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AppleWorks Tutorial Apple® II Even though Apple has tested the 
software and reviewed the 
documentation, APPLE MAKES NO 
WARRANl'Y OR 
REPRESENTATION, EITHER 
EXPRP.SS OR IMPIJED, WI111 
RESPECT TO SOFTWARE, ITS 
QUALITY, PERFORMANCE, 
MBRCHANTABll.lTY, OR 
FITNESS FOR A PARTICULAR 
PURPOSE. AS A RESULT, THlS 
SOFTWARE IS SOID "AS JS,• 
AND YOU THE PURCHASER ARB 
ASSUMING THE 'ENTIRE RISK AS 
TO ITS QUALITY AND 
PERFORMANCE. 
IN NO EVENT WILL APPLE BB 
LIABLE FOR DIRECT, INDIRECT, 
SPECIAL, INCIDENTAL, OR 
CONSEQUENTIAL DAMAGES 
RESULTING FROM ANY DEFECT 
IN THE SOFTWARE OR ITS 
DOCUMENTATION, even if advised 
of the possibility of such damages. 
In particular, Apple shall have no 
liability for any programs or data 
stored in or used with Apple 
products, including the costs of 
recovering such programs or data. 
THE WARRANTY AND REMEDIES 
SET FORTH ABOVE ARB 
E.XO.USIVB AND IN IJBU OF All 
011IBRS, ORAL OR WRITTEN, 
EXPRP.SS OR IMPIJED. No Apple 
dealer, agent, or employee is 
authorized to make any 
modification, extension, or addition 
to this warranty. 
Some states do not allow the 
exclusion or limitation of implied 
warranties or liability for incidental 
or consequential damages, so the 
above limitation or exclusion may 
not apply to you. This warranty 
gives you specific legal rights, and 
you may also have other rights 
which vary from state to state. 

LIMITED WARRANTY ON MEDIA 
AND REPLACEMENT 
If you discover physical defects in 
the manuals distributed with an 
Apple product or in the media on 
which a software product is 
distributed, Apple will replace the 
media or manuals at no charge to 
you, provided you return the item 
to be replaced with proof of 
purchase to Apple or an authorized 
Apple dealer during the 90-day 
period after you purchased the 
software. In addition, Apple will 
replace damaged software media 
and manuals for as long as the 
software product is included in 
Apple's Media Exchange Program. 
While not an upgrade or update 
method, this program offers 
additional protection for up to two 
years or more from the date of 
your original purchase. See your 
authorized Apple dealer for program 
coverage and details. In some 
countries the replacement period 
may be different; check with your 
authorized Apple dealer. 
All IMPIJED WARRANTIFS ON 
THE MEDIA AND MANUAIS, 
INCLUDING IMPIJED 
WARRANTIFS OF 
MERCIIANTABll.lTY AND 
FITNESS FOR A PARTICULAR 
PURPOSE, ARB LIMITED IN 
DURATION TO NINETY (90) 
DAYS FROM THE DATE OF THE 
ORIGINAL RBTAIL PURCHASE 
OF 11115 PRODtJCr. 
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This manual and the software 
described in it are copyrighted 
with all rights reserved. Under 
the copyright laws, this manual 
or the software may not be 
copied, in whole or part, 
without written consent of 
Apple, except in the normal use 
of the software or to make a 
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another language or format. 
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this purpose. 
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Hardware 

What you'll need 

3 What you'll need 

4. The AppleWorks Quick Reference Card. This card 
provides a brief summary of all the features of 
AppleWorks. You can keep it on the shelf next to you, 
to check a command or review your options. 

Start with the Apple Presents AppleWorks training disk; 
it introduces you to the basics. Then do at least a chapter 
or two in this tutorial, to find out how to start the real 
software and use the applications. After that, plunge into 
the software, relying on Using AppleWorks for details of 
unfamiliar procedures and the Quick Reference Card for 
reminders. 

Before you start, make sure you have everything you 
need. 

To practice with AppleWorks, this is what you'll need: 
• An Apple II computer (Apple Ile or later) with at least 

128K of RAM. 
• An 80-column or extended 80-column text card (for the 

Apple Ile only). 
• A video monitor. (A TV set doesn't provide a clear 

enough picture for AppleWorks.) 
• One disk drive. (A second disk drive is desirable.) 
• A printer. (This is optional for learning, but highly 

desirable for using AppleWorks.) 

Apple Works TM is an integrated software program from 
Apple® Computer, Inc. AppleWorks puts together the 
three most popular productivity applications for personal 
computers: a word processor, a data base, and a 
spreadsheet. That means you can take budget calculations 
out of the Spreadsheet, for example, and lists of 
customers from the Data Base and put them both into a 
letter in the Word Processor. Or you can use the Mail 
Merge feature to address a word processor document to 
every person on your data base. You can move 
information into and out of all three applications. 

How you'll learn 
You can learn all there is to know about AppleWorks, or 
just as much as you need, using four items from your 
AppleWorks package: 
1. Apple Presents AppleWorks. This training disk guides 

you through a simulation of the basic AppleWorks 
features, right on your computer-but you don't have to 
worry about making mistakes. Apple Presents 
AppleWorks gently monitors your progress, poses 
problems and helps you solve them, and even offers 
optional quizzes on what you've learned. 

2. The AppleWorks Tutorial. That's this book. It picks up 
where Apple Presents AppleWorks leaves off. With it, 
you'll work through more features of AppleWorks, 
using the real AppleWorks software. 

3. Using AppleWorks. This book provides you with 
detailed, step-by-step procedures for using 
AppleWorks, followed by tips and suggestions. 

Chapter l : Welcome to AppleWorks 2 



What to do first 

• A blank 3.5-inch disk to make a copy of the program 
disk. 

The 5.25-inch disks you received in your package are all 
write-protected to prevent accidental damage to their 
contents. But AppleWorks needs to write information to 
the program disk every time you start. So if you use 5.25- 
inch disks, you need to copy both sides of your startup 
and program disk, using one blank disk for each side. 

The 3.5-inch disks are not write-protected, but we still 
recommend making a backup copy of the program disk. 
(This disk includes all the files you'll need for this 
tutorial.) Don't write-protect the copies; then AppleWorks 
can put up-to-date information on them when you begin to 
use the program. Your owner's guide or the manual for 
your operating system tells you exactly how to copy. Use 
the original disk's name for the copy. 

When you've made a copy, put the original disk in a safe 
place, and work with the copy. For easy reference, copy 
the label name exactly from the original. 

If you are going to be using 5.25-inch disks, you may also 
want to make a copy of the AppleWorks Sample Files 
Data Disk. (That way you'll always have a fresh copy for 
others to use as they go through the exercises in this 
manual, and you'll be able to save any changes you make 
to the sample files, if you want.) Be sure to copy both 
sides: side 1 of this disk contains the files you need for 
the Beginning Tutorial, and side 2 contains the files you 
use in the Additional Practice, as well as sample files 
showing you some of the different things you can do with 
AppleWorks. 

You don't have to copy the Apple Presents AppleWorks 
training disk. 

5 What to do first 

And of course you need software-the stuff that makes 
the computer go. Your AppleWorks package contains 
disks in two sizes. These disks contain the software you 
need, plus some files you'll use as you learn AppleWorks. 
If you use a 5.25-inch drive, you'll need 
• The Apple Presents AppleWorks disk. Use this first. 

Each side of this disk contains lessons you use to learn 
AppleWorks' basics. When you're finished with the 
first side of the disk, just flip it over to learn more 
from the other side. 

• The AppleWorks Startup and AppleWorks Program disk. 
Each side of this disk holds some of AppleWorks' many 
features. When you've made a copy of each side, you'll 
run AppleWorks with just those two copies, storing 
your original disk in a safe place. 

• Two blank disks to make copies of the startup and 
program sides. 

• The AppleWorks Sample Files Data Disk. This disk 
includes letters, spreadsheets, and data base files 
you'll use as you practice more features with this 
manual. 

If you have a 3.5-inch drive, you'll need 
• The Apple Presents AppleWorks disk. Use this first. It 

contains lessons you use to learn AppleWorks' basics. 
• The AppleWorks Startup/Program/Sample Files disk. 

When you've made a copy of this disk, you'll run 
AppleWorks with just that copy, storing your original 
disk in a safe place. This disk also includes letters, 
spreadsheets, and data base files you'll use as you 
practice more features with this tutorial. (You do not 
need a separate startup disk, because that part of the 
program is included on your 3.5-inch disk; even though 
it's smaller, it holds more data.) 

Software 

Chapter 1 : Welcome to AppleWorks 4 



When you've finished making copies of disks, go to the 
next chapter to get started with Apple Presents 
Apple Works. 

6 Chapter 1: Welcome to AppleWorks 

Chapter 2 

Starting the Apple Presents 
AppleWorks Disk 

7 
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NAIH LESSOH HEHU 
What you can do: 

Apple Presents AppleWorks 

Chapter 2: starting the Apple Presents App/eWorks Disk 

If you have a 5.25-inch disk, part of your training is _on 
the first side and part on the second side, so your first 
menu looks like this: 

9 

Apple Presents AppleWorks 

1.IGARIPII 
2. An Overview of AppleMorks 
3. Gateway 
4. The Data Base 
5. Quit 

! ..... 
2. An Overview of AppleMorks 
3. Gateway 
4. The Data Base 
5. The Mord Processor 
6. The Spreadsheet 
7. Putting It All Together 
8. Quit 

What you can do: 

Type nuNber, or use arrows, then press RETORH. 

