and then click the link name.

To display book marks or linksin the links palette by name (a phabetically)
or by position (from first to last as they appear in the document):

1. Open the document containing the book marks and linksto sort.
2. Choose Show Links Palette from the Window menu.

3. Choose Sort By Name or Sort By Position from the Specia menu on the links
palette.

Y our selection appliesto links of all typesin the current document.
Folders aways appear at the end of list of links, sorted alphabetically.

Styles are collections of formatting information you can apply to text,
objects, spreadsheet cells, or database fields. Documents often use different
elementswith consistent formats, such as chapter headings and subheadings,
tables, and draw objects. To ensure uniformity and to savetimein formatting
these elements, you can create custom styles that store your formatting
settings. Or, apply the preset styles that come with the AppleWorks
stylesheet palette. If you change your mind about the formatting in your
document, you can edit styles once and have the formatting change
throughout the document. Y ou can also transfer custom styles between
documents.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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About the stylesheet palette

Y ou use the stylesheet palette to create, edit, and apply styles. Some style
types are more complex than others. For example, outline and table styles
contain a series of substyles with their own set of properties (formatting

options).

To show the stylesheet palette, click [Zs] on the Default button bar (or choose
Show Stylesheet from the Window menu).

Toview the properties of astyle, click Edit on the stylesheet pal ette and select
the style you want to view. Click Done when you’ re finished.

Faotnote Indes:
w Body

Eullet

Checklizt

Default

Footer
Faotnote
Header
Murnber

jli 8 a2 _a oo a.n

Diarnond

) (o )

Stylesheet ready for use

File Edit

< Paragraph ... 1

Eidy 1

You see a +Bullet 1
checkmark Checklist 1
next to the Default 1
currently used Footer q
Style Footnote 1

Header 1

Nurnber 1

== Basic Styles
Default 55

Footnote Index

== DOutline 5t..
[+ Diamond
[* Harvard

Properties

Base Style: Mone

Fara. 1=t Line Indent : 0
Para. Left Indent: 0.5 in
Fata. Topic Label: Bullet

=

=]

The quick brown fox
jumped over the lazy
dog

‘ MNew

&

Stylesheet being edited

Formatting
options for the
selected style
Bullet (you can
edit these
options)

To show or hide a sample of the selected
style, choose Show Sample or Hide Sample
from the stylesheet palette’s Edit menu
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The four style types are represented by symbols on the stylesheet paette.

Style type and

symbol Description Example(s)

Basic (No Formats text, numbers,

symbol) objects, and spreadsheet cells. Lorem
Sets palnt fill and pen Lorem .
attributes.
Basic styles contain al style boresn
information except paragraph ~ Sic textsyles Basic object styles
formatting information.

Paragraph 1| Formats entire paragraphs Lorem ipsum

(line spacing, alignment,
indents, tabs, and |abels).

Paragraph styles contain basic
styleinformation as well as
paragraph formatting
information. Except for the
Default paragraph style,
paragraph styles show only in
text documents and frames.

* Dolor sit amet,
consectetuer adipiscing

* Nibh enismod tincidunt ut
laotest dolore magna.

Outline I=

Formats paragraphs as
outlines.

Outline styles contain
paragraph substyles for the
levels of an outline. Outline
styles show only in text
documents and text frames.

Lorem ipsum

I. Dolor sit amet
A Consectatuer
B. Adipiscing elit sed
I1. Nibh enismod

Table
(spreadisheet) FH

Formatsthetext and cellsina
range of spreadsheet cells.

Table styles contain the table
substylesfor different parts of
a spreadsheet. Table styles
show only in spreadsheet
documents and frames.

A B |

1 [Lorem Ipsum |
=l $97 20 $28.90
3| $23.00 $100.00
|4 $e7.12 $44.00
= $88.00 $87.00
L& | $za5.32 $319.90
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Styles in documents and frames
Y ou can use stylesin frames and in every document type except

communications.

For

This style
type

Does this

In the Help index,* see: Text

> styles

Basic

Formats text with combinations of font, size, and other
attributes and enhancements, but not paragraph
formatting information

Paragraph

Formats entire paragraphs with any attributes available
toyou (for example, indents, paragraph labels, and basic
style attributes)

Ouitline

Formats paragraphs as topics in an outline. Y ou can
modify the preset outline styles or create your own.

Objects

Basic

Saves combinations of colors, patterns, textures,
gradients, pen widths, and text wrap attributes

Paint documents
and frames

Basic

Resets the fill and pen palettes for the next image you
paint, or resets text attributes for the next text you type.
(You can't select part of apainting and apply a style.
Instead, use styles to set the pen and fill palettes before
you begin.)

Spreadsheet
documents and
frames

Basic

Formats individual cells with any format available to
you in a spreadsheet

Paragraph

Formats entire paragraphsin individual cells with any
attributes available to you (for example, indents,
paragraph labels, and basic style attributes)

Table (SS)

Formats a selected table or range of cells with varying
fonts, font sizes, styles, alignment options, background
colors, borders, and date, time, and number formats

Database

Basic

Formats text and objects in Layout mode, rows and
columnsin List mode, and text in text fieldsin Browse
mode

Paragraph

Formats fieldsin Layout mode

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from

the list and click Go To Topic.
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Applying a style

In the Help index,* see:
> styles, using

Toapply astyleusing thele=_____~] pop-up menu, place theinsertion point
inaparagraph (or select several paragraphs) and chooseastyle. (If you don't
see the pop-up menu, choose Show Button Bar from the Window menu.) If you
select a style before typing, the next text you type uses the selected style.

Bullet hd
Footnote Indes:

BodE
Checklist

befautt —— Styles on the stylesheet

Footer
Footrote pop-up menu
Header
Nurnber

Diarnond
Hatvard

Legal

To apply astyle using the stylesheet palette, click |55 on the Default button
bar (or choose Show Stylesheet from the Window menu). Click ina
paragraph or select the item that you want to apply the style to, and then
select astyle. If nothing is selected when you click a style name, the style
you select is used for the next text you type, object you draw, or
spreadsheet element you modify.

Footnote Index

. Lorem ipsum dolor sitamet, consectetugr | Hot Tesxt
enizmod tincidunt ut laoreet dolore magna Endy

. Ut wisienim ad minim seniam, quis nostn)
nizl ut aliguip ex ea commodo consequat.

. Duis atem el ewm ivivre dolox in hendrey] | Checklist
sel illum dolore eu fevgiat nulla faciliziz af | pefault
qui blandit pragsent luptatum 2zl dele nit

W

Footer

Footnote

Header
»*Nurmber +

Driarnond

Click to apply
the Number

style

L

Selected paragraphs

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To restore a selection to its default state, choose Default on the
pop-up menu. (For spreadsheets choose Default SS.) To restore an item toits
original state, choose Unapply Style from the Edit menu on the stylesheet
palette. (The name of the command varies depending on the style you

applied.)

Note You can set up AppleWorks to apply severa styles at once. For
example, applying aBold, Itaic style to text already formatted with the
Number style gives you bold, italic, numbered text. To set this option up,
choose Compound Styles from the stylesheet pal ette Edit menu.

Creating a style

In the Help index,* see:
> styles, using

Y ou can create your own custom stylesin any AppleWorks document.

Note Although you can create a style at any time, you can’'t apply the style
until it's appropriate to do so. For example, if you create a paragraph style
whileyou'rein ablank draw document, you don’t see the paragraph stylein
the stylesheet palette until you create atext frame.

Y ou create a custom style by collecting formatting information from any of
the following:

= an element in atext, draw, or spreadsheet document (such as text or
objects)
= astylethat’s aready on the stylesheet palette

= thedocument controlsyou’ d normally useto format text and objects (such
asthetools, palettes, ruler, paragraph controls, and menu commands)

To add acustom styleto the stylesheet palette, click |55) on the Default button
bar (or choose Show Stylesheet from the Window menu) to show the stylesheet
palette. Then click the New button on the stylesheet palette. In the New Style
dialog box, set the options you want, and then click OK.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Type a name for your style
New Style
r Style Type Style Name:
sdeate | | @sst
type of style i Paragraph
you want to ) Dutline Based on:
create 3 Table None v 'l'

Click to use the

properties of the
Your documen 2 [eoncel J (2 )
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Inherit document selection format

In the Help index,* see:
> styles, editing

Choose None if you don’t want the new style to
assume any preset formatting options, or choose a
style to acquire that style’s properties

Y ou see the pointer for editing styles®s when you exit the New Style dialog
box (unless you selected Inherit document selection format). If you want to edit the
style now, see “Editing styles” on page 9-15. If you don’'t want to edit the
style, click Done on the stylesheet pal ette.

Tip If you choose Default from the Based on pop-up menu in the New Style
dialog box, your stylewill contain many preset formatting properties. To see
these properties, open the stylesheet palette, select the Default style, and then
click the Edit button. Click Done when you’ re finished.

Properties

Baze Style: Mone

Text Font: Helvetica

Text Size: 12 pt

Text Style: Plain

Text Color: -
Cell # Format: General

Cell Decimal Places: 2

Cel Alignrnent : General

Scroll to see more

Default paragraph properties

Turning off a style

In the Help index,* see:
> styles, using

Once you apply astyle, you can restore an item to its origina state by
choosing Unapply Style from the Edit menu on the stylesheet palette. (The name
of the command varies depending on the style you applied.)

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Example: Applying and creating styles

Inthisexample, you type sometext and format it with three styles, including
two custom styles you add to the stylesheet palette. Y ou aso remove astyle
from some text in your document.

Part 1: Type some text and apply a preset style
1. Open anew word processing document (as described in* Starting

AppleWorks’ on page 2-1).

2. TypeCanpi ng Suppl i es, and then press Return three times.
. Forthenextline type Be sure to bring these things on our

canpi ng trip: andthen press Return twice.

. Typethe next three lines, pressing Return between each line.

Tent
Conpass
Sl eepi ng bags

. Sdlect thethreelinesyou typed in step 4.
6. Choose Number fromthee= -] pop-up menu.

Footnote Index
Hot Text
W Body
Bullet
Checklist
Default
Footer
Footnote
Header
Driarnond
Harvard
Legal

. Place theinsertion point at the end of the third numbered item, and then press

Return twice.

8. Choose Body from the pop-Up menu.
. Forthelagtling, type V' | | see you at the canpsite next

weekend!
Y our letter should look like this:



Beyond the basics  9-13

Camping 5 upplies

Be sure to bring thess things on our camping trip:

1. Tent
2. Compass
3. Sleeping bags

Wie'll see you al the campsite next weekend|

Part 2: Add a basic style to the stylesheet palette

1. Click |z8] on the Default button bar (or choose Show Stylesheet from the
Window menu).

2. Click the New button on the stylesheet palette.
3. IntheNew Styledidog box, typeBol d, |tal i c inthe Style namebox.
4. Set thefollowing optionsin the New Style diaog box:

= Select Basic for Style type.

= Choose None from the Based on pop-up menu.

= Deselect Inherit document selection format, if it is selected.

. Click OK.
. Click [ 7] on the Default button bar (or choose Bold from the Style menu).
. Click |£] on the Default button bar (or choose Italic from the Style menu).
. Click Done on the stylesheet palette.

The new basic style is added to the stylesheet palette.

o N OO O

i Stylesheet :

Eold, Italic
Footnote Indes
w* Body
Eullet

Part 3: Add a paragraph style to the stylesheet palette
1. Click the New button on the stylesheet palette.

2. IntheNew Styledidog box, typeCent er ed Headi ng inthe Stylenamebox.
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3. Set the following optionsin the New Style diaog box:
= Select Paragraph for Style type.
= Choose None from the Based on pop-up menu.
= Desdlect Inherit document selection format, if it is selected.

4. Click OK.
5. Click the center alignment control abovetheruler.

=ElEI==]

Ay

=e=

6. Click [Z] on the Default button bar (or choose Bold from the Style menu).

7. Choose 18-point from the[iz_~} pop-up menu or from the Size menu at the top of
the screen.

8. Click Done on the stylesheet palette.
The new paragraph styleis added to the stylesheet palette.

Part 4: Apply the new styles to your document
1. Sdect thewords Canpi ng Suppl i es.

2. Click Centered Heading from the(ee._____~] pop-up menu or on the stylesheet

palette.
3. Sdectthewords at the canpsite.

4. ChooseBold, Italic fromthe[e=s ] pop-up menu or on the styleshest
palette.

Y our letter should now ook like this:

Camping Supplies

Be sure to bring these things on our campping frig:
1. Tent
2. Compass
3. Slesping bags

Wee'll ses vou & Mo campsifensyt weekend!



Editing styles

In the Help index,* see:

» styles, editing

Select a style to edit
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Part 5: Remove a style
1. Sdectthewords at the canpsite.

2. Click [Z8] on the Default button bar to show the stylesheet paette.
3. Choose Unapply Bold, Italic from the Edit menu on the stylesheet palette.

Y ou can instantly change the format of an entire document by editing styles.
When you edit astyle, all the text, objects, or cells that use that style are
updated. Y ou can change a styl€' s properties, change the style on which the
current style is based, or rename the style.

Note Y ou can edit any style on the stylesheet palette, regardless of the type
of document you're in. However, you can't apply the style until it's
appropriate to do so. For example, if you create atable style, you don’t see
the table style until you're working in a spreadsheet document or frame.

To show the stylesheet palette, click [5s] on the Default button bar (or choose
Show Stylesheet from the Window menu).

To edit astyle, click the Edit button on the stylesheet pal ette and select astyle
or substyle from the scrolling list on the lft. (The pointer changesto bg.)
Then, use the document controls you' d normally use to format text and
objects (such as the tools, palettes, ruler, paragraph controls, and menu
commands).

< Basic Styles Properties
~'Bold, Italic+ Texit Fond.: Times |
Default S5 Baze Style: Mone AS yOU edlt the
Footnote Indesx Text Style: Bold Style, yOU see yOUI’
Hot Tewxt Text Style: Italic || Changes here
== Paragraph St__ o

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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If you're editing an outline or table (spreadsheet) style, select each substyle
you want to edit before choosing any commands or clicking controls.

Click a triangle to

display substyles

== Table Styles Properties

Select a substyle to edit 20 Table 1 Base Style: Mone [

3D Table 2 Text Fant: Helveti :
E acoounti Tt e 1t Properties of the
? e TER substyle 3D Table 1

[r Elue Gray 1 Cell Alignment : Center
[ Blue Gray 2 7

When you' re finished editing the style, click Done.

Note If you click inthe document or select anon-formatting menu command
(such as Print in the File menu), you can no longer edit the style. If this
happens, click the Edit button on the stylesheet palette.

To change the name of a style, or to change the style on which astyleis
based, select the style and choose Modify Style from the Edit menu on the
stylesheet palette.

=——— Muodify Style =—"——=
Type a name for
StglE Name: your style
Based on:
[None +} Choose a style to
acquire the properties
24 (cancel | [ ok of that style
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Copying, pasting, and deleting styles and properties

In the Help index,* see:
> styles, editing

Y ou can duplicate and delete styles, and move them between documents.
You can also cut or copy properties and move them to another style.

Note You cannot cut or delete astyle that isin use.

Start by clicking |58] on the Default button bar (or choosing Show Stylesheet
from the Window menu) to show the stylesheet palette. Then click the Edit
button on the stylesheet palette.

To Do this

Cut or copy astyle Select a style and choose Cut Style or Copy Style from the
stylesheet palette’ s Edit menu.

Paste astyle Cut or copy astyle, and then choose Paste Style from the
stylesheet palette’ s Edit menu. If the style you're
pasting has the same name as another style on the
palette, you see adialog box. Type a new name for the
style, and then click Rename.

Deleteastyle Select a style and then choose Clear Style from the
stylesheet palette’ s Edit menu. (You can't delete astyle
that other styles are based on, or any stylethat isin use
in the current document.)

Cut, copy, or delete properties Select a style, click Edit, and then select one or more
properties. Then, choose Cut Properties, Copy Properties, or
Clear Properties from the stylesheet palette’ s Edit menu.

Paste properties Select astyle, click in the Properties box, and then
choose Paste Properties from the stylesheet palette’s Edit
menu.

Note 'Y ou cannot cut, copy, or paste substyles. If you want to change or copy
information contained in a substyle, edit or copy its properties.

Importing and exporting styles

Y ou can export al or some of the styles on a stylesheet palette to a separate
file, and import them into other documents. Thisis useful if you want to
reuse your favorite stylesin other documents, or establish formatting
standards for everyone in your organization to use and share.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Toimport or export styles, start by clicking [&s] on the Default button bar (or
choosing Show Stylesheet from the Window menu) to display the stylesheet

palette.

To

Do this

Export stylesto afile

Choose Export Styles from the stylesheet palette’ s File
menu. In the dialog box, click the styles to export, and
then click OK. Type a name, select alocation for the
export file, and then click Save.

Import filesthat were saved to disk

Choose Import Styles from the stylesheet palette’ s File
menu. Select afile containing exported style
information, and then click Open. Inthedialog box, click
the stylesto import, select or desel ect Replace all styles with
the same name, and then click OK.

If astyle you selected has the same name asa stylein
the current document, you see adialog box. Type anew
name for the style, and then click Rename. To replacethe
style on the pal ette with the imported style, click Replace.
If you don’t want to import that style, click Skip.

Creating a slide presentation

In the Help index,* see:
» editing master pages
» settings, documents
» slide shows, creating

Y ou can set up and run a slide presentation from AppleWorks. Y ou use the
AppleWorks application as the slide projector, the pages of an AppleWorks
document as the slides, and your computer monitor as the screen.

In an AppleWorks presentation you can:

= set an automatic time advance for the slides

= use afade transition between slides

= include QuickTime movies

= show the same series of slides repeatedly

= add a background using a master page

Creating slides

To create slides, open or create a document. Y ou can make a presentation
from any document type except communications.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from

the list and click Go To Topic.
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In aword processing document, the number of slides matches the number of
pages. For al other document types, you need to set the number of slidesyou
want to include in your presentation.

For this type

of document Do this

Draw Choose Document from the Format menu, and then type the
number of pages (one page per dide) across and down. The
slide show is preset to run across first and then down.

Paint Choose Document from the Format menu, and then type the
number of pixels (72 to an inch) across and down. Larger
paintings may appear on multiple slides.

Spreadsheet Choose Document from the Format menu, and then type the
number of columns across and rows down. With the preset
column width and row height, a single page (slide) contains 7
columns across and 50 rows down. Larger spreadsheets may
appear on multiple slides.

Database Set up alayout that displays one record per page (slide)—one

record does not automatically equal one slide.

Enter the information you want on each page. To see what appears on each
dlide, choose Page View from the Window menu.

Setting up slides

In the Help index,* see:
» slide shows, options

Once you have created slides on the pages of a document, you can set up
the slide show, reorder the slides, and specify visual effects. If you have
QuickTime installed, you can also include QuickTime moviesin the slide
show. To run aslide show using the preset options, see“ Showing the slides
using one computer” on page 9-21.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To set slide options, choose Slide Show from the Window menu. In the Slide
Show dialog box, change options to customize your slide show, and click
Done.

Click the icon to change the slide display (the icon appearance changes to indicate
that it's opaque, transparent, or hidden)

Special effects options

Slide Show

Ellids: o1 =T Slide Options
- Page 2 + —1 | ] Fit to screen [ Fade

'i Page 3 B Center OLoop

w |Page 4 [ Show cursor [JAdvance every

Icon appearance w|Page 5 [5seconas
indicates the slide | Page 6 [E][E] Background
displa W (Page ?
play = [E][E] Border
r QuickTime Options
— = Opaque

g _ Trpanqsparent ] Auto play O Simultaneous
i = Hidden O complete play before advancing

To end show, press q. [ Donge ] [ Cancel ] [[ Start ]]

[
Type q to end the slide show  QuickTime movie options

Select To do this

Fit to screen Fit the entire dlide within the boundaries of the screen

Center Center the dlide vertically and horizontally within the screen

Show cursor Show the arrow pointer during the slide show. Y ou can move
the pointer around when each dlide is displayed.

Background Select the background color or texture for the slide

Border Select the color or texture displayed around the slide

Fade Make the slide fade in and out when it is displayed

Loop Repe_at the dlide show continuously until you stop it by
pressing q

Advance every (number) seconds Automatically advance to the next dide after the specified
number of seconds

Auto play Make a movie play automatically when it is displayed on a
dide
Simultaneous Make all QuickTime movies play simultaneously when Auto

play is selected and more than one movie appears on aslide

Complete play before advancing Display the current slide until the movie has finished
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Reordering slides

Onceyou' ve created a slide show, you can reorder the slides. To change the
order of your slides, choose Slide Show from the Window menu. In the Slide
Show dialog box, drag aslide up or down.

Order:

@ |Page 1 |2
f|Page 2
vi|Page 3
o]
j——— The pointer
changes to a
double arrow

=

Showing the slides using one computer

In the Help index,* see:
» slide shows, running

To show your slide presentation, choose Slide Show from the Window menu.
In the Slide Show dialog box, click Start.

Tip Press Option as you choose Slide Show to bypass the Slide Show dialog
box and go directly into the slide show.

The dlide show runs with the options set in the Slide Show dialog box. (See
“Setting up slides’ on page 9-19.) To advance to the next dlide, press Space
bar. To return to the previous slide, press Shift-Space bar. To stop the slide
show at any time, press g.

When you'’ refinished with the slide show, click Done to save any settingsyou
changed or click Cancel to restore the original settings.

Showing slides remotely over a network

In the Help index,* see:
» AppleScript

Y ou can run aslide show from adifferent computer on your network, so that
you don’'t have to sit in front of the computer displaying the slides. Use the
Remote Slide Show script (a script isa command that performs one action
or sequence of actions).

1. Open the dide show document on the computer on which you’ re showing the
dides.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Remote Slide Show

2. On the computer from which you' re controlling the dide show, open the

AppleWorks Scriptsfolder (inthe AppleWorks5 folder), and then double-click
the Remote Slide Show script icon.

3. Onthe Slide Remote palette, click 2.

. Sdlect optionsin the dialog box
For Select
Zones The zone for the computer on which you’ re showing the

slides (you see this option only if your network has more
than one zone)

Macintoshes The name of the computer on which you' re showing the
slides
Program AppleWorks 5
. Click OK.

To start and stop the slide show, click *|and =] on the Slide Remote
palette. Click 1| or «|togotothenextor previousslide. Click i/ or mi
to goto thefirst or last dide.

Merging data into documents (mail merge)

Y ou can insert informati on from adatabase document into another document
or frame by performing a mail merge.

In the Help index,* see:

» found set
» mail merge

Y ou can merge a database document with:

aword processing document, to create aform letter that includes
personalized information for each recipient (for example, “Dear Chris’
instead of “Dear Customer”)

a spreadsheet document or frame, to create areport that's easy to update
or to include aprice list in abrochure

atext frame, to print an envelope or alabel (see “ Addressing envel opes’
on page 9-27)

Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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| Result of mail merge

Merge document

To merge data, follow these general steps:

1. Set up adatabase. Y ou can have a database of names and addresses, items and
prices, clients and facts about them, or any other categories of information you
want to merge with text. Be sure to save the database. Mail merge only works
with database documentsthet are saved to disk.

2. Prepare amerge document or frame. Enter the text that iscommonto dl the
printed documentsin adocument or frame, and then enter field variableswhere
you want to insert information from the database.

3. Print the merge document with the database information inserted.

Each of these stepsis described in the following sections.
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Setting up the database

Y ou can use datafrom an existing A ppleWorks database document, or create
anew database document. Keep the following in mind:

In the Help index,* see:

» databases, documents . . . .
» found set = Determine how the datawill appear in the merge document and define the

> sorting database fields accordingly. For example, to create aform letter with a
salutation that includes aperson’ sfirst name, create separate fieldsfor the
first and last name.

= Useafind reguest before merging to include only certain database
records. Y ou may also want to sort the records before merging them.
AppleWorks prints only the found records in the order they were sorted.

Preparing the merge document

To prepare the merge document, open the AppleéWorks document you want
to merge the datainto. Then choose Mail Merge from the File menu, select the
AppleWorks database document that contains the data you want to insert,
and click Open.

In the Help index,* see:
» mail merge

Note If you are merging datainto adraw document, you must mergethe data
into atext or spreadsheet frame within that document.

In the merge document, position the insertion point where you want to insert
the datafrom the databasefield. Inthe mail merge pal ette, select field names,
and click Insert Field for each one.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Shows the
current database

9-25

Select the field Field Names Merge|Database : Select to show merged
you want to insert First Name i data, or deselect to
into the merge Last Name Show Field Data show merge field names
document Record[1 | S Click an arrow to
. show the merged
Click to insert the (switeh Database. .} data from the next or
selected field into =_insert Field | | [ Print Merge... | previous record
the merge
document Click to print the lick to switch
merge document databases
H20196

Kim Chen
31 Richards Ave.
Merged data Butte, MT 12345

Diear Kirm,

Thank you for leading the art class at
Happy Yalley Resortthis year.

Merge document

Y ou can move the mail merge palette around the window as you work to
view the merge document.

Printing the merge documents

When you' re finished inserting fields or field datainto your merge
document, click Print Merge on the mail merge palette. In the Print dial og box,
click Print.

In the Help index,* see:
» merging data

AppleWorks prints one merge document for each record in the database
document’ s found set.