MAIH LESSOH MEHU, SIDE 1 

Type nuMber, or use arrows, then press RETORH. 

I -- 
- I 

- • With Apple Presents AppleWorks, you'll get some hands 
on experience with AppleWorks. Imagine you're helping 
out at the best bakery in town-Mom's Apple Pie 
Company. In a few minutes, you'll be examining financial 
records for Mom's Apple Pie Company, writing letters, 
and preparing plans. In this tutorial, you'll combine 
budget information from a spreadsheet with lists from 
your data base to help Mom get a loan for a new factory 
that she wants to build in the shape of (what else?) a pie. 

Here's how to start: 
1. Find the disk labeled Apple Presents AppleWorks. 
2. Hold the disk with the label facing up. (If you are 

using a 5 .25-inch disk, make sure it says Side One.) 
3. Insert the disk into drive 1. If you are using a 

computer with a built-in drive, that is drive 1. 
4. Turn on the computer and the monitor. If your 

computer's already on, hold down LI and Control, and at 
the same time press Reset. Restarting this way is 
easier on your computer than turning it off and on. The 
disk drive whirs and its light goes on as the drive 
reads information from the disk. A title screen appears 
briefly, and then you see the Apple Presents 
AppleWorks Main Lesson Menu. 

On the 3.5-inch disk, all the material is on one side, so 
you get a complete menu of lessons. 

'chapter 2: Starting the Apple Presents App/eWorks Disk 8 



The key Ideas 

See you then! 
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Apple Presents AppleWorks 

1. 
2. The Spreadsheet 
3. Putting It All Together 
4. Quit 

What you can do: 
MAIH LESSON NEHU, SIDE 2 

Type nuMber, or use arrows, then press RETURN. 

Where to go when you finish the disk 
When you're finished with the training disk, come back 
here for a quick review in the next section, "The Key 
Ideas." Then you'll be 'ready for some practice with the 
real AppleWorks software, using this manual as your 
tutor. 

The key ideas 
Welcome back from the Apple Presents AppleWorks 
training disk! Here's a brief review of some of the key 
ideas. 

AppleWorks consists of three software applications that 
work together as one program. AppleWorks is a word 
processor, a data base, and a spreadsheet program, all 

Three-in-one 

The menu shows you the options you can choose from, as 
you use Apple Presents AppleWorks. 
If you don't see a menu, check to make sure that 
• all your plugs are fitted snugly 
• your monitor is on (and the brightness is turned up) 
• the disk label says Apple Presents AppleWorks and, if 

you are using a 5.25-inch disk, you have side 1 facing 
up, with the disk drive door shut 

Then go back to the beginning of this section and try 
again. 

Where to go from here 
Go through the lessons on the Apple Presents 
AppleWorks training disk. You won't have to worry about 
mistakes-it's not the real AppleWorks program. As you 
use the training disk, you'll see boxes superimposed on 
the screen telling you what's going on, what keys to 
press, and what to do next. 

The first lesson is highlighted on the menu. To start the 
lessons: 
1. Press Return. (Whenever a menu selection is 

highlighted, you only have to press Return to accept 
it.) 

2. Follow the directions on the screen and continue 
through the lessons. 
If you are using 5.25-inch disks, you will need to 
switch to the other side for the rest of the lessons. 
When you're finished with side 1, open the drive door, 
take out the disk, flip it over, and put it back in, 
closing the door again. Press the (j key at the same 
time as the Control key and the Reset button. You'll 
see the Main Lesson Menu for the second side. 

' Chapter 2: Starting the Apple Presents App/eWorks Disk 10 



You can write whatever you want and quickly edit it, 
rearrange it, polish it up with headers and footers and 
page numbers, and then print it. 

The Spreadsheet 
The AppleWorks Spreadsheet lets you work with numeric 
information you normally arrange in rows and columns: 

• financial statements 
• forecasts 
• budgets 
• income tax information 
• stock portfolios 
• grade books 
• cost estimates 
The Spreadsheet recalculates information as often as 
necessary after you change particular pieces of data-and 
you can see the results instantly. It makes almost any 
kind of quantitative planning or calculating faster and 
easier. 
The Spreadsheet also lets you explore various "What If?" 
situations without taking a lot of time. Take a household 
budget, for example. How would it affect your finances if 
you got a raise? You can try different salary amounts and 
see how each would affect your total budget. 

13 The key ideas 

The Data Base 

The Word Processor 
The AppleWorks Word Processor lets you compose text 
and revise it without retyping the parts you don't change. 

You can write 
• memos 
• letters 
• reports 
• proposals 
• articles 

The AppleWorks Data Base helps you organize and p · t · f rm m ormation you might ordinarily keep in lists or in ·1 
of index cards: pi es 

• names and addresses 
• personnel records 
• schedules and checklists 
• expense items 
• household and business inventories 
• checkbook records 
• travel itineraries 
• names of business contacts 

You can update the information quickly-changing it, 
copying some, adding some, moving it around. You can 
calculate columns of figures (say, for an expense report). 
And you can organize the information and print it in the 
form you want it. 

rolled into one. And you can move information am I 
hr . . . . . ong a I 

t ee applications. Thats why it s called integrated 
software. 

Chapter 2: Starting the Apple Presents App/eWorks Disk 12 
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What integrated means 
Integrated means that AppleWorks' three different 
applications use a similar file structure, so they can share 
information easily. In fact, you can switch among the Data 
Base and Word Processor and Spreadsheet almost 
instantaneously. And you can cut information 
electronically from one file on the Desktop and paste it 
into another file just by pressing a few keys. 

Integrated also means that you use the same commands to 
do the same things in all three applications. You have to 
remember only one set of commands. 

The key Ideas 

The clipboard 
The clipboard is a part of the computer's memory that 
temporarily holds part of a file that you've cut from one 
place and want to paste in another. 

0 

The Desktop 
The files you make or copy from a disk go on the 
Desktop-the random-access memory (RAM) of the 
computer. It's like a real desktop in that you can put your 
documents on it, but it's not permanent. (Everything on it 
disappears when you shut off the power to the computer.) 
You can have up to 12 files on the Desktop, but you can 
examine only one at a time. When you're finished with 
them, you can take them off the Desktop and save them 
permanently on a disk. That's like putting them back into 
the file cabinet. 

Files 
To start a document, you create a file-you might think of 
a file as the electronic version of your document. Files 
can be temporarily stored inside the computer, or 
permanently stored on a disk. The disk is like a file 
cabinet. When you want to use a file, you get a copy from 
the disk, just as you'd take a file folder out of a file 
cabinet. 

Chapter 2: Starting the Apple Presents App/eWorks Disk 14 
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------ ------ ------ ------ 

For example, you can cut your stock portfolio projections 
out of the Spreadsheet and paste them into a letter to 
your stockbroker-fast. 

Moving on 
Now that you know the basics of AppleWorks, you can 
start practicing with the real AppleWorks software. The 
next chapter shows you how. 

Chapter 2: Starting the Apple Presents App/eWorks Disk 

Chapter 3 

Starting the Real Program 
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Place the AppleWorks PROGRAM disk in Drive 1 and press Return. S6K Avail. ------------------------------------------------------------------------------- 

19 How to begin 

B� R. J. Li ssner and Ape 1 e Con put er, Inc. Copyright Apple Co�puter 1�83-86 V2.0 USA 

IM AppleWorks 
Integrated Software 

If you don't see this screen, check to make sure that 
• all the plugs on your equipment are fitted snugly 
• your monitor is on (and the brightness is turned up) 
• your copy of AppleWorks Startup is in drive 1 
• the disk label is facing up and the disk drive door is 

shut 
Then go back to the beginning of this section and try 
again. 

information that prepares your. computer for the rest of 
the information, which is on the program disk. You'll 
always start AppleWorks with the startup disk, and then 
use the program disk. 
1. Find the disk labeled AppleWorks Startup. 
2. Insert the startup disk (label side up) in drive 1. If you 

have a computer with a built-in drive, that's drive 1. 
3. Turn on the monitor and the computer. If your 

computer's already on, hold down Control and 0, and at 
the same time press Reset to restart the computer. 
In a moment, a copyright screen appears briefly. Then 
the title display appears. The prompt at the bottom of 
the display tells you to switch disks. 

With the training disk, you explored the basics of the 
AppleWorks Data Base, Word Processor, or Spreadsheet 
(or all three). But the training disk only simulates the 
AppleWorks software, and it just scratches the surface of 
what you can do. 

This chapter shows you how to start up AppleWorks so 
you can go on to practice with one of the three 
applications in Chapters 4, 5, and 6. Because you'll be 
using the real software, you should carefully follow the 
instructions in this tutorial. When you finish, you'll be 
ready to start using AppleWorks on your own. 
•:• Use the training disk first. If you haven't used the training disk 

at all yet, go back to Chapter 1 to learn how to get started with it. 

How to begin 
For your practice session with AppleWorks, you will 
need 
• a copy of the AppleWorks Program disk 
• if you are using 5.25-inch disks, a copy of AppleWorks 

Startup and a copy of AppleWorks Sample Files Data 
Disk 

•:• Use your copies: If you haven't made copies of the Apple Works 
disks, as instructed in Chapter 1, please go back and make the 
copies now. Save those originals! 