Tip To print only one record, select Show Field Data on the mail merge
palette, click an arrow to go to arecord, and then choose Print from the File
menu.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Merging a FileMaker Pro database

In the Help index,* see:

» FileMaker Pro

i
7
Mail Merge

Y ou can convert aFileMaker Pro database into an AppleéWorks database,
and then merge the data with an AppleéWorks word processing or
spreadsheet document or frame. Use the Mail Merge script (ascriptisa
command that performs one action or sequence of actions).

1. Open the AppleWorks Scriptsfolder (in the AppleWorks 5 folder), and then
double-click the Mail Merge script icon.

2. Click FileMaker Database, Select the database you want to convert, and then click
Open.

3. Click AppleWorks Document, select the AppléWorks document you want to
merge with the database data, and then click Open.

4. Ontheimport from FileMaker Pro palette, select the fieds you want in your
AppleWorks database and click Move.

5. Click Import.

The script converts your database to AppleWorks format and opens the
AppleWorks mail merge palette. Y ou can then follow the instructionsin
the previous two sections to perform the mail merge.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Addressing envelopes

If your printer can be set up to print on envel opes, you can address envel opes
in AppleWorks. If you can’t print directly on envelopes, you may want to
print your addresses on address |abels. See “ Printing labels’ on page 8-40.

Using the Envelope Assistant
Use the Envelope Assistant if you want AppleWorks to step you through

H * .
In the Help index,™ see: addressing an envelope that you can print. Y ou can have the Assistant help
> Assistants you type an address and place it on the page, or you can have it format an

envelope with an address you' ve already typed.

To have the Assistant help you type an address and place it on the page, start
AppleWorks, and then choose New from the File menu. Select Use Assistant or
Stationery, and then select Envelope in the scrolling list and click OK. The
Assistant prompts you to complete the steps required to address the
envelope.

To have the Assistant format an envel ope with an address you' ve already
typed, select every line of the recipient’ s address and choose AppleWorks
Assistants from the (2] or Help menu. Select Address Envelope from the scrolling
list and click OK.

Setting up and creating envelope stationery
To set up the envel ope stationery, create adraw document. Choose Page Setup

H * .
In the Help index,™ see: from the File menu. From the Paper pop-up menu, choose an envelope
> envelopes setting and an orientation (horizontal for standard business envelopes), and
> Statlonery, Creatlng then CI |Ck OK

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To create the envelope stationery, click the text tool [A], click in the
document where you want the beginning of the sending address to go, and
then type an address or placeholder text. Be sure to press Return at the end
of every line of text. You may have to resize the address by dragging its
handles. Repeat to place text for the return address.

RETURN ADDRESS

H : : Address text

SENDING ADDRESH
: : frame

AIRMAIL

Choose Save As from the File menu and save the document as stationery. See
“ Saving document formatting as templates (stationery)” on page 2-12 for
more information.

Addressing envelopes

In the Help index,* see:

» envelopes
» stationery, using

To address an envel ope, choose New from the File menu, select Use Assistant or
Stationery, and a category from the Category pop-up menu, and then choose
your envelope stationery. Double-click the sending address text frame and
type the address you want to use. Repeat for the return address text frame.

Insert the envelope into your printer, and then print the envelope stationery
document.

Y ou can also print addresses from a database document using mail merge.
See “Merging datainto documents (mail merge)” on page 9-22.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



Linking frames

In the Help index,* see:

» layering information
» frames, linking
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You can link a series of text, paint, or spreadsheet framesto break up
information that’s normally confined to one area of a document. Y ou can
then move and resize frames to control the layout of your document.

Ut v_visi enim

Lorem ipsum Qamet consect

12925% 166566
34467 | 44091

Link text frames for Link paint or spreadsheet
complex page layouts frames to show parts of a
painting or spreadsheet

When you create linked frames, you seeindicatorsthat provide information
about the frames. A continue indicator shows that aframeis not yet linked
to another frame. A link indicator shows that the frame is linked to another
frame. Anything you type, paste, or paint into the first frame continuesinto
the next frame. A text overflow indicator shows that the frame contents
extend beyond the last frame.

Top-of-frame indicator

1 I[==2]]
pomsequak. Duds autem wel eum
AUtem Ve-l- firiwre dolor in hemdrerdt in wulpukate
prelit esze molestie consequat, wel
[N Laorest dolore magms aliquam illum dolore ew feugiat nulla
ierab wolukpat. T wisi enim ad apilicic ab wero erog et aceumzan et
minim vendsm, quis nostrud exerei fusto odio dignissim qui blandit
abion Wllameatper suseipit lobortis praesent Juptatum zzril delenit
miz] vk aliquip ex easden commodo e duis dolore te Feugait nulla
ETJ wecilisi. Lorem ipeym dolor sit_El—— Text overflow indicator
Link indicator Continue indicator

Linked text frames

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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In the Help index,* see:

» frames, formatting
» frames, linking

L=l l=al ] )
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Continue indicator

Linked spreadsheet frames

Continue indicator

Linked paint frames

When you create linked frames, keep in mind the following:

= You can create linked frames in aword processing, spreadsheet, draw, or
database (in Layout mode) document but you can’t link framesin apaint
document.

= You can link frames of the same type, but you can't link frames of
different types. For example, you can't link atext frame to a spreadsheet
frame.

= You can link an existing frame to a new frame you create, but you can’t
link two existing frames to each other.

Tolink frames, select the arrow pointer [x ] from thetool panel. (If you don’t
see the tool panel, choose Show Tools from the Window menu.) Then choose
Frame Links from the Options menu. Select the text [A], spreadsheet [&], or
paint [¢ ] tool from thetool panel and drag the pointer to draw aframe. Click
onceoutsidetheframe. (To draw atext framein aword processing document
or aspreadsheet frame in a spreadsheet document, press Option asyou draw
the frame.)

Click the continue indicator and then draw the next frame. After you draw
the frames, you can resize them, enter and edit information in them, and
arrange the linked frames in your document.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Viewing empty frames Empty linked text frames do not show when you are
adding new ones. Y ou can add a border by selecting the frame and choosing
awidth from the pen width palette.

Working with movies

In the Help index,* see:
» movies, in documents

If you have the QuickTime extension installed in your system, you can add
movies to your documents, play them on the screen, and make simple
changes.

Y ou can work with moviesin word processing, draw, and spreadsheset
documents, and in multimedia fields and Layout mode of a database
document.

Adding a movie to a document

Y ou can import, insert, or paste a movie into any document type (except
communications) and into a multimediafield in a database document. See
“Importing and exporting documents’ on page 2-18 for more information.

Movies appear in the document as a picture with a control badge in the
lower-left corner.

Note In aword processing document, the QuickTime movie control bar is
not avail able when the movie has been inserted or pasted as an inline object
intext. To play amovieinserted thisway, double-click the movieframe. To
stop the movie, single-click the movieframe. To make the movie control bar
available in aword processing document, insert the movie as an object
(select the arrow pointer, and choose Insert from the File menu).

Setting movie options

Y ou can control how amovie playsin an AppleWorks document by clicking
the movie object so it appears with handles and choosing Movie Info from the
Edit menu.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Playing a movie

Click the control badge (double-click the control badge in text documents)
to play amovie from beginning to end, in segments, or only a selected part.
Y ou can also play amovie at different rates of speed.

Handle

Control badge

Click the control badge to
see the movie control bar

A movie control bar appears on QuickTime movies.

. Forward/reverse slider
Volume control—click to

open, and drag the

slider to the volume
level you want Step (forward and reverse) buttons

Movie control bar

Editing a movie

Y ou can cut, copy, paste, or delete parts of amovie. Y ou can aso create
additional movies by making a selection, cutting or copying it, and pasting
it as an object in the document. For information about how to edit amovie,
see onscreen Help.

In the Help index,* see:
» movies, in documents

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Creating and editing custom buttons

Custom buttons reduce tasks, such as opening afile or checking the spelling
of adocument, to asingle step. Y ou can create a custom button to run a

> button bars sequence of actions, and then add that button to the button bar. For
information on using the button bar, see “Using the button bar” on page 3-5.

In the Help index,* see:

AppleWorksiis preset to show the button bar at the top of the document
window (below the menu bar). If you can’t see the button bar, choose Show
Button Bar from the Window menu. AppleWorksis preset to show the

Info Line, which displays information about the buttons. To hide the Info
Line, choose Button Bar Setup from the ] menu on the button bar, and then
deselect InfoLine in the Button Bar Setup dialog box.

RaJ=

Helvetica VI 1z - I Dl Body vI |Copies the curren‘ zelection and puts it on the Clipboard.

Default button bar for word The Info Line shows information about a button
processing documents you hold the pointer over

To create anew button, choose New Button from the =] menu on the button bar.
(If you don’'t see the button bar, choose Show Button Bar from the Window
menu.) Y ou see the New Button dialog box.

New Button

Button Name: Show Button In

Type a name for the button — ] | | = A environments
Button Description: g anrdrPrucessing

. Pt rawin H

Type a brief description of what the = Paiming — Select which
button does (the description [ Database document types
displays in the Info Line) & spreadsheet you want the
When button pressed: [Play Macro + [ Communications button to appear in
]

Select the task you want the

button to perform Macro: | | Eait 1con: [ glick todcre_ate a
utton design

z

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Using macros

To set the task that the button performs, choose an option from the When
button pressed pop-up menu.

To make the button From the When button pressed pop-up menu, choose

Play amacro Play Macro. Enter the name of the macro you want the button to
play.

Open a document Open Document. Click Select Document, select the document you

want the button to open, and then click Open.

Open another application Launch Application. Click Select Application, select the application
you want the button to open, and then click Open.

Open aURL Open URL. Enter the URL for the document to link to on the
World Wide Web. (Y our computer must already be set up
with a Web browser and an Internet connection for the URL
button to link to the document.)

Execute a script Execute Script. Click Select Document, select the AppleScript you
want the button to open, and then click Open.

To edit a button, choose Edit Buttons from the [=] menu on the button bar.
Select the button and click Modify.

A macro is one action that performs a series of actions. Y ou can create
macros to automate tasks you do often. For example, you can create amacro
that sorts a database, prints areport, and then closes the database document.

Y ou can aso create a button to execute a macro, and add the button to the
button bar. (See the previous section.)

For information on In the Help index,* see:

Changing a macro > macros

Creating a macro

Deleting a macro

Making a shortcut button for a macro

Running a macro

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Using AppleScript with AppleWorks

The AppleScript application is a system software extension that automates
tasks and procedures on computers and in many applications using Apple
events. AppleScript isincluded with the System 7.5 software. If you have an
earlier system version (System 7.0 or 7.1), you can license A ppleScript
separately.

AppleWorks provides several sample scripts, such asascript for converting
documents from other applications to AppleéWorks format. The sample
scripts, and a database listing the Apple events supported by ApplewWorks,
are in the AppleWorks Scripts folder, inside the AppleWorks 5 folder. For
information onwriting your own scripts, seethe AppleScript documentation.

For information on In the Help index,* see:

The AppleScript application » AppleScript

Using AppleScript in AppleWorks

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.






Chapter 10. Communications

This chapter explains how to use AppleWorks to establish communication
between your computer and another computer. All communicationsfeatures,
including procedures, shortcuts, and troubleshooting, are described
completely in onscreen Help.

When to use a communications document

Create acommuni cations document when you want to exchangeinformation

H * . . . .
In the Help index,” see: with another computer. Use an AppleWorks communications document to:
» telecommunications

= connect to atext-based commercia online service such as CompuServe
= connect to a computer you can access at your business or school

= connect to apublic or private bulletin board service (BBS)

= transfer files directly from one computer to another

Communications basics

To get started with communicating with other computers, you need to have
the correct software and hardware setup and become familiar with
communications terms and ApplewWorks communications documents.

What you need
Before you can use AppleWorks for communications, you need:

In the Help index,* see:

o = the Apple Communications Toolbox tools (for example, the Apple
» telecommunications

Modem Tool). If you installed the full version of AppleéWorks, the
installation program copied the necessary tools to your system if you
didn't aready have them.

= amodem and the necessary cables to connect your computer to a
telephoneline. Refer to the modem manufacturer’ smanual and theonline
service for additional requirements.

Note If you’re connecting directly to another computer, you may not need
amodem. Instead, you can use aserial connection cable. See* Connecting
to another computer without a modem” on page 10-4 for more
information.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



10-2  AppleWorks 5 User's Manual

Communications terms and concepts

If you' re new to communications, you need to be familiar with thefollowing
communications terms and concepts.

Term

Definition

Terminal

A screen and keyboard used to communicate with a remote (distant)
computer. The remote computer can be as close as the same room or
building, or as far away as another country. Using the terminal software
included in the AppleWorks package, your computer can emulate (act
like) aterminal, so that your computer and the remote computer can
communicate.

Host computer

A computer that answers requests for information or that actsas a
gateway to other computers. Y ou communicate with a host computer
across a serial port or network port. To communicate with a host
computer, you usually need an assigned user name and password. When
you identify yourself at connection time, you're logging on. When you
disconnect, you're logging off.

Connecting

The process of establishing communication with another computer.
Communication from one computer to another requires a transmission
channel—usually atelephone line, but sometimes a cable between two
computers. Connection by tel ephone requires a modem, a device that
turns data from your computer into asignal that can be transmitted over
atelephone line. The computer at the other end of the telephone
connection aso requires a modem.

Session

The amount of time from when you connect to an online service or
another computer to when you disconnect (also called connect time).
When you useacommercial online service, you'reusually billed only for
connect time.

Online service

A host computer that givesyou accessto avariety of information, such as
weather forecasts, airline schedules, databases used for research, and
bulletin boards for communicating with other users. AppleWorks
supports only text based online services and cannot be used to browse the
World Wide Web.
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Creating a communications document

e To create acommunications document, choose New from the File menu, click
Inthe Help index,™ see: Communications, and then click OK. Or, click [&)] on the Default button bar. (If
> communications documents you don’t see the button bar, choose Show Button Bar from the Window menu.)

About the communications window

All communication between your computer and an online service or another
computer appears in the communications window.

00:00:00 Unconnected

|— Shows the status of the

current session

&

Shows how much time has elapsed
in a session (click to reset)

Click to use or set up a phone book

Connecting to another computer

After you create a communications document, you’ re ready to:

= connect to an online service or aremote computer using a modem
= connect directly to another computer, using a cable

= receive acall from another computer, using a modem

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Connecting to another computer with a modem

Begin a session by setting up a connection and then placing the call. When
you have completed the session, disconnect your computer from the online
service or remote computer.

To Do this

In the Help index,* see: Set up aconnection  Choose Connection from the Settings menu. When the Connection
Settings dialog box appears, make sure Apple Modem Tool is selected
from the Method pop-up menu. Type the number to dia in Dial Phone
Number. Choose a modem name from the Modem pop-up menu.
Change the Port Settings as needed, and then click OK. (See
“Changing communications settings” on page 10-9 for more
information.)

» connecting computers

Place acall Turn onyour modem. Click [z | on the Default button bar, or choose
Open Connection from the Session menu. After you connect, use the
commands of the online service or host computer to find the
information you want.

Disconnect Click again, or choose Close Connection from the Session menu.

Connecting to another computer without a modem

Y ou can connect one computer directly to another (for example, to transfer
data between a notebook computer and a desktop computer), without using
amodem. To do so, connect anull modem cablefrom the serial port (modem
or printer) of one computer to the serial port of the other computer. For more
information, refer to onscreen Help and the documentation that came with
your computer.

In the Help index,* see:
» direct connections

Receiving a call from another computer

Y ou can set up acommunications document to wait for another computer to
call your computer.

In the Help index,* see:

» disconnecting

> receiving calls Toreceiveacall from another computer, choose Connection from the Settings
menu. In the Connection Settings dialog box, choose Apple Modem from the
M ethod pop-up menu. Click Answer Phone After...Rings, type the number of rings
you want before your modem answers the call, and then click OK.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Choose Wait for Connection from the Session menu and wait for the appropriate
incoming call. AppleWorks answers every incoming call after the specified
number of rings until you end the session.

To end the session, click |z on the Default button bar, or choose Close
Connection from the Session menu.

Working with data during a session

During a communications session, you can:
= captureincoming data and save it in atext file on your disk
= copy incoming data formatted as a table into a spreadsheet document

= savethedatain the terminal area and the scrollback panein a
communications document

= print data during a communications session
= send files from one computer to another

Using the scrollback pane

In the Help index,* see:
» communications documents

Asyou work during acommunications session, the datayou receivefrom the
remote computer goesinto theterminal areaof the communicationswindow.
(If you don’t see what you type in the terminal area, choose Terminal from the
Settings menu and turn on Local Echo, also called half duplex.) Data that
overflows the terminal area goesin the scrollback pane.

Usethe scroll barsin the scrollback paneto ook back through datathat isno
longer visible. When you save or print the document, you also save or print
the contents of the scrollback pane.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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EO=———————— Untitled | (M) =—"—————7115
00:04:16 Connested 33

&=— Scrollback pane

One moment please. ..

Drag the
horizontal pane
control to
change the size
of the scrollback
pane

FAEOUT TECHIMFO DATREASE

TechInfo Datobose provides gyou with =ix common search criteria for guickly

finding articles of interest. You con search by product nome, publication date
document I0 number, operating environment, document text, and title text. You
can also download articles directly from TechInfo Database.

Fress <CR* for more !

CompuServe  CLR—18 Terminal area

5] [ ]

Important Do not depend on the scrollback pane to save data. Asyou fill

available memory, the ol dest contents of the scrollback pane are removed. If
you choose Save from the File menu, copies of the scrollback pane you saved
earlier are overwritten and data may be lost. To store incoming data safely,
captureit directly to afile. See the next section, “Capturing incoming data.”

Y ou can change the characteristics of the scrollback paneto suit theway you
work.

To Do this

Show and hide the Choose Show Scrollback or Hide Scrollback from the Settings menu.
scrollback pane

Copy the contents of Select the contents and choose Copy from the Edit menu.
the scrollback pane into Switch to another document and choose Paste.
another document

Clear datafrom the Choose Clear Saved Lines from the Session menu.
scrollback pane

Limit the amount of Choose Preferences from the Edit menu. In the Preferences
datato store diaog box, choose Communications from the Topic pop-up

menu. Select amemory option from the Scrollback pop-up
menu, and then click OK.
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Capturing incoming data

In the Help index,* see:

» capturing data
» communications preferences

Y ou can capture, or save, all incoming data (not just the contents of the
screen and the scrollback pane) in atext file asit’s received. When you
capture data, thefile is saved on disk—not in memory.

Y ou can start capturing data before you connect or while you' re online. For
example, if you don’t want to save your online service’ smenus, you can wait
to capture data until you’ re about to receive the information you want.

To Choose

Begin capturing incoming  Capture to File from the Session menu, enter afilename, and then
data click Save

Stop capturing the data Stop Capture from the Session menu

Set preferencesthat affect  Preferences from the Edit menu. In the Preferences dialog box,
how you capture data choose Communications from the Topic pop-up menu, select
options, and then click OK.

Saving and printing communications documents

In the Help index,* see:
» capturing data

When you save a communications document by choosing Save from the File
menu, you are saving the contents of the terminal area, the scrollback pane,
and your current communications settings. Y ou can save a communications
document at any time, even if you’ re connected to another computer.

To save only the text in the scrollback and terminal areas (excluding the
communications settings), choose Save As from the File menu. Name the
document, choose Text from the pop-up menu, and click OK.

Important Y ou should not use Save on the File menu as your primary means
of saving incoming data; you should use it mainly for saving

communi cations settings. When you save adocument with Save, copies of the
scrollback pane that you saved earlier are overwritten and data may be lost.
To store incoming data safely, capture it directly to afile. See the previous
section, “Capturing incoming data.”

To print acommunications document, choose Print from the File menu. You
can print at any time.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Copying and pasting a table

If you receive atable of dataduring acommunications session, you can paste
it into a spreadsheet so it lines up one item per cell, or into a text document
> Copy Table command or frame so that the columns line up.

In the Help index,* see:

To copy atable during a communications session, select the text you want
changed to atable (the text must have at |east two spaces between columns).
Choose Copy Table from the Edit menu, and then paste the datainto a
spreadsheet or word processing table.

Sending a file to a remote location

Y ou can send afile to another computer if the computers have the same
e transfer method. When you send afile, be sure that the other computer is set
> sending files up to receivefilesautomatically or that someoneis available at the other end
of the connection to initiate the transfer.

In the Help index,* see:

Before sending afile, you need to set up the transfer method on the sending
computer. To set up the transfer method for the sending computer, click
onthe Default button bar. The receiving computer needsto be set up with the
same transfer method, To set up the transfer method for the receiving
compuiter, click g8 on the Default button bar.

Simplifying communications tasks

Y ou can automate communi cations tasks and work more efficiently by using
the AppleWorks phone book, templates, and macro features.

To Do this

In the Help index,* see: Start or edit aphonebook  Choose Phone Book frgm the Settings menu, type in the Edit
Phone Book Entry dialog box, and click OK. Click Done when

> connecting computers you are finished making entries.

» log-on macro

» phone book Place acall using the Click the phone book icon & in the tool bar and select an entry
phone book you wish to call.

Make a communications See “ Saving document formatting as templates (stationery)”
document into atemplate  on page 2-12.

Create alog-on macro Record a macro that enters the necessary passwords and 1D
information to connect to an online service. See onscreen Help
for instructions.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Changing communications settings

In the Help index,* see:
» connection settings

» file transfer settings

» terminal settings

If your modem or the online service requires different settings than the
AppleWorks defaults, or if you want to connect directly to another computer
without using a modem, you can change the connection, terminal, and file
transfer settings. Refer to the manual s that came with your modem and
online service to find out which settings you should use.

A new communications document is preset to use the following tools, which
are supplied and installed with AppleWorks:

= Connection setting: Apple Modem Tool
» Terminal setting: VT102 Tool (compatible with VT100)
= File Transfer setting: XMODEM Tool

The connection, terminal, and file transfer options are preset to the most
commonly expected conditions.

For example, the preset connection tool isthe Apple Modem Tool, whichis
used to connect to a remote computer through a Hayes-compatible modem.
Another connection tool isthe Serial Tool, which is used for direct
communication with another computer or another device.

To change From the Settings menu, choose
Connection settings Connections

Terminal settings Terminal

File transfer settings File Transfer

Refer to onscreen Help for information about the various tool options.
Balloon Help also contains detailed descriptions of the connection settings.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.






Chapter 11: AppleWorks and the I nternet

With AppleWorks, you can open, view, and create documents that contain
Hypertext Markup Language (HTML) on the Internet and the World Wide
Web (WWW, or Web). Y ou can also create your own HTML filesand place
them on the Internet and the Web as Web pages, to present information to
people using the Web.

This chapter describes how to use AppleWorks to set up your computer for
usewith theInternet, create Web pages, and send and receive el ectronic mail
(email). Before you begin, you need to understand how to create and edit
documents. In particular, you should understand the information in

chapter 2, “Creating, opening, and printing documents,” chapter 4, “Text
(word processing),” and chapter 5, “Drawing.” Y ou should also understand
“Using the button bar” on page 3-5, and “Editing links’ on page 9-4.

All Internet features, including procedures, buttons, and troubleshooting, are
described completely in onscreen Help.

About the Internet and the Web

In the Help index,* see:
» Internet

The Internet is a collection of computer networks that use a common set of
rules for exchanging information, called the transmission control protocol/
Internet protocol (TCP/IP). Using the Internet with your computer, you can
work with information that’ s stored at other |ocations. For example, you can
read weather reportsfrom around theworld, send and receive el ectronic mail
(email), and attend a creative writing class from aremote site.

TheInternet network was once limited to simple, text-only documents. With
the devel opment of the Web, documents can now include graphics, various
text styles, and links (connections, or jumps, to areas of the same document,
or to other Web pages, applications, or servers on the Web). A document on
the Web is called a Web page, home page, or start page.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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About browsers

A Web page contains formatting information, which determines how the
document looks and how you can use it onscreen. Y ou can use AppleWorks
to create and format a Web page without knowing HTML. Create aword
processing document that has the information you want on your Web page,
and then save the document in HTML format. AppleWorks adds the correct
HTML tags and your Web page is ready for delivery to your Web site.

To access, view, and place a Web page on the Web, you need:
= amodem (internal or external)
= aphoneline or an Integrated Services Digital Network (ISDN) line

= abrowser, an application that displaysinformation from the Internet. (For
more information, see “About Browsers,” next.)

= software from an Internet service provider (such as America Online or
CompuServe). For more information, refer to a specific provider.

= an account or connection with the Internet service provider

To open, read, and work with Web pages, you use a browser, an application
that displays information from the Web in aformat you can read and work
with.

Each browser interprets HTML tags differently. For example, one browser
may display headings in color with an elegant typeface, while another may
display headingsin capital letters.

Selecting a browser

In the Help index,* see:

» browser
» Web browser, launching

Before you can use the Internet with AppleWorks, you need to select a
browser to use. Y ou can change your selection at any time.
To select abrowser:

1. Choose Intemet from the[=] menu on the Default button bar. (If you don’t
see the button bar, choose Show Button Bar from the Window menu.)

2. Click [&] on the Internet button bar.
3. Inthe Internet Preferences dialog box, click Helpers.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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4. IntheHelpersdiaog box, click theiteminthelist that beginswith http, and then
click Change.