If you are using 5.25-inch disks 
To fit the program onto these disks, we've split 
AppleWorks into two parts: AppleWorks Startup and 
AppleWorks Program. The startup disk contains basic 

Chapter 3: Starting the Real Program 18 



In a moment, a copyright screen appears briefly. Then 
the title display appears. 

IM AppleWorks 
Integrated Software 

Type today's date or press Return: 3/25/8 6 

AppleWorks suggests a date. Each time you start up the 
program, AppleWorks remembers the last date you 

21 

56K Avail. 

How to begin 

B� R. J. Li ssner and Ape I e CoAputer, Inc. Cop�r19ht Apple Co�puter 1983-86 V2.0 USA 

Press Space Bar to continue I 

The amount of space available depends on how much 
memory your computer has. 
If you don't see this screen, check to make sure that 
• all the plugs on your equipment are fitted snugly 
• your monitor is on (and the brightness is turned up) 
• your copy of AppleWorks Startup/Program/Sample 

Files disk is in drive 1 
• the disk label is facing up 
• if your disk drive has a door, the door is shut 
Then go back to the beginning of this section and try 
again. 

4. To finish the startup process, Appleworks asks you for 
the date. 

If you are using 3.5-inch disks 
1. Find the disk labeled AppleWorks Startup/Program/ 

Sample Files disk. 
2. Insert the program disk (label side up) in drive 1. 
3. Turn on the monitor and the computer. If your 

computer's already on, hold down Control and 0, and at 
the same time press Reset to restart the computer. 

4. The program disk contains the rest of the information 
your computer needs to get you going with 
AppleWorks. To finish the startup process, replace the 
startup disk with the AppleWorks Program disk. 

5. Press Return. The disk drive spins again, and now 
Appleworks asks you for the date: 

Type today's date or press Return: 3/25/86 

AppleWorks suggests a date. Each time you start up the 
program, AppleWorks remembers the last date you 
typed and suggests it for today's date. It's AppleWorks' 
"best guess" for the date. (If you have an automatic 
clock installed in your computer, the date may be 
different from that shown in the illustration.) 
For this tutorial, you'll use December 7, 1984, as the 
date. Back then, Mom's Apple Pie Company was 
preparing for a big quarter, with Thanksgiving and 
Christmas coming up. Sales always boom on holidays. 

6.Type9/7/84. 
7. But you have an extra 6 at the end of the date. Press 

the Space bar once, or press Control-Y. 
The unwanted number disappears! The Space bar on the 
computer works a little differently than the space bar 
on a typewriter. It types a space character. 

8. Press Return. AppleWorks now stores the new date on 
the program disk. 

The AppleWorks Main Menu appears on the screen. 

Chapter 3: Starting the Real Program 20 
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The Main Menu is your gateway into AppleWorks. In the 
following chapters, you'll start here and move into the 
various applications. 

23 Using two disk drives 

AIH MENU 

ain enu 

ype nu� er, or use arrows, 

Disk: Disk 2 (Slot 6) The disk drive AppleWorks uses 
to find and to save your files 
(Your screen may show a 
different drive.)---------' 

Using two disk drives 
If you are using 3.5-inch disks, your sample files are on 
the startup/program/sample files disk. For this tutorial, 
you need only one drive; just keep your disk in drive 1. 

If you have only one drive and you are using 5.25-inch 
disks, you will need to switch between the program disk 
and your data disk from time to time. Just wait for 
AppleWorks to tell you when and what to do. Skip the 
rest of this section if you have one drive. 

If you have at least two disk drives and you are using 
5.25-inch disks, you can tell AppleWorks to look in 
drive 2 for your files while you keep your program disk 
in drive 1. This lets you avoid the disk swapping that's 
necessary when you have only one 5.25-inch disk drive. 

Your program location-the part IIHlrlH.lllmlilB of the program you're In at the I. 
moment -----------1--4..-2 ......... W-or.,..k�with one of the files on the Desktop 

Menu options let you choose 3. Save Desktop fi !es to disk 
what to do next. ---------+----14. Rmve files fro� the Desktop 

5. Other Activities 
6. Quit Help: Press these keys for a list 

of the commands you can use. 
The O may be an inverse A. 
depending on your computer.---_!;=================�:-- 

The prompt asks you to type 
some information or respond to 
a question. 

typed and suggests it for today's date. It's AppleWo k , 
"best guess" for the date. (If you have an automatic r s 
c�ock installed in your computer, the date may be 
different from that shown in the illustration.) 
For this tutorial, you'll use September 7, 1986, as the 
date. Back then, Mom's Apple Pie Company was 
preparing for a big quarter, with Thanksgiving and 
Christmas coming up. Sales always boom on holidays. 

5. Type 9/7/86. 

6. But you have an extra 6 at the end of the date. Press 
the Space bar once, or press Control-Y. 
The unwanted number disappears! The Space bar on the 
computer works a little differently than the space bar 
on a typewriter. It types a space character. 

7. Press Return. AppleWorks now stores the new date on 
the program disk. 

The AppleWorks Main Menu appears on the screen. 

The Main Menu 
The Main Menu is the first menu you see when you start 
up AppleWorks. 

Chapter 3: Starting the Real Program 22 
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From the Main Menu, here's how to tell AppleWorks to 
use two disk drives: 
1. Press Return to choose option 1, Add files to the 

Desktop. 

2. From the Add Files menu, choose option 2, A different 
disk. 

3. Press Return. 
4. From the Change Current Disk menu, choose Disk 2 (on 

a computer without a built-in disk drive) or Ext. disk 
I I c (on a computer with a built-in disk drive). 

5. Press Return. You return to the Add Files menu, with 
that drive listed at the top of the display as the current 
disk. 

6. To get back to the Main Menu, press Escape. 
7. Since AppleWorks is now ready to work with two 

drives, leave your program disk in drive 1 and put 
your sample files disk in drive 2. 

Where to go from here 
You're now ready for practice with AppleWorks. 
• For the Data Base, go to Chapter 4. 
• For the Word Processor, go to Chapter 5. 
• For the Spreadsheet, go to Chapter 6. 
• When you're finished with all three, Chapter 7, 

"Putting It All Together," shows you how to move 
information from one application to another. 

• After you've spent a few weeks using AppleWorks, you 
may want the challenge of Chapter 8, "Additional 
Practice," to polish your skills. 

Chapter 3: Starting the Real Program 

Chapter 4 

The Data Base 
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Escape: Main Menu 

Getting a data base file 

REVIEW1AODICHAHGE File: Organic Pies 
Selection: All records 
Pie HaMe Units Sold Units1Month Date_lntroduced_Total_Sales _ 
-------------------------------- 2000 Jul 4 84 $16,000 Apple Light 43060000 900 May 5 84 $14,000 Carob Crunch n 12 000 Coconut Custard 2800 ��0 ��� 1 � �l f 00' Crispy Cot ton 22000 50 May 5 84 $800 Granola Pudding 600 150 May 5 84 $3,600 KuMquat 3 Ju 1 4 84 $20 
����o Peach �00 400 Jul 4 84 $3, 200 Ragmff in 500 250 Ju I 4 84 $2, 000 Rhubarb 400 200 Ju I 4 84 $1, 600 Squash Blosso� 400 200 Jul 4 84 $1,600 Strawberry Strip 460 200 Aug 14 84 $1, 600 Vegetable 285 100 Jul 4 84 $1,200 Very Berry 6000 1500 May 5 84 $24, 000 Yogurt YuM�Y 1250 300 Jul 4_84 $3,675 _ 
T��;·;�t��-��-�;;·�-��;;;�d;··------------------------ o-? for Help 

2. Choose The current disk. (If you have one disk drive, 
AppleWorks tells you at the bottom of the screen to_ 
place your data disk in drive 1. Take the program _disk 
out and put the data disk in. From now on, you will 
have to switch disks occasionally; please just follow 
the instructions provided in the prompt line at the 
bottom of the display.) 

3. Press Return. 
AppleWorks lists the sample files. 
You want the Organic Pies file. When you put this file 
on the Desktop, you'll be able to change it and show 
the new information to Mom. 

4. Highlight Organic Pies. (To move the highlighting, 
use the Down Arrow and the Up Arrow.) 

5. Press Return. (If you have only one disk drive, you 
will need to swap disks.) 

The Organic Pies file appears on your screen. 

You've used the Apple Presents AppleWorks training 
disk to help Mom's Apple Pie Company rearrange a file 
of customers by credit rating. The company needed the 
file as part of a loan application. You also made a file for 
the bakery's new organic pies line. 

In this chapter, you'll continue working with files for 
Mom's Apple Pie Company. You'll act as an assistant to 
Sarah Simon, the owner of the bakery. Everyone calls her 
"Mom." A tough cookie, she wants to know how well 
organic pies have been selling. You'll prepare a data base 
report for her on the new organic pie line. using the file 
you created on the training disk. 
•!• lf you haven't started up Apple Works: Turn to Chapter 3 and 

follow the instructions there to start up the real AppleWorks 
software. 

Getting a data base file 
In order to work with an existing file, you have to take 
a copy of it from a data disk and put the copy on the 
Desktop. It's like taking a file folder out of a file 
cabinet. In this section, you'll get a copy of the file 
Organic Pies from your sample files on the startup/ 
program/sample files disk if you're using 3.5-inch disks, 
or from the sample files data disk (side 1) if you're using 
5.25-inch disks. If you have two 5.25-inch disk drives, be 
sure the AppleWorks Sample Files Data Disk is in 
drive 2. 

To add the file, starting at the Main Menu: 
1. Choose Add files to the Desktop. 

Chapter 4: The Data Base 26 



Pie Name Is one of the 

fi1��egorles In the Organic Pies /i e = Ha�e =========��!;�=;���========Units/Month=== Date= Introduced= Total= Sales _ 
App 1 e Light 4000 2000 Ju 1 4 84 $16, 0.00 ------- 

Granola Pudding Is an entry Carob Crunch 3600 900 May 5 84 $14, 000 
under the Pie Name category Co�onut Custard 2800 700 May 5 84 $12, 000 · �Crispy Cotto� 20 20 Aug 14 84 $80 Grano I a Pudd 1 ng 200 50 Hay 5 84 $800 
All th� entries about Granola ..... �,,�t 600 / 1 •• Ha� 5 84 $.3. 1600 
Pudding make up Its record. 5 . · A R4 

If you look at the Granola Pudding record under the 
Units Sold category, you'll see that Mom's Apple Pie 
Company has sold 200 units so far. A good start for a new 
pie. Mom will be glad to hear that. 

Chapter 4: The Data Base 

Looking at single-record layout 
Mom wants you to check out total profits for Granola 
Pudding pie. That category doesn't fit on the screen with 
the current multiple-record layout. You can see it, 
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6-? for Help 

Escape: Hain Nenu REUIEM1ADD1CHAHGE 

Looking at slngle-record layout 

Type entry or use 6 co��ands 

Record 5 of 16 

File: Organic Pies 
Selection: All records 

Single-record layout shows you all the categories for 
each entry-more than fit on the multiple-record layout 
screen. The categories still exist in multiple-record 
layout, but they're out of view. 

Notice that all the information even within one category 
doesn't always fit in multiple-record layout: you can see 
from this layout that the full name for Granola Pudding is 
really Granola Pudding Delight. 

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

:::::::::::::::::::::::::::::::::::===-======--====----==---------------------- 

though, in a closeup of pie performance called single 
record layout-all the information for one record. To see 
single-record layout for a particular record, you put the 
cursor anywhere on the record, and zoom in. 
1. Move the cursor down to Granola Pudding. 
2. Press o-Z to zoom into single-record layout. You see 

this: 

Pie Ha�e: Granola Pudding Delight Units Sold: 200 
Category--------- Units1K�nth: 50 Date Intr ,uced: Hay 5 84 Total S .,es: $800 
Entry-----------.,.:, o'i'-lta'4-l..;,frofit: $100 

Price/Unit: $4.00 Cost1Unit: $3.50 Profit1Unit: $0.50 

Escape: Main Henu REUIEW1ADD1CHAHGE File: Organic Pies 
Selection: All records 

As you can see from the heading, this is the Review/ Add/ 
Change display. That means you can review information 
you've already put into the Data Base, add new 
information, or change what you have. 
•:• Choose the wrong file? If you accidentally chose the wrong file 

just press Escape to get back to the Main Menu. Then try again. ' 

Looking at multiple-record layout 
Mom has asked you to find out how many Granola 
Pudding pies the company has sold since the pie was 
introduced. Take a look at the listing for Granola 
Pudding. It's on the fifth line down. 

The multiple-record layout gives 
you many records at the same 
time-the big picture of organic 
pie performance. 
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Units/Month Oate Introduced Total Sales 

- ........ !!! \,11,;, ... Insert a previously uo,.. --·�jury 

CHANGE RECORD LAYOUT Escape: Review1Add!Change 

� . 

Units Sold 

------------------------------------------------------------------------------- 
Total Sales Total Profit Profit1Unit Price/Unit Cost1Unit M -------------- ------------ --------------- ------------------------------A $16,000 $5,000 $1.20 $4.00 $2.80 R 
$14,000 $4,000 $1.11 $3.89 $2.78 G 
$12,000 $3,000 $1.07 $4.29 $3.02 I 

H <---More--------------------------------------------------------------------- Use options shown above to change record layout 55K Avail. 

Apple Light 4000 2000 Jul 4 84 $16, 000 Carob Crunch 3600 900 May 5 84 $14, 000 Coconut Custard 2800 700 May 5 84 $12, 000 

--------------------------------------------------------------------- M re---> Use o ti o h wn above to chan e record 1 a out 55K a i 1. 

Changing the layout 

---------------- ----------------- ------------- --------------- -------------- 
------------------------------------------------------------------------------- 
Pie Na�e 

3. Move the cursor to the Profit/Unit category. Use the 
Left Arrow. 

File: Organic Pies 

2. Press Right Arrow until the cursor moves to the 
rightmost category on the screen. Then keep pressing 
it until you get to the right margin. (That's nine times.) 
Most of the original columns move off the screen to 
the left. Now you can see what was hidden before. The 
More sign points off the left side of the screen. And 
the cursor is blinking on the A of the vertical MARGIN 
on the right.) 

More ---> at the bottom right of 
the screen indicates that there 
are more categories off to the 
right. That's where Profit/Unit 
is hiding. 

The records you see are just 
place holders. They give you an 
idea of the layout of the whole 
file.------------... 

What you can do: you can 
make the columns wider or 
narrower. or move them 

:�:�:· 

d-o-it�==========================-=-======-=-======----====�=-�---==-==-==-=-==-==-=-==....,•�'''"'''""'""''"""'" 

I 11 I -->or<-- Move cursor > o < Switch category positions --> o <-- Change colu�n width o-D Delete this category o-1 Insert a previously deleted category 

Changing the layout 
Mom uses multiple-record layout to look at the big 
picture. But she wants the Profit/Unit category to be in 
the big picture, and at the moment, it's off the edge of 
the screen. In this section, you'll change the layout so 
that the Profit/Unit category can be seen. 
1. Press CJ-L. That's for Layout. AppleWorks shows you the 

Change Record Layout display for multiple-record 
layout. 

Changing an entry 
Mom has always been uncomfortable with this pie name. 
It doesn't have enough pizzazz. And it doesn't emphasize 
its low-calorie pleasure. She'd like you to replace 
Delight withDelite. 
1. Move the cursor to the gin Delight. (Use the Right 

Arrow.) 
2. Type te. 
3. But now the word reads Deliteght. To remove those 

extra characters, press Control-Y. This command 
deletes everything from the cursor to the end of the 
line. 

4. To move the cursor to the next category, press Return. 
5. To zoom back out to multiple-record layout, press CJ-2. 

When Mom reviews the file in single-record layout, 
she'll be happy to see the new pizzazz in Granola 
Pudding Delite. 
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Pie HaMe Units Sold Units1Month Profit1Unit Date Introduce 
Apple Light 4000 2000 $1.20 Jul 4 84 _ 
Carob Crunch 3600 900 $ I. I I M 5 84 Coconut Custard 2800 700 $1.07 M!� 5 84 
---------------------------------------------------------------------More---> Use options shown above to change record layout 55K Avail. 
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o-? for Help 

Finding things 

Type entry or use o co�Mands 

Finding things 
Mom's worried about one of the new pies, Rhubarb. She's 
afraid that sales might be so low that the company will 
have to drop it from their line. Her brother, Bert, loves 
Rhubarb pie more than any other dessert, and he'll be 
mighty sorry to see it go away. But how bad were 
Rhubarb pie sales last month? 

File: Organic Pies REVIEW1A001CHAHGE Escape: Main Menu 
Selection: All records 

Pie Hm Units Sold Units/Month Profit/Unit Total Sales 
:::::::::::::::::::::::::::::::::::::::::====-===-----==------====------------- 
Apple Light 4000· 2000 $1.20 $16,000 
Carob Crunch 3600 900 $1.11 $14,000 
Coconut Custard 2800 700 $1.07 $12,000 
CrispI Cotton 20 20 $1.00 $80 
Grano a Pudding 200 50 $0.50 $800 
Ku�quat 600 150 $2.00 $3,600 
Pisco 5 3 $1.00 $20 
Pure Peach 800 400 $0.84 $3,200 
Raga�uffin 500 250 $0.90 $2,000 
Rhubarb 400 200 $1. 00 $1,600 
Squash Blosso� 400 200 $1. 00 $1, 600 
Strawberry Strip 460 200 $2.83 $1, 600 
Vegetable 285 100 $1.05 $1, 200 
Very Berry 6000 1500 $1.08 $24,000 
Yogurt YuM�Y 1250 300 $0.58 $3,675 
------------------------------------------------------------------------------- 

That's it! You've changed the layout in multiple-record 
format in order to present selected information the way 
Mom wants it to appear. 

4. When AppleWorks asks you which way the cursor 
should go in Review/ Add/Change, it supplies its best 
guess-Down. To accept the best guess, press Return. 
You now see the file in multiple-record layout. 

uelete this cateyv,, Insert a previously deleteo category o-I 

Deleting a category 
The total sales figures are important for a complete 
understanding of the big pie picture. You can move the 
category back onto the screen by deleting one of the 
other categories currently on the screen. (Deleted 
categories still exist, and you can "undelete" them if 
necessary.) 

Mom remembers when all her pies were introduced, so 
the Date Introduced category would be a good one to 
delete. 
1. Use Right Arr.ow to move to the Date Introduced 

category. 
2. Press o-D for Delete. (The Date Introduced category 

disappears from the screen, and Total Sales takes its 
place.) 

3. To see what the whole file looks like now, in 
Review/ Add/Change, press Escape. 

4. To move the Profit/Unit category to the left, press �-< 
three times. The column hops over to the left, just 
before Date Introduced. 