5. Inthe Add Helper dia og box, click Choose Helper. L ocate and sdlect the name of
the browser to use, and then click Open.

6. Inthe Add Helper dialog box, click the close box.

7. With Internet preferences as the current window, choose Save from the File
menu, and then choose Close.

Connecting to the Web

Once you' ve selected a browser to use, you can quickly connect to the Web
using the selected browser.

To do so, on the Internet button bar, click @.

Creating a Web page

In the Help index,* see:
» Web pages, creating

A Web pageisan HTML file on the Web. With the AppleéWorks trand ator,
you can easily create an HTML file without understanding HTML or how it
works. You simply create aword processing document and save your work
asan HTML file. Y ou seeimmediately how your document will look on the
Web.

Note The AppleWorks HTML trandator displays a Web page in astandard
format. However, your Web page may appear different on different
browsers. Y ou can customize the format for specific browsers by clicking
the HTML Configuration button and adding or modifying the tags that are
exported.

Designing your Web page

Before you create aWeb page, it'sagood ideato learn about effective Web
page design. Y ou can find such information in the computer and software
sections of bookstores, in computer industry magazines, in classes and
seminars, and on the Internet. In addition, browse the Web and note aspects
of other Web pages that you'd like to use in your own.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Asyou create a Web page with AppleWorks, keep the following design tips

in mind:

= Keep your design simple and uncluttered. An orderly design makes it
easier to scan the page to find information.

= Limit the size of your page so that users scroll no more than three screens.

» Use headings so that users can scan the page and read the portions they
want.

= Consider separating areas of text with horizontal lines.
= Organize related information in lists.

= Use boldface and italic styles sparingly. Too much emphasis makes text
difficult to read. Don’t use underline, because underlined text indicates a
jump to related information.

= Choose typefaces and colors that are easy to read onscreen.

Creating an HTML file

In the Help index,* see:
» Web pages, creating

Tocrestean HTML filefor aWeb page, start by creating aword processing
document, and then save your work asan HTML file.

Important Before you begin, be sure you understand the information in the
previous sections of this chapter.

1. Click |&)] on the Default button bar to create anew document, or click <] to
open an exigting document.

(If you don’'t see the button bar, choose Show Button Bar from the Window
menu.)

2. Inthe document window, press 88-; (semicolon) to show formatting
characters (such as carriage returns and spaces).

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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3. Create the document with the text and art you want posted to the Web.

To Do this

Apply astyleto text Select the text to format, and then click any style from
the stylesheet palette.

Apply atype styleto text Select the text, and then click |Z| to make the text bold

or click [[7] to makethetext italic. Don't use underline,
which isaconvention used to indicate alink.

Organize information into a
numbered or bulleted list

Choose stylesfromthe[ests_____~] pop-up menu. Use
Harvard, Legal, or Number for numbered lists; use Diamond,
Bullet, or Checklist for bulleted lists.

Insert a horizontal line to
separate sections of text

Place the insertion point where you want the line to
begin. Choose Insert Page Break or Insert Section Break from
the Format menu. AppleWorks ignores automatic page
breaks when you save the document asHTML.

Add atable

Use an inline or floating spreadsheet frame.

Insert apicture

See “Adding pictures,” next.

Create alink from your

See“Linking Web pages’ on page 11-6.

document to a different
document, or to other
information on the Internet

Adding pictures

In the Help index,* see:
» Web pages, graphics for

Y ou can include pictures in any format supported by AppleWorks, such as
TIFF and PICT. When you save the document asHTML, AppleWorks
trandates any art in the document to aformat (GIF or JPEG) that is readable
by Web browsers.

Important When you save an HTML file, each pictureis saved as a separate
filein the same folder as the document. If you movethe HTML fileto a
different folder or computer, you must move the picture files to the same
location. To make the pictures and documents easier to find, save each
HTML file (with the pictures) in its own folder.

To add apicture:

1. Open or create the word processing document that you want to use asaWeb
page.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.



11-6  AppleWorks 5 User's Manual

2. Add art asaninlineor floating object.

Y ou can draw objects or paint frames directly in the document, use art
from alibrary, or insert art from another document.

Linking Web pages

Y ou can create links (connections or jumps) from selected areasin aWeb
page to a different location in your Web page or to other Web pages. Links
can jump to a bookmarked location or to a Uniform Resource L ocator
(URL). Linksto anather part of the same document or to another document
are called document links. Links to a Web page are called URL links.

In the Help index,* see:
» Web pages, links to

For example, create alink from abutton in your HTML file to related sites.

=M

Go Ta: |http:.-".-"www.cafe com I URL address for
| I I I I | this Web page

— These links jump to a different
location on the Web page

About our coffees | About our recipes |  Other sites — This button jumps to a different
Web page

Click here for a complete explanation of the coffee bean roasting
process!

Note Y ou can aso createalink to adifferent document or adifferent area of
the same document, even when the linked documents are not on the Web.
For more information, see “ Creating links’ on page 9-1.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Y ou can attach links to selected text, an object, or to paint and spreadsheet
frames.

Tocreatealink to aURL:

1. OpentheWeb page document fromwhich to createthelink, and then sdect the
itemto creste the link from.

2. Click [%] on the Internet or Default button bar. (If you don't see the button bar,
choose Show Button Bar from the Window menu.)

3. IntheNew URL Link didog box, create alink, and then click OK.

——— New URL Link ————
Type a name for the
Name:|Espresso Cafe 4'— — link
URL: |http://www.cafe.com Type the URL
address
2] ([ cancel | [ ok ||

4. Totest thelink, chooseShow Links Palette from the Window menu and makesure
Live Links is selected.

Inan HTML file, the arealinked to a URL appears underlined in the
AppleWorks document, and the pointer changes appearance over the
underlined area. To view the linked URL, click the underlined area.

Espresso Cafe Click the underlined area to go to
= the linked information

The pointer looks like this

over a link

A link can jump to adocument (called a document link) or to a specific
location within a document (called a book mark). If you create a document
link, clicking the link opens the document. If you create a book mark,

clicking the link opens the document and locates the book mark within the
document.
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To create alink to another document:

1. Open the Web page document fromwhich to createthelink, and then sdlect the
item to creste the link from.

2. OntheInternet or Default button bar, click || to create alink to another
document.

3. Inthe New Document Link dialog box, create alink, and then click OK.

=—————— New Document Link =————

Type a name for the
Name: link

Document: coffee bean roasting

Book Mark:

2] [ choose Document... | [ cancel | [ ok |

Select the document to link to

4. Totest thelink, chooseShow Links Palette from the Window menu and makesure
Live Links is sdlected.

To create alink to another part of your Web page:

1. OpentheWeb page document fromwhichto createthelink, and then select the
item to create the link from.

2. Onthe Internet or Default button bar, click to create alink to another part
of the same document.

3. Inthe New Book Mark dialog box, create alink, and then click OK.

New Book Mark

Name: [Cafe Menu | Type a name for the

link
Folder:

2] (cancel ][ ok |




The pointer looks like this
over a link
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4. Totest thelink, choose Show Links Palette from the Window menu and makesure
Live Links is selected.

Inan HTML file, the arealinked to a book mark appears underlined, and
the pointer changes appearance over the underlined area. To view the
book mark, double-click the underlined area.

P 2 Double-click the underlined area
_a%% to go to the linked information

S

Keep the following points in mind:

» Toreducethe amount of scrolling of your Web page, create linksto other
areas of the same document. (Y ou can also create URL linksto other Web
pages.) For more information, see “ Creating document links’ on page
9-2.

= For information about changing alink, see “Editing links’ on page 9-4
and “Deleting links” on page 9-4.

= When you print a Web page with links, the linked information isn’t
printed.

Saving a document in HTML format

In the Help index,* see:
» Web pages, saving

Once you have an AppleéWorks word processing document that you want to
post to the Web, you need to saveit in two formats: as an AppleWorks
document and as HTML. When you edit the Web page | ater, you open the
AppleWorks document, not the HTML file.

When you save a document in HTML format:

= URL links aretrandated into HTML links

= book marks are trandated into HTML anchors
= most styles aretrandated into HTML styles

To save adocument in HTML format:
1. Choose Save As from the File menu.

2. Saveyour document first by choosing AppleWorks from the Save As pop-up
menu.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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3. Typeanamefor the document followed by the filename extension .cwk, and
then click OK.

4. Savethe document again and choose HTML from the Save As pop-up menul.

5. Typeanamefor thefile followed by the filename extension .html, and then
click OK.

Opening and editing HTML files

When you edit your HTML file or Web page, you open the original
AppleWorks word processing document. After you make changes to the
document, you must save it again asan HTML file.

In the Help index,* see:
» Web pages, editing

. Choose Open from the File menu.

. Inthe Document Type pop-up menu, select Word Processing.
. Inthe File Type pop-up menu, sdlect .cwk.

. Locate and then select the document.

. View the document, and then make any changes you want.

. If you made changes, save the document as described in the previous section,
“Saving adocument in HTML format.”

o OB~ WN P

Working with electronic mail

With AppleWorks, you can send and receive email messages to and from
many types of computers and mail systems, locally or in remote locations.
Y ou can work with electronic mail on the Internet or over a different
computer network.

In the Help index,* see:
» emalil

Towork with electronic mail, you must have the appropriate hardware (such
as amodem and phoneline). In addition, your computer must be connected
to an Internet service provider or another network that provides electronic
mail services.

For more information about sending and receiving electronic mail, see
onscreen Help. In addition, see the documentation that comes with your
computer, browser, or Internet service provider.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Symbols

#i error 7-25
« in spreadsheet cells 7-23

A

Absolute references 7-22
Activecdl 7-3, 7-25
Address Envelope Assistant 9-27
Address |abels. See Labels
AddressList Assistant 2-6, 8-7
Address, cell 7-6
Addresses and names list 2-6, 8-7
Addressing envelopes 2-6, 9-27
Airbrush (Spray can) 6-5
Aligning

datain

cells 7-10
fields 8-34

fields 8-32, 8-41

objects 5-15

text 4-6, 4-12

text, in text frames 4-6, 5-20
Alphabetizing library items 3-21
Apple Guide 1-6
Apple Modem Tool 10-9
AppleScript *AppleScript
AppleWorks 2-2

AppleWorks stationery. See
Stationery

Applying styles 9-9, 9-12, 9-14
Arcs

See also Objects

reshaping 5-13, 6-5

tool for drawing 5-4
Arrow keys, preferencesfor 3-22
Arrow pointer 3-4, 3-9
Arrowheads

adding to lines 5-10, 6-6

copying settings for 5-11
Art. See Clip art; Pictures
Assistants

AddressList 87

Create Labels 8-32

described 2-4
Envelope 2-6, 9-27
Insert Footnote 4-28
Paragraph Sorter 4-14
Table Maker 4-20
Attributes, changing for text 4-7
Auto Calc 7-24
Autogrid 5-7, 5-15, 6-8
AVERAGE function, example 7-28
Avery labels. See Labels
Axes 7-30, 7-33

B

Backup copy 2-9
Bar charts, changing 7-33
Basic styles 9-7, 9-13
Bezigons 5-4, 5-13, 5-14
See also Objects
Blank documents, creating 2-2
Blending image colors 6-12
Body part. See Parts, database
Bold text 4-7
Book marks
creating 9-2
deleting 9-4
editing 9-4
going to in document 9-5
HTML files, in 11-8
sorting names 9-5
using, in
draw documents 5-21
paint documents 6-17
spreadsheet
documents 7-35
word processing
documents 4-36
Web pages, in 11-8
Bookmarksin Help *Help,
customizing
Borders
cell 7-19
chart 7-33
field 8-34
image 6-6
object and frame 5-3, 5-10

Browse mode (database) 8-2, 8-13
Browsers
described 11-2
selecting 11-2
starting 11-3
Brush 6-5
Bucket. See Filling; Paint bucket
Bulletin boards 10-2, 10-4
Bullets 4-11
Business Cards Assistant 2-6
Button bar
See also Buttons
changing number of rows 3-6
creating new 3-7
Default 3-5
displaying pop-up menus 3-6
moving 3-6
positioning 3-6
showing and hiding 3-6
switching 3-5
Button fields
described 8-9
finding 8-26, 8-28
Buttons
See also Button bar
adding and removing 3-7
creating new 9-33
described 3-5
editing 9-34
macros for *macros

C

Calculating formulas 7-24
Calculation fields 8-9, 8-11, 8-12
Calendar Assistant 2-6
Capturing data, described 10-7
Cell range

described 7-5

entering in formulas 7-24, 7-28

naming 7-13

printing 7-21

setting in charts 7-30
Cels

active 7-3, 7-25

* Choose Index fromthe or Help menu and scroll to the entry. Then choose a topic fromthelist and click Go To Topic.
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addressfor 7-6
borders, adding 7-19
centering datain 7-10
data, in
deleting 7-8, 7-18
entering 7-5
sorting 7-11
working with 7-6, 7-7, 7-8
deleting 7-18
filling automatically 7-9
grid 7-3, 7-20, 7-21
inserting 7-18
linking 7-35
locking (protecting) 7-6
names for 7-12
references to
described 7-22
entering 7-23
examples 7-25
selecting 7-5
Certificate Assistant 2-6

Chapters, adding to a document. See
Sections

Characters, counting 4-33
Charts

See also Spreadsheet documents;
Spreadsheet frames

borderson 7-33
copying or cutting 7-31
creating 7-29, 7-30
deleting 7-31
described 7-29
elements
described 7-30
modifying 7-30-7-33
examples 7-1, 7-29, 7-30
optionsfor 7-30
resizing 7-31
showing and hiding 7-31
types of *charts, creating
updating datafor 7-29
Checkboxes
as database fields
described 8-9
finding 8-26, 8-28
selecting 8-19
in text documents 4-11
Checking spelling. See Spelling
Checklists 4-11
Chinese text *WorldScript
Circles, drawing 5-4

See also Objects
Circular references 7-20, 7-23
Clipart
inserting in documents 2-19
storing in libraries 3-18
using 5-19, 6-15, 7-34, 8-33
Clippings, text and picture 3-11
Closing documents 2-20
CM document type 2-4
Collapsing
outlines 4-18
palettes 3-8
Colors
See also Palettes
changingin
charts 7-33
databases 8-20, 8-34
objects 5-10
outlines 4-15
text 4-7
text frames 4-6, 5-20
copying from
images 6-6
objects and frames 5-11
paint images, setting 6-6
preferencesfor 3-22
tinting and shading (paint) 6-12,
6-13
Column guides 4-22
Columns
database
labels, for 8-40
layoutsfor 8-18, 8-30, 8-31
moving and
formatting 8-20
resizing 8-19, 8-20
selecting 8-18
spreadsheet
changing number of 7-4
headings 7-3, 7-20
inserting and deleting 7-18
printing headings for 7-21
resizing 7-17
selecting 7-6
titles 7-19, 7-21
transposing with rows 7-7
text
as linked frames
4-22,9-29-9-31
in word processing
documents 4-21-4-23
varying on apage 4-27
Commas, in numbers 7-10

Communications documents
capturing datain 10-7
concepts 10-2
connection

setting up 10-4
toolsfor 10-9
creating 10-3
cutting, copying, and pasting
in 3-10
data, working with 10-5
described 1-13, 10-1, 10-3
log-on macros for 10-8
phone book 10-3, 10-8
phone calls
placing 10-4, 10-8
receiving 10-4
printing 10-7
saving 10-7
scrollback pane 10-5
sending filesfrom 10-8
session
described 10-2
printing during 10-7
settingsfor 10-9
spelling, checking in 4-31
toolsfor 10-9
when to use 10-1

Communicationstools 10-9

Contents, Help 1-3

Continue indicators 9-29

Controls
database 8-16

increase or decrease
columns 4-21

line-spacing 4-13
pane 3-2, 10-6
paragraph and outline style 4-15
show/hidetools 3-1, 3-4
tab 4-10
text aignment 4-12
zoom 3-1
Converting documents
by importing 2-18
from and to FileMaker Pro 9-26
to HTML format 11-9
using Convert Documents
script 2-19
Copying
See also Cutting; Duplicating;
Pasting

* Choose Index fromthe or Help menu and scroll to the entry. Then choose a topic fromthelist and click Go To Topic.



cel
formats 7-10
formulas or values 7-8
references 7-22

charts, spreadsheet 7-29, 7-31
communications data 10-6

database
layouts 8-29
records 8-15
summary data 8-37
described 3-10
formats
paragraph 4-14
spreadsheet cell 7-10
help text *Help, copying
images 6-9
images, colors of 6-6
library items 3-20
objects 5-9
objects, attributes of 5-11
pictures 5-19, 6-15
styles 9-17
tables, from communications
sessions 10-8
text
from communications
documents 3-10
ruler settingsfor 4-14
selected 4-6
using the eyedropper 5-11, 6-6
Counting characters, words, lines,
paragraphs, pages, and sections 4-33
Create Labels Assistant 2-6, 8-32
Custom
buttons on button bar,
creating 9-33
icons (paint) 6-16
styles, in
outlines 4-19
text 9-5-9-18

Cutting
See also Copying; Pasting
cell data 7-8
described 3-10
library items 3-20
styles 9-17
text 4-6

text from communications
documents 3-10

D

Database documents

See also Databases; Fields;
Layouts, Records

calculations 8-11, 8-12
described 1-12
entering datain 8-13
examples of 8-3-8-6
field

definitions 8-3

types 8-3, 8-7, 8-8, 8-12
find requests 8-24-8-26

formulas and functionsin 7-21,

8-8, 8-11
importing datato 8-38
inserting datain 8-39
merging datafrom 9-22-9-25
modes of
described 8-2
Find 8-24
Layout 8-30
multiple 8-32
moviesin 8-9, 9-31
parts 8-36-8-37
pictures,
adding to 8-9, 8-14, 8-33
preferencesfor 3-21
printing 8-40
didesin 9-19
text attributes,
changing for 8-20, 8-34
whentouse 8-1
Database modes 8-2
Databases
See also Database documents
described 8-2
designing 8-6
elementsof 8-2
importing 8-38
spreadsheets and,
differences 7-2
Dates
conventionsfor 3-16
current, in
databases 8-13
text 3-16, 3-17
format preferences 3-22
formatting, in
databases 8-8, 8-34
spreadsheets 7-10

Index 1-3

recording automatically 8-9
sorting paragraphs by 4-14
DB document type 2-4
Default
button bar 3-5
font, changing 3-22
font, in spreadsheets 7-10

formatting (options
stationery) 2-13
preferences, setting 3-21
Deleting
charts 7-31
fields 8-12
footnotes 4-29
headers and footers 3-15
images 6-9
layouts 8-33
library items 3-20
named
cells 7-13

searches 8-26
sorts 8-23

objects 5-9
records 8-16
reports 8-38
sections 4-25
spreadsheet
cells, columns,
and rows 7-18
data 7-8
page breaks 7-20
styles 9-17
text 4-5
undoing deletion 3-11
Depth (perspective), adding to
images 6-11
Depth and resolution, paint 6-15
Dictionaries
See also Spelling
editing 4-33
importing and exporting 4-33
selecting 4-32
Display options, spreadsheet 7-20
Distance, adding to images 6-11
Distorting images 6-11
Distributing objects 5-15
Document links. See Links

Document summary information 2-16

Documents
Assistants 2-4

* Choose Index fromthe or Help menu and scroll to the entry. Then choose a topic fromthelist and click Go To Topic.
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closing 2-20
creating 2-3-2-8
described 1-7
finding 2-6
importing and exporting 2-18
linking
to different or same
document 2-12, 9-2
to Uniform Resource
Locator (URL) 11-7
opening 2-10
opening linked 9-3
previewing 2-21, 3-12, 6-16
printing 2-20
saving
AppleWorks 2-9
formats (stationery) 2-12
inadifferent file
format 2-18

size of paint 6-16
styles 9-8
DR document type 2-4
Drag and drop
adding database records 8-14
copying objects 3-10

documents
importing 2-18
inserting 2-19

movies and pictures, adding to
database fields 8-14
moving database records 8-16
Draw documents
book marksin 5-21
creating 5-2
described 1-9, 5-2
links to different or same
document 5-21
moviesin 9-31
pages, adding to 5-18
preferencesfor 3-21
didesin 9-19
text, spreadsheets, and paintings,
addingto 5-20
when to use 5-1
Drawing tools 5-3-5-5
Drawing, in any document 5-2
Drawings and paintings, differences
between 6-2
Duplicating
See also Copying
cell data (filling) 7-9

images 6-9
layouts 8-29, 8-33
library items 3-20
objects 5-9
records 8-15
styles 9-17

E

Editing styles 4-19, 9-15
Electronic mail

See also Internet; World Wide
Web

sending and receiving on
Internet 11-10
Elements, chart 7-30
Email. See Electronic mail
Endnotes. See Footnotes
Enlarged view. See Zooming

Enter key, changing preferences
for 3-22

Envelope Assistant 2-6, 9-27
Envelopes, addressing 2-6, 9-27
Eraser 6-5
Errors

memory 6-16

spreadsheet
#tin cells 7-25
* (bullets) in cells 7-23
formula 7-25

troubleshooting
*troubleshooting

Expanding
outlines 4-18
palettes 3-8
Exporting
AppleWorks documents 2-18
dictionaries 4-33
HTML files 11-9
styles 9-17
Eyedropper 5-11, 6-6

F

FAQ. See Frequently Asked Questions
Fields

See also Database documents;
Layouts; Records

adding 8-12, 8-32
aligning 8-32

calculation 8-9, 8-11, 8-12

changing 8-12

coloring 8-34

defining (naming) 8-3, 8-7, 8-12

deleting 8-12

described 8-2

entering datain 8-13

labels, hiding 8-34

moving 8-32

multimedia 8-9

number of charactersin text 8-8

options, entry for 8-10

resizing 8-32

selecting 8-13

summary 8-9, 8-11, 8-12

tab order, changing 8-15

text attributes of 8-20, 8-34

typesof 8-3, 8-8, 8-12
File formats

database 8-39

saving for

export 2-18
reuse (stationery) 2-12

Filetransfer 10-8
FileMaker Pro, exporting and
importing 8-40
Fill command (paint) 6-12
Filling

cell data 7-9

images 6-5, 6-6, 6-12

objects and frames 5-10
Fills

copying from objects 5-11

described 5-3
Filters. See Tranglators
Finances, home 2-6
Find Document Assistant 2-6
Find mode (database) 8-2, 8-24
Find requests

and merging data 9-24

and record numbers 8-26

described 8-24

saving (named searches) 8-26
Finding

documents 2-6

formatting characters 4-30

library items 3-20

records, and matching 8-24-8-28

synonyms 4-32

* Choose Index fromthe or Help menu and scroll to the entry. Then choose a topic fromthelist and click Go To Topic.



text
and changing 4-29
in onscreen Help *Help,
searching
Flipping
images 6-11
objects 5-15
Fonts
attributes, changing 4-7
changing in
databases 8-20, 8-34
outlines 4-19
spreadsheets 7-10
text 4-7
text frames 4-6, 5-20

default, changing 3-22
displaying in menu 3-22
in paintings 6-14
Footer part. See Parts, database
Footers
dates and timesin 3-16
in database documents 8-37
inserting 3-14
on title pages 3-15, 4-21
page numbersin 3-17
previewing 3-12
removing 3-15
Footnotes
deleting 4-29
inserting at end of
document 4-28
inserting at end of page 4-28
inserting using Assistant 2-6,
4-28
Foreign language text *WorldScript
Formats
copying
cell 7-10
paragraph 4-14
saving (stationery) 2-13
Formatting
cell data 7-9

dates, times, and numbersin
databases 8-20, 8-34
documents 7-21, 8-8
spreadsheets 7-10

outlines 4-17-4-19
paragraphs 4-8-4-14
pictures, in database fields 8-34

QuickTime movies, in
database fields 8-34

rows and columnsin
databases 8-20
spreadsheets 7-19, 7-20
sections 4-25
text
characters 4-7
databases, in 8-20, 8-34
drawings, in 5-20
paintings, in 6-14
spreadsheets, in 7-10
text frames, in 5-20
with custom styles 9-5
Formatting characters
described 4-6
searching for (finding) 4-30
showing/hiding 4-6, 11-4
Formulas

See also Functions; Spreadsheet

documents

calculating 7-24
database 8-9, 8-11
described 7-21
displaying in cells 7-20
entering in

databases 8-9, 8-11

spreadsheets 7-23
errorsin 7-25
examples 7-22, 7-25
named cellsin 7-14

operators
entering 7-23
order of *precedence
of operators

Frames

See also Paint frames;
Spreadsheet frames; Text
frames

documents, in
paint 6-14
spreadsheet 7-4
filling 5-10
inline 4-34
inserting in text 4-34
linked 9-29-9-31
locked 5-16
selecting 5-6, 5-20
text, changing
appearance of 5-10, 5-20
transparent 5-3, 5-10, 5-19
Freehand objects
See also Objects
connecting 5-14

Index 1-5

drawing 5-4

reshaping 5-13
Frequently Asked Questions 1-6
Function button 7-27
Functions

See also Formulas; Spreadsheet
documents

described 7-26
entering in
databases 8-11
spreadsheets 7-27

example 7-28
for matching records 8-28
values, selecting 7-28

G

Gallery 7-30
General preferences 3-22
Getting help. See Help
Glossary termsin
Help *glossary
user'sguide 1-2
Goto
page 3-3
record 8-16
spreadsheet cell 7-6
Gradients
See also Palettes
copying from objects 5-11
displaying faster *graphics,
preferences
preferencesfor 3-22
setting for
database fields 8-34
images 6-6
objects 5-10
Graphics preferences 3-22
Graphicsruler. See Rulers
Graphics. See Clip art; Pictures
Graphs. See Charts
Grids 5-7, 6-8
Grouping objects 5-15, 5-16