5. To see if it all fits, hold down the Left Arrow until the 
cursor stops moving, on the left margin. 

Now you've got Profit/Unit right where you want it. But 
notice that Total Sales is no longer on the screen. 
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------------------------------------------------------------------------------- 

Fi le' Organic Pies FINO RECORDS Escape: Review/Add/Change 
Find all records that contain RHU Press o-F to change Find. 
Pie Name Units Sold Units1Month Profit1Unit Total Sales 
Rhubarb 400 200 $1.00 $1,600 

You can find information very quickly with AppleWorks 
by using the Find feature. Once you provide comparison' 
information, AppleWorks searches through every category 
and record, looking for information that matches. 
1. To find a fact, press 0-F for Find. 
2. Type in the information that you want to locate; in this 

case, rhu. You only have to type enough for the match 
to be unique. There probably aren't any other pie 
names that contain rhu. 
Notice that you don't have to type a capital R 
AppleWorks will match the letters without worrying 
about whether they're uppercase or lowercase. 

3. Press Return. 
Now that you have typed comparison information, 
AppleWorks goes through the whole file, looking for 
information that matches what you type. AppleWorks 
finds the record containing rhu and displays it on the 
screen. 
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55K Avail. 

Escape: Review1Add!Change 

Selecting records 

SELECT RECORDS 

Type number, or use arrows, then press Return _ 

File: Organic Pies 
Selection: 

------------------------=----=====::::::::::::::::::::::::::::::::::::::::::::: 

AppleWorks displays all the records that match your 
comparison information. In this case, there was only 
one match. Sales aren't so dismal, after all. Good news! 
Bert won't have to worry about losing his favorite pie. 

4. To return to Review/ Add/Change, press Escape. 

You see the full file reappear in multiple-record layout. 

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

1. Pie Nm 
�: Vflln' 4. Date Introduced 5. Total Sales 6. Total Profit 7. Price/Unit 8. Cost1Un it 9. Prof it!Un it 

Selecting records 
Mom has one other request: she'd like to know how a 
certain group of her pies are doing. She wants to find 
pies that meet both of the following criteria: 
• pies introduced since May 1 
• pies that have sold over 300 

These are the rules Mom wants AppleWorks to follow as 
it selects records. So they're called record selection 
rules. 

1. To set the record selection rules, press o-R. 

AppleWorks asks you to select the category you want 
to look at. 

O-? for Help Type entry or use o commands 
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::::::::::::::::=====--=====------- 

Type nuMber, or use arrows, then pr 
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Escape: Erase entry 

Escape: Review1Add1Change 

Selecting records 

I. �uals 2. 3. is e ore 4. contains 5. is blank 6. is not blank 

I. 1111 
2. or � through 

Mom wants to know about pies both introduced since 
May and with over 300 sales. So you need a second 
record selection rule. 

6. To accept the connector and, press Return. 
Now you can make another comparison. AppleWorks 
shows you the same list of categories you saw before. 

7. Choose Date Introduced as the category. Press 
Return. 
Because you've chosen a category with the word date 
in it, AppleWorks provides a different set of 
potential comparisons: 

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

File: Organic Pies SELECT RECORDS 
Selection: Units Sold is greater than 300 and Date Introduced 

File: Organic Pi es SELECT RECORDS 
Selection: Units Sold is greater than 300 

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

5. Type 3 o o and press Return. 
Now the first comparison is complete. AppleWorks 
gives you the chance to specify additional or 
alternative comparisons; you see a list of words 
called connectors: 

55K Avail. 

Escape: Review1Add1Change SELECT RECORDS 

Type comparison information: 

File: Organic Pies 
Selection: Units Sold is greater than 

::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::: 

In the lower left, AppleWorks asks for comparison 
information. You want to see the records of pies with 
more than 300 sold. 

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

Because you're looking for pies that have had over 
300 sales, one of the categories you should choose is 
Units Sold. 

2. Move the highlighting to Units Sold. 

3. Press Return. 
Now AppleWorks wants to know what sort of 
comparison you want it to perform in that category. 
Your criterion is a pie that has sold over-or a 
number greater than-300. That's option 2. 

4. Choose is greater than. Press Return. 
AppleWorks shows you the parts of the first record 
selection rule you've chosen, in the upper left. It's 
almost complete: 

SE' 

I.� 2. jffl 
3. Tsessir\ 4. is not equal to 5. is blank 
6. is not blank 
7. contains 
8. begins with 
9. ends with 

10. does not contain 
II. does not begin with 
12. does not end with 

File: Organic Pies 
Selection: Units Sold 
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File: Organic pi es REU 1EW1ADOICHAHGE Escape: Main Menu 
Selection: Units Sold is gr�ater than 300 and Date Introduced 1s after May 
Pie Ha�e Units Sold Units1Month Profit1Unit !���!-��!��--- 
----------------------------- -- 2000 $1.20 $16,000 Apple Light 4000 900 $1.11 $14, 000 Carob Crunch 3600 700 $1. 07 $12, 000 Coconut Custard 2800 150 $2. 00 $3, 600 
����u�;ach m 400 $0. 84 $3, 20000 RagaNuffin 500 250 $0.90 $2,0 Rhubarb 400 200 $ I . 00 $1, 600 Squash Bl OS SON 400 200 $1. 00 $I, 600 
S b St · 460 200 $2. 83 $1, 600 tr aw erry ri P 1500 $1. 08 $24, 000 Very Berry 6000 3 675 Yogurt Yum�y 1250 300 $0. 58 $ , 

You can see that Mom's Apple Pie Company has several 
pies that are selling very well. No wonder they need to 
expand into a new factory! 

Preparing a report 
Now that you've found everything Mom wants, it's time 
to prepare your report. 

When you select and arrange information from a data ?ase 
in order to print it, you are making up a report. In this 
section you'll prepare a report to print-choosing what 
to incl�de, and adjusting its width. Then you'll print t?e 
report to the screen. (You don't have to have your printer 
hooked up for this.) 

Escape: Review1Add1Change Fi 1 e: Organic Pi es SELECT RECORDS 
Selection: Units Sold is greater than 300 and Date Introduced is after Hay 

I. ml 2. tfirough 

The pies you want AppleWorks to look for were 
introduced after May. 

8. Choose is after. Press Return. 
9. Type May. 

AppleWorks assumes that the month alone is 
equivalent to the first day of the month, or May 1. 

10. Press Return. 

Now you have the complete selection rule-but 
AppleWorks is willing to have you add another. 

Because you've chosen all the comparisons you need 
to make, it's time to go back to Review/ Add/Change. 

11. Press Escape. 

AppleWorks makes the selection and shows you all the 
records that meet your criteria. 



E�ery rep�rt has its own format, which is stored along 
with the file when you save it. Earlier in this chapter, 
you altered the record layout-how things look on the 
screen. Here, you'll alter the report format-how things 
will look in your report. 

You start by telling AppleWorks that you want to prepare 
to print a report. 
1. Press Ll-P for Print. 

The Report menu appears, with five options: 

------------ -----------------------------------------------::::::::::::::::::: 
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Escape: Report Henu 

Preparing a report 

1-J Right justify this category -K Define a calculated categor� -H Change report na�e and/or title -0 Printer options -P Print the report -R Change record selection rules -T AddireAove category totals 

File: Organic Pies REPORT FORHAT Report: Organic Pie Sales Selection: Units Sold is greater than 300 and Date Introduced is after Hay 

------------------------------------------------------------------------------- ------------------------------------------------------------------------------- -->or<-- Move cursor > o < Switch category positions 
What you can do-----------� o (-- Change coluM width 

�:-�Arrange (sort) on this category -0 Delete this category -G Add1re�ove group totals 
How to do it----------- -I Insert a prev. deleted category 

You'll have to change the format of this report a little to 
shrink it down to 60 characters wide. The options 
available for formatting reports are listed in the middle 
of the display. They're similar to those you used to 
change the multiple-record layout. 

Shrinking a report 
Later, you're going to put this report in a word processor 
document-a bulletin for Mom. The bulletin is only 60 
characters wide. In order for this report to fit into that 
word processor document, it can't be wider than 60 
characters. 
•:• By the way: Your reports don't always have to be 6o characters 

wide. Reports can be up to 13 inches wide; the maximum 
number of characters depends on how many characters your 
printer can print in an inch (up to 24), and how big your paper 
and margins are. 

Pie Ha�e Units Sold Units1Mo Date Total Sa Total Pr Profit1U L 
Cursor -----------A---------- -8---------- -C------ -0-- -E------ -F------ -G------ e Apple Light 4000 2000 Jul $16,000 $5,000 $1.20 n Carob Crunch 3600 900 May $14,000 $4,000 $1.11 6 

Coconut Cus�.���� 700 May $12,000 $3,000 $1.0�7----------- 
Use options shown above to change report forNat 55K Avail. 

The margin indicator shows the 
length of the longest line in 
characters. The report is now 67 
characters wide. 

Escape: Review1Add1Change REPORT MEHU 

This format has already been created, so you do not 
need to make a new one. 

2. To choose Get a report format, press Return. 
Now AppleWorks offers a list of current report 
formats. There's only one current report format set up. 
It's called Organic Pie Sales, and it's highlighted. 

3. To accept the highlighted format, press Return. 

The Report Format display appears on your screen. 

Chapter 4: The Data Base 

Tables format presents 
information for a lot of records 
at once. It's equivalent to 
multiple-record layout on the 
screen.---------------- 

�1. 
mlhiil@illllltl 

Labels format presents all the 2. ¥eili a new1abiei" format 
Information for one record. like 3. Create a new "labels" format 
a mailing label or index card. It's /4. Duplicate an existing forMat 
equivalent to single-record 5. Erase a f ornat 
layout on the screen.------------ 

In the highlighted option you'll File: Organic Pies 
find formats you prepared Report, Hone 
earlier.-----------"""""- 
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------------------------------------------------------------------------------- 

Pie HaMe Units Units1Mo Date Total Sa Total Pr Profit1U L -A---------- -B--- -C------ -0-- -E------ -F------ -G------ e Apple Light 4000 2000 Jul $16,000 $5,000 $1.20 n Carob Crunch 3600 900 Hay $14,000 $4,000 $1.11 6 Coconut Cust 2800 700 Hay $12,000 $3,000 $1 .07 0 
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SSK Avai 1. 

Preparing a report 

Use options shown above to change report for�at 

Q:G Add/move ,. . .. .v�d!S �-k Chang� , --- . -�,e�mn rules o-I Insert a prev. deleted category o-T AddlreNOVe category totals ------------------------------------------------------------------------------- 
Pie HaNe Units Units1Ho Date Total Sa Total Pr ProfittU L -A---------- -B--- -C------ -0-- -E------ -F------ -G------ e Apple Light 4000 2000 Jul $16,000 99999999 $1.20 n Carob Crunch 3600 900 Hay $14,000 99999999 $1.11 6 Coconut Cust 2800 700 Hay $12,000 99999999 $1.07 0 
------------------------------------------------------------------------------- 

Totaling a category 
You know how anxious Mom is to see how profitable 
these new pies are. To make it easier for her to find out 
how much all the pies together bring in to the company, 
you can have AppleWorks add up the total profit. That's 
called a category total, and you use Ll-T to set it up. 

The name for the Total Profit category has been shrunk to 
Total Pr. That's the category whose total you want. 
1. Move the cursor to Total Pr. 

2. Press Ll-T for Total. 
AppleWorks asks you how many decimal places you 
want included in the total. Because none of the figures 
include cents, accept AppleWorks' best guess, 0. 

3. Press Return. 
Now AppleWorks asks how many blank spaces you 
want after the category, guessing you want three. You 
only need one space. 

4. To be sure the report will still fit in 60 characters, 
type 1. 

5. Press Return. 

That's it! You've shortened the category name to Units, 
which is enough to get the idea across. Now the whole 
report will fit into the word processor document. 

55K Avai I. 

Escape: Report Menu 

1-J Right justify this category -K Define a calculated categor� -H Change report na�e andtor title -0 Printer options -P Print the report -R Change record selection rules -T AddtreMove category totals 

File: Organic Pies REPORT FORMAT Report: Organic Pie Sales Selection: Units Sold is greater than 300 and Date Introduced is after May 

Use options shown above to change report format 

The first two columns in this report are 12 characters 
wide. That's the standard size. Others have already been 
shortened, but the report still isn't narrow enough. You 
can help by shortening another column. 

The Units Sold column could be as short as four 
characters wide, because the numbers are at most four 
digits long. But for the category name to make sense, it 
should at least say Units. So you'll shrink it to five 
characters. 
1. Move the cursor to the second column, using the Right 

Arrow. 
The Left Arrow and the Right Arrow keys move the 
cursor one column at a time on the Report Format 
display. 

2. Use Li-Left Arrow to shrink the column down to five 
characters in width. 
Li with the Left Arrow makes columns narrower; Li 
with the Right Arrow makes them wider. 

As the column gets narrower, so does the entire report. 
You've shortened the report to 60 characters. 

-->or<-- Move cursor > o < Switch category positions --> O <-- Change coluMn width 

I
-A Arrange (sort) on this category -D Delete this category -G Addtre�ove group totals -I Insert a prev. deleted category 
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--------------------------========::::::::::::::::::::::::::::::::::::::::::::: 

Where do you want to print the report? 

Printing to the screen 

45 

Page I 

55K Avail. 

Printing to the screen 

to pause to continue printing Space Bar 

At the bottom of the screen, you could type a date for 
the report, but that's not necessary. 

4. To start printing, just press Return. 
And there it is: 

While the printer is running you can use these keys: 
Escape to stop printing and return to report forNat 

File: Organic Pies Report: Organic Pie Sales Selection: Units Sold is greater than 300 and Date Introduced is after Nay Pie Ha�e Units Units1Ho Date Total Sa Total Pr Profit1U 

Press Space Bar to continue 

Your list of printers may be different, depending on 
what information you've given AppleWorks. 

2. Move the highlighting down to The screen. 

3. Press Return. 
AppleWorks gives you a message that tells you how to 
stop printing or pause during printing: 

The column of 9's has turned Apple Light 4000 2000 Jul $16,000 /5000 $1.20 back Into numbers. ------�CawroWlb�C.un�m.u,cb'-!3�6�00�9�00�--!M+"ay¥-<$�14=-"'�00�0-J. 4000 $ I. I I Coconut Cust 2800 700 Nay $12,000 3000 $1.07 Ku"quat 600 150 Nay $3,600 1200 $2.00 Pure Peach 800 400 Jul $3,200 670 $0.84 RagaNuffin 500 250 Jul $2,000 450 $0.90 Rhubarb 400 200 Ju I $1, 600 400 $1 . 00 Squash Bloss 400 200 Jul $1,600 400 $1.00 The asterisk distinguishes the Strawberry S 460 200 Aug $1, 600 300 $2. 83 total from the column entrie!:-s.---l1!'"Je...,.ry,_R\""e+:"rr+w----:6�00�0�15�0 ... 0 --J"�uaw�$$�3241-;6' !:l:7050!""0--"l::'..6fil00 $$01 .. 0588 Yogurt Yu�"Y 1250 300 1 2264 * 55K Avai I. 

Escape: Report For�at 

I. l�NIIBI 2. tescreen 3. The clipboard (for the Mord Processor) 4. The c 1 ipboard (for Mai 1 Merge) 5. A text (ASCII) file on disk 6. A DIF (TM) file on disk 

File: Organic Pies PRIHT THE REPORT Report: Organic Pie Sales Selection: Units Sold is greater than 300 and Date Introduced is after Nay 

Type nu�ber, or use arrows, then press Return 

You've done it! You've got the report formatted. Now you 
can take a look at it on the screen to admire your 
handiwork. 
1. To print a report from the Report Format display, press 

CJ-P for Print. 
AppleWorks asks you where you want to print the 
report: 

The column fills up with 9's. That's only to show that the 
numbers will be right justified. When you print the 
report, the actual numbers in that category will line up 
along the right edge of the column so that you can check 
the addition easily. The double dashes (=) under the 9's 
will be replaced with the totals. 
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SSK Avail. 

Escape: Main Menu 

Escape= Save Files 

SAVE FILES 

'ORGANIC PIES' 

You �ade changes to this file 
I. 
2. First change to a different disk or directory 

Hain Menu 

Main Henu 
Save Files I I 
Hm Status Doment type Sm - 
-------------------=::::::::::::::::::::::::::::::::::::: Changed Data Base 2K 

�sa_v_e�F1_le-s .................. 
------------------------'-,_ 

"Organic Pies" 

Disk= Disk 2 (Slot 6) 

Type nuMber, or use arrows, then press Return 

Disk= Disk 2 (Slot 6) 

4. Choose Save the file on the current disk. 

(If you have one drive, AppleWorks now tells you to 
put the data disk in drive 1.) 

Right now, only Organic Pies is on the Desktop. 
3. Choose Organic Pies by pressing Return. 

Now AppleWorks asks how you want to save the file. 

2. Choose Save Desktop files to disk. Press Return. 
AppleWorks lists the files on the Desktop. 

Congratulations! You've managed to straighten out the 
data base files for Mom's Apple Pie Company. Now Mom 
knows how much money the company makes from all 
those pies. But before you go on to something else, you 
need to save those files in their corrected form onto your 
copy of the sample files data disk. Right now, they're just 
sitting in your computer's memory. If somebody melts the 
cord with a hot pie pan and knocks out the power, all 
your work will be lost. 

AppleWorks has several ways for you to save files. In 
this section, you'll save the file onto the disk, and then 
leave AppleWorks. 
1. Press Escape to go back to the Main Menu. 

Saving files 

So now Mom can see the total profits for these pies. It 
looks like Mom's Apple Pie Company sales are going 
pretty well. 
When you finish looking at the report, you'll want to 
go back to Review/ Add/Change. 

5. Press the Space bar. 
That takes you to the Report Format display. 

6. To move back to the Report menu, press Escape. 
7. To go back to Review/ Add/Change, press Escape again. 
You're now finished practicing with the AppleWorks Data 
Base. In the next section, you'll save the file with the 
changes you made. 
•!- Putting tt all together: In Chapter 7, you'll copy this same 

report into a word processor document, to practice integrating 
information from different applications. Before you do that, 
though, you should also read Chapter 5, "The Word 
Processor." 
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2. Save with a different nase. 
1 . IEWiriiliiiiilGWl•INlillRPPHiWHi• 
This file already exists on Disk 2 (Slot 6) 

49 Leaving AppleWorks 

ENTER PREFIX (PRESS "RETURN" TO ACCEPT) 
/APPLEWORKS/ 

Where to go from here 
You can go in three directions from here: 
• Go to the next chapter to learn more about the Word 

Processor. 
• Set up your own data base files. If you are going to 

make your own data base files, keep the AppleWorks 
Quick Reference Card handy and use the on-screen 
Help feature if you need reminders or additional 
information. 