H

Handles
changing number of *graphics,
preferences
described 5-6

* Choose Index fromthe or Help menu and scroll to the entry. Then choose a topic fromthelist and click Go To Topic.
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Hanging indent 4-11
Hard (non-breaking) space 4-5
Header part. See Parts, database
Headers
datesand timesin 3-16
in database documents 8-37
inserting 3-14
on title pages 3-15, 4-21
page numbersin 3-17
removing 3-15
viewing in pageview 3-12
Headings, spreadsheet
described 7-3
showing and hiding 7-20
Heavy (bold) text 4-7
Help
contents 1-3
copying text from *Help, copying
index 1-4
keywords 1-4
notes, adding to 1-4, 1-5
opening and closing 1-3
QuickHelp application 1-4
topics
marking *Help, customizing
navigating 1-3
viewing 1-4
using with thisuser’s guide 1-2
Helpers 11-3

Hidden characters. See Formatting
characters

Hiding

button bar 3-6

field [abels 8-34

formatting characters 4-6

graphicsgrid 5-7

page guides and
margins 3-12, 3-18

palettes 3-3

records 8-21

rulers 3-13

scrollback pane 10-6

spreadsheet
chart or frame 7-31
columns and rows 7-17
grid 7-20
headings 7-20
tool panel 3-4
Home Finance Assistant 2-6

Horizontal linesin HTML files 11-5

Horizontal pane control 3-2, 10-6
Host computer, described 10-2
HTML (Hypertext Markup L anguage)
*HTML

HTML files

See also Internet; Web pages,
World Wide Web

adding picturesto 11-5

creating 11-4

described 11-3

designtips 11-3

editing 11-10

opening 11-10

saving (exporting) as 11-9
Hypertext links. See Links
Hypertext Markup Language (HTML)

SeeElectronic mail; HTML files;
Internet; Web pages

Hyphenation 4-31

I

Icons
button bar. See Buttons
custom (paint) 6-16
for text clippings 3-11

Images
combining 6-13
described 6-4
pasting 3-10
selecting 6-8
storing in libraries 3-18
transforming 6-10-6-13
working with 6-8, 6-9, 6-10,

6-11, 6-12

Importing
See also Inserting
databases 8-38
dictionaries 4-33
documents 2-18
HTML files 11-10
styles 9-17

Indenting
See also Margins
outlinetopics 4-17
paragraphs 4-11

Index, Help 1-4

Indicators, frame link 9-29

Inferior text 4-7

Info Line, showing and hiding 9-33
Inline pictures and frames 4-34
Insert Footnote Assistant 2-6, 4-28
Inserting
See also Importing
cells, columns, and rows 7-18
clipart 2-19, 5-19, 6-15
column breaks 4-23
database
data 8-15, 8-39
parts 8-36-8-37
documents 2-19
footnotes 2-6, 4-28

page breaks, in documents
spreadsheet 7-20
word processing 4-23

page numbers 3-17

pictures, in
database fields 8-14
database layouts 8-33
drawings 5-19, 6-15
paintings 6-15
spreadsheets 7-33
word processing
documents 4-34

sections in aword processing
document 4-25

Insertion point 4-3
Installing dictionary or thesaurus 4-32
Internet

See also Electronic mail; HTML
files, Web pages, World Wide
Web

described 11-1

sending and receiving electronic
mail 11-10

Introduction to AppleWorks 1-1

Inverting images 6-12

Invisible characters. See Formatting
characters

ISP (Internet Service Provider) 11-2
Italic text 4-7
Items, library. See Libraries

J

Japanese text *WorldScript
Justified text 4-12
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K

Keys, order 7-11

Keywords, in document
summary 2-16

Keywords, index 1-4

L

Labels
mailing
creating 2-6, 8-31
described 8-30
printing 8-40
outline 4-15, 4-18
paragraph 4-11
spreadsheet chart 7-30
Labels Assistant 2-6, 8-32
Lasso 6-8,6-17
Layout mode (database) 8-2, 8-28
Layouts

See also Database documents;
Fields; Records

changing 8-32-8-33
columnar 8-17, 8-18, 8-30, 8-31
creating 8-30, 8-31
deleting 8-33
described 8-28
duplicating 8-33
naming 8-30, 8-33
selecting 8-31
standard 8-36
types of 8-29-8-30
viewing 8-32
Leading grand summary. See Parts,
database
Leading intext 4-13
Legends, spreadsheet chart 7-30, 7-33
Letters, in page numbers 3-17
Levels (subtopics) in outlines 4-14
Libraries 3-18-3-21, 5-19
Library items, alphabetizing 3-21
Line breaks 4-4
Linecharts 7-29
Line spacing intext 4-13
Lines
See also Objects
changing 5-10
custom width for *pen
setting attributes for painting 6-6

text, counting 4-33
tools for drawing 5-4
Linesin HTML files 11-5
Link indicators 9-29
Linked
frames 9-29-9-31
spreadsheets and charts 7-29
Linking
objectsin word processing
documents 4-36
Web pages
to Uniform Resource
Locator (URL) 11-6
See also Uniform Resource
Locator (URL)
Links
See also Uniform Resource
Locator (URL)
creating
document links 9-2
to same or other
document 2-12, 9-2
to Uniform Resource
Locator (URL) 11-6
deleting 9-4
described 9-1
editing 9-4
going to names in document 9-5
opening
linked documents 9-3
linked Uniform Resource
Locator (URL) 11-7,11-9
printing documents with 9-3
sorting names 9-5
text, in
draw documents 5-21
word processing
documents 4-36
using, in
draw documents 5-21
paint documents 6-17
spreadsheet documents
7-35
word processing
documents 4-36
Web pages, in 11-6
Links palette 9-2
List mode (database) 8-2, 8-18-8-20
Lists
creating in text documents 4-11
of names and addresses 2-6
of values (database) 8-9

Index 1-7

Locking and unlocking
objects and frames 5-16
spreadsheet cells 7-6, 7-12

M

Macintosh drag and drop 3-10
Macros
described 9-34

for communications
documents 10-8

shortcut buttons for *macros
Magic wand 6-8
Magnified view. See Zooming
Mail merge. See Merging data
Mail, electronic. See Electronic mail
Mailing labels. See Labels
Make Table Assistant 2-6, 4-19
Making tables 2-6
Margins
See also Indenting
setting 3-18
viewing 3-12, 3-18
Master pages 5-17
Matching records 8-27
Memory 6-16
Merging data 7-5, 9-22-9-25
Microsoft Works, importing
from 8-39
Modems
described 10-2
phone callsand 10-4
requirementsfor 10-9
setting connection with 10-4
when required 10-1, 10-4
Modes, paint 6-7, 6-13
Mouse control preferences 3-22
Movies 8-9, 9-32
control badge 9-32
QuickTime extension 9-31
Moving
database
columns and rows 8-20

fields 8-32
records 8-16

images 6-8

objects 5-8

outline topics 4-17
spreadsheet cellsand data 7-7
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Multimediafields
attributes, changing 8-34
described 8-9

moving with database
document 8-17

N

Namefields 8-8, 8-14, 8-23
Named
cells 7-12
cellsinformulas 7-14
search 8-26
Naming
cells 7-13
documents 2-9
fields 8-3, 8-12
layouts 8-30, 8-33
reports 8-38
searches 8-26
sort sequences 8-22, 8-23
Negative numbers
entering 7-5
formatting 7-10
New documents, creating 2-2
Newdletter Assistant 2-6
Non-breaking space 4-5
Number fields 8-8
Numbering
footnotes 4-28
outlines 4-15, 4-17
pages 3-16
paragraphs 4-11
sections 4-27
Numbers
entering in spreadsheets
7-5,7-10
formatting, in
databases 8-20, 8-34
spreadsheets 7-10

sorting paragraphs by 4-14

O

Objects
Seealso Arcs; Bezigons; Circles,
drawing; Freehand objects;
Lines; Polygons; Rectangles,
drawing; Regular polygons;
Rounded rectangles, drawing;

Squares, drawing
arranging 5-15
borders of 5-3,5-10
changing

appearance of 5-9
orientation of 5-15

coloring 5-10
connecting 5-14
copying
attributes of 5-11
one or more 5-9

deleting 5-9

described 5-3

drawing tools 5-4

duplicating 5-9

filling 5-10

grouping and ungrouping 5-15,
5-16

inserting in text 4-34

locking and unlocking 5-16

moving 5-8

pasting 3-10

reshaping or smoothing 5-13

scaling 5-12

selecting 5-6

selection preferences 3-22

storing in libraries 3-18
Online service 10-2
Onscreen Help. See Help
Opaque paint mode 6-7, 6-13
Opening

button bar 3-6

documents
AppleWorks 2-10
Assistants 2-4
from different
applications 2-18
linked 9-3
new 2-2
stationery (templates) 2-7
HTML files 11-10
libraries 3-19
palettes
fill and pen 5-9
library 3-19
links 9-2
mail merge 9-24
stylesheet 9-5

Operators 7-23, 8-25
Options stationery 2-13
Order keys 7-11

Outdenting (indented
paragraphs) 4-11
Outline styles 4-19, 9-7
Outlines 4-144-18
Ovdls, drawing 5-4
See also Objects
Overlapping
document windows 3-3
images 6-2, 6-7
objects 5-15, 6-2

P

Pageview 2-21, 3-12
Pages
adding to draw documents 5-18
breaking, in documents
database 8-37
spreadsheet 7-20
word processing 4-23
counting 4-33
displaying in word processing
documents 4-23
goingto 3-3
margins and guides for, showing/
hiding 3-12, 3-18
master 5-17
numbering 3-16
orientationand sizeof 2-21, 3-18
title 3-15, 4-21
viewing in pageview 3-12
Paint bucket 6-5
Paint documents
See also Paint frames
book marksin 6-17
creating 6-2
custom iconsfor 6-16
described 1-10, 6-3
linked framesin 9-30

links to different or same
document 6-17

memory for 6-16

modes for 6-7, 6-13
paintingin 6-4
picturesin 6-15
preferencesfor 3-21
previewing 6-16
resizing 6-16

resolution and depth 6-15
didesin 9-19
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text and spreadsheetsin 6-14

tools, using in 6-4

whento use 6-1

zooming imagesin 6-10
Paint frames

See also Frames; Paint
documents
book marksin 6-17
creating in
any document 6-2
draw documents 5-20
spreadsheet documents
7-34
word processing
documents 4-34
described 6-3
linking 9-29
links to different or same
document 6-17
opening and closing 6-4
paintingin 6-4
point of origin 6-4
resizing 6-4
Painting tools 6-5

Paintings and drawings, differences
between 6-2

Pal ettes

See also Colors; Gradients;
Patterns; Textures

described 3-8
fill and pen 5-9, 6-6
library 3-18
links 9-2
mail merge 9-24
preferencesfor 3-22
stylesheet 9-5
Pane controls 3-1
Pane, scrollback 10-5
Paragraph Sorter Assistant 2-6, 4-14
Paragraph styles 9-7, 9-13
Paragraphs
adding bullets, numbers, or
checkboxesto 4-11
aligning text in 4-12
copying ruler settingsfor 4-14
counting 4-33
indenting 4-11
line spacing, changing 4-8
reordering 4-12
sorting 2-6, 4-14

space between 4-13
stylesfor 9-7,9-13
Parts, database
copying summary fieldsin 8-37
deleting and resizing 8-37
described 8-36
inserting 8-36
Passwords
opening protected
documents 2-10
Setting 2-17
Paste Function button 7-27
Pasting
See also Copying; Cutting
cell

data 7-8
formats 7-10

described 3-10
formats
cell 7-10
paragraph 4-14
library items 3-20
objects 5-9
objectsin aspreadsheet cell 3-10
styles 9-17
text from communications
documents 3-10
Patterns
See also Palettes
changing in charts 7-33
copying from objects 5-11
setting for
database fields 8-34
images 6-6
objects 5-10
Pencil 6-5
Perspective, adding to images 6-11
Phone book (communications) 10-3,
10-8
Pick Up command 6-13
Picture clippings 3-11
Pictures
adding to
database fields 8-9, 8-14
database layouts 8-33
drawings 5-19
headers and footers 3-14
HTML files 11-5
libraries 3-18
paintings 6-15
spreadsheets 7-33
word processing