• Leave AppleWorks and go have a piece of pie or 
something. 

Do you really want to do this? No Yes 
No is highlighted so that you won't accidentally press 
Return and leave AppleWorks when you're really not 
ready. 

2. Press Y. 
(If you have one disk drive, AppleWorks asks you to 
put the program disk in drive 1. Remove the sample 
files disk from drive 1 and replace it with the program 
disk. Then press Return.) 

A message appears at the top of the screen: 

Leaving AppleWorks 
To leave AppleWorks from the Main Menu, 
1. Choose Quit. 

AppleWorks asks 

That means you've left AppleWorks. 

Escape: Save Files "ORGANIC PIES" 

Main Menu 

Disk: Disk 2 (Slot 6) 

.�S-av�e-F_ll_e�s ......... ......,,.. - 1_1_ 
"Organic Pies" 

AppleWorks, ever cautious for the protection of your 
files, reminds you that you already have the file on 
your current disk. 

5. So that you'll be able to have the original version of 
the sample file for others to use, choose Save with a 
different name. 

6. Type New Pies and use Control-Y to remove any 
leftover characters. 

7. Press Return. 

AppleWorks tells you it's carefully saving the file, and 
then returns you to the Main Menu. Now Mom can 
review the file on screen. 
•:• Note: If AppleWorks tells you that the New Pies file already 

exists, that just means someone else has already used the disk 
and forgot to remove the file. Choose Let the new 
information replace the old to write the new New Pies 
information over the old New Pies. 
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50 

To start AppleWorks again, press <J-Control-Reset if you 
are using 3.5-inch disks, or put the startup disk in and 
press <J-Control-Reset if you are using 5.25-inch disks. 

To start another program, insert its program disk and 
press <J-Control-Reset. 
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------------------ ------------------ 
Escape: Hain Nenu 

53 Getting a word processor file 

This is the Review/ Add/Change display. With it, you can 
review what you've already written, add new 
information, or change what's there. This bulletin needs a 
little polishing, and some of the spelling needs to be 
corrected, before you can send it to Mom. You'll do that 
in this chapter. 

Replace the AppleWorks Program disk with the 
AppleWorks Sample Files Data Disk, side 1 on the 
5.25-inch disk, and press Return.) 
You should see the list of sample files appear on your 
screen. 

3. You want the Moms Bulletin file, so make sure the 
highlighting is on Moms Bulletin. 

4. Press Return. 
(If you have one drive, AppleWorks asks again for the 
program disk. Take the sample files data disk out of 
drive 1, and insert the program disk. Press Return.) 

AppleWorks tells you that it is getting the file, and then 
the Moms Bulletin file appears on your screen. 

Tab rnarker---------F"""I� HoNs Bulletin REVIEW1AOOICHAHGE 
=====1========================1============================ Hs. S1Non, as you've requested, here is a bulletin reflecting our annual perfornance and outlining projec ·ons 

Where you go If you press for next year's perf or Nance. 
Escape--------------------------� 

Good news froN the �arket analysts. The Horner-Shwartzfogel industr� pie chart shows us a strong leader city-wide in all categories. We've coNe a long way fro� giving pies to the neighbors through the kitchen window. 
Sales in the Organic Pie line are booNing! Yogurt YuN�Y is really taking off, as are Very Berry and Appul Light. 
By the way, we've changed the seelling of Granola Pudding Delight, as you've suggested. Calling it Granola Pudding Delite adds pizazz to our lineup and will surely gain us a strong foothold in the youth Narket. Although Granola's initial sales were so�ewhat slow, they've really begun to 

The cursor position shows take off, as our projections show: 
where you are on the screen.----------------------------------��-��-�-�=---��-!--�-��-��-------------------------------------- 

Help: Press o-? to see what Type entry or use o coN111ands Line I ColuNn I (3-? for Help 
functions are now available.-------------------------' 

Mom Simon, the owner of Mom's Apple Pie Company, has 
just gone on vacation. She's relying on you to keep things 
under control. 

She has asked you to use the Word Processor to prepare 
a bulletin about the new organic pie line. She's also 
interested in what's happening back at the company. I� 
this chapter, you'll make changes to the Mom's Bulletin 
file, and learn some more features of the AppleWorks 
Word Processor. 
•:• If you haven't started up Apple Works: Turn to Chapter 3 and 

follow the complete instructions there on starting up the real 
AppleWorks software. Start up AppleWorks and put the sample 
files disk in drive 2. 

Getting a word processor file 
AppleWorks files are like the files you keep in file 
folders. When you take a file off a disk, it's like making 
a photocopy of the contents of a file folder. You work on 
the copy so that you always have your original safe, in 
case you want to go back to it for reference. Right now, 
you want to get a copy of the file called Moms Bulletin 
from the sample files disk, so that you'll be able to make 
corrections and polish it up until it's ready to meet 
Mom's exacting standards. 
1. From the Main Menu, choose Add files to the 

Desktop. 

2. Choose The current disk. 

(If you have one 5.25-inch disk drive, you will see a 
message telling you to place your data disk in drive 1. 
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------------------------------------------------------------------------------- 

The cursor stops on the first character of as. Notice 
from the cursor locator that you're now at line 1, 
column 12. 
Because the passage is more than a few characters long, 
you are going to use the Delete command, rather than 
the Delete key. First you tell AppleWorks that you 
want to delete; then you indicate the text to be 
deleted. 

2. Hold down (j and press D for Delete. 
The a in as is highlighted, and several checkerboard 
rectangles appear on the screen. 

55 

53K Avai L 

Changing information 

3. Highlight as you've requested, here is. (Press (j 
Right Arrow four times, and then press Right Arrow 
once to highlight the whole passage.) 

4. Press Return to delete the whole passage. 

The prompt at the bottom of the screen tells you to highlight the text you want to delete.---Use cursor Moves to highlight block, then press Return _ 

Highlighting on the a shows this File: NoNs Bulletin DELETE TEXT Escape: Review1Add!Change 
is the first character of the ===== J ========================I============================= I================== text you'll delete. -------"11N-=:-s.�S!tT1wiMom11T"'fl, � you've requested, here is a �u!)etin . . reflecting our annual perforMance and outlining proJections for next year's perforMance.1 

I Good news froN the Market analysts. The Horner-Shwartzfogel industr� pie chart shows us a strong leader city-wide in all categories. We've coNe a long way froM giving pies to the neighbors through the kitchen window.I 
I Sales in the Organic Pie line are booNing! Yogurt YuNNY is Checkerboards show you really taking off, as are Very Berry and Appul Light.I where you pressed Return.----• By the way, we've changed the seelljng 9f Granola Puddjng Delight, as you've suggested. Call1ng it Granola Pudding The printer option indicates Delite adds pizazz to our lineup and will surel� gain us a that text following it will be g foothold in the youth Market. Although Granola's centered between marglns.------i,Jin""1R'. sales were soNewhat slow, they've really begun to 
take o as our projections show:1 
I --------Centered 

File: MoMs Bulletin REUIEMIADOICHAHGE Escape: Hain Nenu -====1========================1=============================1================== 
Hs SiNon, you requested a bulletin reflecting our annual perforNance and outlining projections for next year's perforMance. Here it is. 
Good news froN the Market analysts. The Horn�r-Sh�art+fogel industr� pie chart shows us a strong lead�r.city7wide 1n all 
cate�ories. We've coNe_a long �a� froN g1v1ng pies to the · -��� through the kitchen 1,11" •·· 

Deleting words 
The first change involves deleting the phrase as you' ve 
requested. When you want to delete a few letters, you 
can use the Delete key at the top right of the keyboard. 
But for words and long phrases, there's a quicker 
way-using (j-D for Delete. 

Right now, as you can see by looking at the cursor 
locator at the bottom of the screen, you're at line 1, 
column 1. (This cursor locator helps you know at a glance 
where you are in a long document.) 
1. To move to as, the first word you want to delete, press 

(j-Right Arrow twice. 
(j with the Left Arrow or Right Arrow moves the 
cursor one whole word at a time. 

That seems to satisfy your needs, so you decide to make 
the changes. 

Changing information 
On reviewing the first paragraph, you might feel it has 
too little impact. After all, this is an important bulletin to 
the owner of the business. You want the beginning to 
grab Mom's attention. 

A fellow employee, whom you've asked for advice, has 
suggested changing the first paragraph to read like this: 
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The first paragraph is finished. This beginning is sure to 
make Mom want to read the important information the 
bulletin contains. 

57 Changing information 

Ms. Simon, you requested a bulletin reflecting our annual 
performance 

Wraparound makes it easier for you to type quickly, 
because you don't have to press Return at the end of 
each line. You have to press Return only at the end of 
a paragraph. 
You still have a brief sentence to add at the end of the 
paragraph. 

2. Move the cursor two spaces past the period at the end 
of the paragraph (line 3, column 15). 

3. Now type Here it is. 

File: Moflls Bulletin REUIEWIAOOICHANGE Escape: Hain Menu 
=====1========================1=============================1================== Ms. Si�on, you requested a bu) etin reflecting our annual perfor�ance and outlining projections for next year's perfor�ance. Here it is._ 
Good news frofll the Market analysts. The Horn�r-Sh�art�fogel industr� pie chart shows us a strong leader city-wide in all categories. We've coflle a long way froN giving pies to the neighbors through the kitchen window. 