Index 1-9

documents 4-34
formatting, in database
fields 8-34
inline 4-34
wrapping text around 4-35
Pixels
changing size of 6-15
described 6-1, 6-15
editing individual 6-10
Point of origin, for
paint frames 6-4
spreadsheet frames 7-4
Pointer. See Arrow pointer
Polygons
See also Objects
closing 3-22
connecting 5-14
reshaping 5-13
toolsfor drawing 5-4
Pop-up menusin database fields
described 8-8
finding 8-26, 8-28
selecting 8-19
Postal codes, in databases 8-8
Preferences 3-21
Presentation Assistant 2-6
Previewing documentsto be
printed 2-21, 3-12
Printing
choosing page size and
orientation 3-18
documents
communications 10-7
database 8-40
described 2-20
merge 9-25
spreadsheet 7-21
with links 9-3
Help topics 2-20
labels 8-40
scrollback pane contents 10-5
spreadsheet headings 7-21
Protecting spreadsheet cells 7-6, 7-12
PT document type 2-4
Publish & Subscribe *Publish &
Subscribe

Q

QuickHelp application 1-4
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QuickTime movies. See Movies

R

Radio button fields

described 8-9

finding 8-26, 8-28
Ranges of cells, naming 7-12
Record info fields 8-9
Records

See also Database documents;

Fields; Layouts

adding 8-14

copying or deleting 8-16

described 8-2

duplicating 8-15

finding and matching 8-24-8-27

goingto 8-16

hiding 8-21

moving 8-16

numbering of 8-26

selecting 8-21

sorting 8-8, 8-14

viewing 8-17, 8-18, 8-22
Rectangles, drawing 5-4

See also Objects
Reduced view. See Zooming
References, cell 7-20, 7-22—7-24
Regular polygons 5-4, 5-5, 5-13,

5-14, 6-5

See also Objects
Relative references 7-22
Reordering paragraphs 4-14
Reports 8-38
Reshaping or smoothing

See also Shaping

images 6-11

objects 5-13
Resizing

database

fields 8-32

parts 8-37
rows and columns 8-19

draw documents 5-18
images 6-12
objects 5-12
paint
documents 6-16
frames 6-4
spreadsheet

charts 7-31

columns and rows 7-17

documents 7-18

frames 7-4, 7-18
Resolution and depth, paint 6-15

Reverting to a previously saved
version of adocument 3-11
Roman numerals, in page numbers
3-17
Rotating
images 6-11
objects 5-15
Rounded rectangles, drawing
5-4,5-13, 6-5
See also Objects
Rows
database, viewing datain 8-17,
8-18, 8-19, 8-20
spreadsheet
changing number of 7-4
headings 7-3, 7-20, 7-21
inserting and deleting 7-18
resizing 7-17
selecting 7-6
titles 7-19, 7-21
transposing with
columns 7-7
Rulers
changing 3-13
graphics 5-7
text
copying settingsfor 4-14
setting tabs and margins
4-8,4-10

S

Saving
backup copies 2-9
communications data 10-7
documents 2-8
fileformatsfor 2-18
formatting (stationery) 2-12
HTML files 11-9
libraries 3-19

Scaling, objects 5-12

Scanned pictures 6-15

Scatter chart, example 7-30

Scripting *AppleScript

Scripts
Convert Documents 2-20
Mail Merge 9-26

Print Documents 2-21
Remote Slide Show 9-22
Scrollback pane 10-5, 10-7
Searches, named 8-26
Searching. See Finding
Section break character 4-25
Sections
about 4-24
columnsin 4-27
counting 4-33
formatting 4-25
inserting and deleting 4-25
numbering 4-27
title pagesin 4-21
Selecting
database
columns and rows 8-18
fields 8-13, 8-19
layouts 8-31
records 8-21

frames 5-6, 5-20
images 6-8
library items 3-20
objectsin
documents 5-6
frames *selecting objects

spreadsheet cells 7-5
text 4-5
tools
drawing 5-3, 5-5
frame 3-9
painting 6-5
Selection rectangle (paint) 6-8
Selection tool. See Arrow pointer
Serial numbersin database fields 8-9
Series, spreadsheet chart,
in 7-30, 7-33
Session
described 10-2
starting and ending 10-4
timing and status 10-3
Shaping
See also Reshaping or smoothing
images 6-10, 6-11
objects 5-13
Shearing an image 6-11
Shortcuts. See Button bar, Buttons
Showt/hide tools control 3-1
Showing
button bar 3-6
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field labels 8-34
formatting characters 4-6, 11-4
graphicsgrid 5-7
margins and page guides 3-12,
3-18
palettes 3-3
records 8-22
rulers 3-13
scrollback pane 10-6
spreadsheet
chart or frame 7-31
columns and rows 7-17
grid 7-20
headings 7-20
tool panel 3-4
Size, changing. See Resizing
Slide show options 9-20
Slides 9-18-9-21
Smart quotes 3-22
Smoothing objects 5-13
Soft return 4-4
Sorting
database
for mail merge 9-24
namefields 8-14
records 8-8, 8-22, 8-26
links 9-5
paragraphs 2-6, 4-14
spreadsheet data 7-11
Spaces, non-breaking 4-5
Spelling
See also Dictionaries; Thesaurus
checking 4-30
user dictionaries 4-32
Splitting windows into panes 3-2
Spray can 6-5
Spreadsheet documents

See also Charts; Formulas;
Functions; Spreadsheet frames

« (bullets) in cells 7-23
book marksin 7-35
creating 7-3

described 1-11, 7-3
entering datain 7-5
errors 7-25

font, default for 7-10
moviesin 9-31

page breaksin 7-20
pictures, adding to 7-33
preferencesfor 3-21, 3-22

printing 7-21

resizing 7-18

didesin 9-19

text frames, addingto 7-33

when touse 7-1
Spreadsheet frames

See also Charts; Frames;
Spreadsheet documents
changing 7-4, 7-5
creating in
any document 7-3
draw documents 5-20
paint documents 6-14
spreadsheet documents 7-3
word processing
documents 4-20
described 7-4
linking 9-29
opening and closing 7-4
point of origin 7-4
resizing 7-18
showing and hiding 7-31
tables, astext 4-20, 7-2
Spreadsheet tool 3-4

Spreadshest
documents

links to different or same
document 7-35

Spreadsheets and databases,
differences 7-2

Squares, drawing 5-4
See also Objects
SS document type 2-4
Stacking windows 3-3
Starting AppleWorks 2-1
Stationery
creating
AppleWorks 2-12
default (Options) 2-13
envelope 9-27
described 2-12
opening 2-7
opening with password 2-17
Storing text and art in libraries 3-18
Styles
applying 9-9, 9-12, 9-14
changing for
outlines 4-19
text 4-7
text frames 4-6

copying, pasting, and deleting 9-17

Index 1-11

creating 9-10, 9-12
described 9-5
editing 4-19, 9-15
importing and exporting 9-17
in documents 9-8
outline 4-19, 9-7
turning off 9-11
typesof 9-7
usingin
an outline 4-15, 4-16, 4-19
any document 9-5-9-18
database documents 8-20,
8-35
draw documents 5-11
paint documents 6-7
spreadsheet documents
7-11
text 4-8,4-9
Stylesheet palette 9-13
Subscript text 4-7
Subtopicsin outlines 4-14
Summary fields 8-9, 8-11, 8-12
Superior text 4-7
Superscript text 4-7
Symbols, spreadsheet chart 7-30
Synonyms, finding 4-32

T

Table styles 9-7
Tables

copying, from communications
documents 10-8

creating with
Assistants 2-5, 4-20
Make Table shortcut 4-20
spreadsheet tool 4-20
tabs, intext 4-10, 4-20
intext 4-19, 4-20, 7-2
stylesfor 7-11, 9-7
Tabs, setting and changing 4-10
Templates. See Stationery
Terminal, described 10-2
Text
See also Frames; Text frames;
Word processing documents
attributes, changing 4-6, 4-7,
5-20, 7-10, 7-33, 8-20, 8-34
counting words 4-33
cgstSom stylesfor 4-8, 4-9, 4-15,
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cutting, copying, and pasting 4-6
deleting 4-5
finding and changing 4-29
outlines, creating 4-14
pasting 3-10
preferencesfor 3-22
selecting 4-5
typing, in
database fields 8-13
drawings 5-19
paintings 6-14
spreadsheets 7-5
text documents 4-4
word count 4-33
wrapping
around pictures 4-35
at end of line 4-4
in spreadsheet cells 7-10
Text clippings 3-11
Text cursor. See Insertion point
Text fields 8-8
Text formatting characters 4-6, 4-30
Text frames
See also Frames; Text; Word
processing documents
changing attributesin 4-6, 5-10,
5-20
creating in
any document 4-2
database layouts 8-32
draw documents 5-20
paint documents 6-14
spreadsheet documents
7-34
word processing
documents 4-2
described 4-2
linking 9-29
reshaping and resizing 4-4
sortingin 4-14
working with 4-3
Text ruler. See Rulers
Text tool (word processing) 3-4, 3-9
Textures
See also Palettes
copying from objects 5-11
custom, creating *editing,
patterns and textures
setting for
database fields 8-34
images 6-6
objects 5-9

Thesaurus 4-32

See also Spelling
Tiling windows 3-3
Times

conventions for 3-16

current, in
databases 8-13
text 3-16, 3-17
formatting, in
databases 8-8, 8-34
spreadsheets 7-10
recording automatically 8-9
Tint
command 6-12
paint mode 6-7, 6-13
Title page 3-15
Titles
document 2-16
spreadsheet
chart 7-30, 7-33
locking 7-19
printing 7-21
Tools
arrow pointer 3-4, 3-9
drawing 5-4
frame (paint, spreadshest,
text) 3-9
painting 6-4
panels, described 3-4
selecting
drawing 5-3
for repeated use 5-5
frame 3-9
painting 6-5
selection rectangle (paint) 6-8
showing and hiding 3-4
Topicsin outlines 4-14
Trailing grand summary. See Parts,
database
Transforming images 6-10-6-13
Trangdlators, using to save files 2-18
Transparent
charts 7-33
fill 5-3
objects and frames 5-6, 5-10,
5-19
paint mode 6-7, 6-13
Transposing columns and rows 7-7
Troubleshooting *troubleshooting
Turning off styles 9-11

Typing, in

database fields 8-13
draw documents 5-20
paint documents 6-14
spreadsheets 7-5

U

Underlined text 4-7
Undoing changes 3-11
Ungrouping objects 5-15
Uniform Resource Locator (URL)
Seealso Links; Linking
documents
creating linksto 11-6
using, in
draw documents 5-21
paint documents 6-17
spreadsheet documents
7-35
word processing
documents 4-36
Unit of measure, changing for
line and paragraph spacing 4-13
rulers 3-13

Unlocking and locking. See Locking
and unlocking

Unprotecting spreadsheet cells

Unsmoothing objects 5-13

URL. See Uniform Resource Locator
(URL)

User dictionaries 4-31

\

v5.0 (version) suffix, on filenames
3-22
Values

aslistsin databases 8-9

in functions 7-27, 7-28
Vertical pane control 3-2
Viewing

documents as printed 2-21

fields 8-13

linked frames 9-31

pixels 6-10

records 8-17
VT102 and VT100 tools 10-9
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Web pages

See also HTML files; Internet;
World Wide Web

creating 11-4
described 11-3
design tips 11-3
editing 11-10
linking to Uniform Resource
Locator (URL) 11-6
opening 11-10
saving 11-10
Web. See World Wide Web
Windows
arranging 3-3
described 3-1
document, for
communications 10-3
databases 8-32
drawing 5-2
painting 6-3
Spreadsheet 7-3
word processing 4-3
splitting into panes 3-2
zooming 3-2
Word count 4-33
Word processing documents
See also Text; Text frames
book marksin 4-36
changing text attributes 4-7
columnsin 4-21-4-23
counting words 4-33
described 1-8, 4-2
footnotes and endnotes 4-28
formatting characters 4-6
linked framesin 9-30

links to different or same
document 4-36

moviesin 9-31
outlinesin 4-14

page breaksin 4-23
picturesin 4-34
preferencesfor 3-21
sections 4-24

sortingin 4-14
spreadsheetsin 4-19, 4-34
tablesin 4-19

tabs, setting and changing 4-10
title page for 4-21

Index

when touse 4-1
word count 4-33

Word processing frames. See Text
frames

World Wide Web
See also Electronic Mail; HTML
files; Internet; Web pages
browsers 11-2
connectingto 11-3
described 11-1
WP document type 2-4
Wrapping text
around pictures 4-35
at end of line 4-4
in spreadsheet cells 7-10
WWW. See World Wide Web

X, Y

XMODEM Tool 10-9
X-Y scatter chart, example 7-30

Z

Zip codes, in databases 8-8
Zooming
controlsfor 3-1
documents 3-2
images (paint) 6-10, 6-14
setting a custom scale 3-2

[-13
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