.. - "·n�nic Pio,,_ 

You've completed the first part of the change: deleting 
words. Now to add the new words. 

The passage disappears, and the words that followed 
move up to take its place. 

Fi le: Mof11s Bui let in REUIEW1AOOICHANGE Escape: Main Nenu 
=====J========================J=============================i================== Ms. SiMon, a bulletin reflecting our annual perforMance and outlining projections for next year's perforAance. 
Good news froM the Market analysts. The Horner-Shwartzfogel industr� pie chart shows us a strong leader city-wide in all categories. We've coMe a long way froM giving pies to the neighbors through the kitchen window . 
• '·· in the Dcj�ni�cP!!.lAne aro h·· . ' Ynourt YUfllf11Y is 

Adding words 
Notice that after you delete the passage, the cursor turns 
back into the blinking underline-called the insert 
cursor. When you are using the insert cursor and you 
type something, the following text moves to the right. 
You insert new information in front of what was there 
before. 
1. To insert the suggested new information, type you 

requested. 
As you're typing, the word performance drops down 
to the second line. That's called word wraparound. 
When a word extends beyond the right margin, the 
Word Processor in effect wraps it around, putting it at 
the beginning of the next line. 
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Find what text? 

Find next occurrence? IJlll Yes 

2. To tell AppleWorks you want to find text, press 
Return. 
Now AppleWorks asks what text to look for: 

59 Finding a location 

3. Type Elmer Bodey. 

4. Press Return. 
You jump right to the part where the organic pie line 
data should go. 

Fi le: Noms Bui let in FIND Escape, ReviewtAdd!Change 
R:�::�rr1�··======H1;h======·1�0·=====132======16s======417=1================== 

Low 80 88 110 278 Expected 100 110 138 348 
Uegetable High 300 303 318 921 Low 200 202 212 614 Expected 250 252 265 768 
Here are the stats on our best-selling organic pies: �-Ill in the Crust Department won this �onth's uggesion Box award. He'll get a Month's supply of Appul Pie Filling as his reward for suggesting that we open up a Pie Tasting Room. Such a tasting room could pep up our interstate sales, as tourists carry news of our fabulous pies across the border. 
The tasting room would be a nice addition to our new factor�, which you'll be pleased to know is proceeding through the planning process on schedule. We've only just 

Notice at the bottom of the screen that AppleWorks 
offers to look again for the words you specified. This 
feature is useful if the words you're searching for 
might occur more than once, and you want to find all 
occurrences or keep searching until you find the one 
you want. You've found what you want, however. 

5. Press Return, to answer No. 
The insert cursor blinks on the E in Elmer Bodey. Now 
you can type the heading. 

Finding a location 
In Chapter 7, "Putting It All Together," you'll copy data 
on the new organic pie line from the Data Base into this 
document. There's a good place for it already, but it needs 
a heading, like the heading at the bottom of the screen 
page, which is a heading for a section already copied into 
this document from a spreadsheet report. 

Sales 111 .... •• a,!! oooMing! loyw, •. real 1 y taking on, a• are Uery Berry and Appu 1 Light. 
By the way, we've changed the seelling of Granola Pudding Delight, as you've suggested. Calling it Granola Pudding Delite adds pizazz to our lineup and will surely gain us a strong foothold in the youth Narket. Although Granola's initial sales were so�ewhat slow, they've really begun to take off, as our projections show: 

Organic Pie Projections 
------------------------------------------------------------------------------- Type entry or use o m�ands Line 3 ColuMn 26 o-? for Help 

By the way, we've c11anged the seelling of Granola Pudding Delight, as you've suggested. Calling it Granola Pudding Delite adds pizazz to our lineup and will surely gain us a strong foothold in the youth Market. Although Granola's initial sales were soNewhat slow, they've really begun to take off, as our projections show: 
Organic Pie Projections ------------------------------------------------------------------------------- Find?� Page Marker Case sensitive text Options for printer 

The location for the heading is off the screen, but if you 
tell AppleWorks what text to look for, it will leap right 
to it, with the Find command. The information from the 
Data Base will go right before the paragraph beginning 
with Elmer Bodey, so you want AppleWorks to find 
Elmer Bodey. 

1. Press 0-F for Find. 
The screen heading changes to Find, and at the bottom 
of the screen, AppleWorks asks what you want to find: 
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6. Type Organic Pie Sales. 

7. To put an extra line in between the heading and the 
next paragraph, press Return twice. 

This heading would look better if it were centered, too, 
like the one for the pie sales projections. 

• Here are the stats on our best-selling organic pies:• • Organic Pie Sales• 
Current settings for main I 
printer options -------.,�'9EMWEl!l!J ••llf.ilElll--lti�El-··lillJ!l••••1iSl9i:ll·I--IIQ--Ui81il .. lll!.I .. Bll•IIIIIII• Option: uFGtiffetGt: VoJp rep: 4fiforaface End 
Type the option you want here. --"'"'P""'I� .... · p(a(en Width ��: �i���r[�ngth ��: ����P H��der :r ���;����i�f ��d LM: Left Margin TM: Top Margin FO: Page Footer -B: Subscript Begin RM: Right Margin BM: BottoM Margin SK: Skip Lines -E: Subscript End Cl: Chars per Inch LI: Lines per Inch PH: Page Hu�ber UB: Underline Begin Pl: Proportional-I SS: Sin9le Space PE: Pause Each page UE: Underline End P2: Proportional-2 OS: Double Space PH: Pause Here pp, Print Page No. IN: Indent TS: Triple Space SM: Set a Marker EK: Enter Keyboard JU: Justified NP: Hew Page BB: Boldface Begin MM: Mail Merge 

61 Centering text 

212 265 
JijJ 202 252 200 Expected 2s0 

Organic Pie Sales• 
I 

aNW•IEl,'IJ!!�l•!'f!ll�a!�ffl Option: _7n'.fusMe:roup eg1n � tITce End . . CH: Center�d r.�: Group End +B, Superscript BP"- 
- LI• rlt.h E�: P ���- u, •rler +�: Su��- - · · 

• Here are the stats on our best-selling organic pies:1 • --------Centered 

These printer options let you choose how the text will 
appear on the printed page. Notice that the code letters 
for centering text are CN. 

3. Type CN and press Return. 
Instantly, a marker appears to show that the text from 
Organic Pie Sales and below is to be centered. 

The marker is called an embedded printer option. That 
means it won't appear when you print the text. It only 
shows up here for your convenience. 
Notice that the heading is centered with respect to the 
text, rather than with respect to the screen. (It looks a 
little off-center on the screen because this document is 
60 characters, while the screen is 80 characters wide.) 
You could set other options for this location, but you 
don't need any others right now. 

4. Press Escape to return to Review/ Add/Change . 

File: MoMs Bulletin PRINTER OPTIONS Escape: Review!Add!Change 
=====1============L�:=========�0=======ss======ii0======27a:1================== 

Expected 100 110 138 348• 
High 300 303 318 921• Low 200 202 212 6141 Expected 250 252 265 768• 

• Uegetable 
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Centering text 
Centered headings add a professional look to 
reports-the kind of look Mom likes for her company. 
With a typewriter, you'd have to count spaces to figure 
out where to type a centered heading, but AppleWorks 
can center it automatically for you. The centering option 
is one of AppleWorks' many printer options. 
1. Before you tell AppleWorks to center text, put the 

cursor on the line you want centered: Organic Pie 
Sales. 

2. Press 0-0 for Options. 
Printer options appear across the bottom half of the 
screen. 
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63 Setting a marker 

: roup esm GE: Group End 
- �--0 Header 

: roup eg1n GE: Group End +8: Superscript Beg HE: Page Header +E: Superscript End FO: Pa9e Footer -B: Subscript Begin SK: Skip Lines -E: Subscript End PH: Page HuNber UB: Underline Begin PE: Pause Each page UE: Underline End PH: Pause Here PP: Print Page Ho. SN: Set a Harker EK: Enter Keyboard BB: Boldface Begin HM: Mail Herge 

: nJUS i ie CH: Centered PL: Paper length TM: Top Hargin BM: Botto� Margin LI: Lines per Inch SS: Single Space OS: Double Space TS: Triple Space HP: Hew Page 

pion:_ 
···�0" Width 

p ion: s11 HuNber: PW: Platen Width LN: Left Margin RH: Right Hargin CI: Chars per Inch Pl: Proportional-I P2: Proportional-2 IH: Indent JU: Justified 

I Here are the stats on our best-selling organic pies:1 
I --------Centered Organic Pie Sales• --------Unjustified 
I Elm Bode 

Setting a marker 
You've already used the Find command to jump to the 
location for the new heading. You can also use Find to 
find markers. A marker is like a buoy or flag, indicating a 
spot you know you will want to return to later. While 
you're in this part of the text, you can set a marker to 
make it easy later to find the right place for the data 
base report. Setting a marker is a printer option. 
1. To set a marker in this spot, type SM and press Return. 

Just below the word Option, AppleWorks asks for the 
marker number. You can have up to 254 markers, 
numbered 1 to 254. 

2. Because this is the first marker you've put in, type 1. 

E 
E 

File: NoMs Bulletin REUIEM1AOOICHAHGE Escape: Hain Henu 
=====1============l�:=========i0=======ss======ii0======27s=1===========------- 

Expected 100 110 138 348 
Uegetable High 300 303 318 921 low 200 202 212 614 Expected 250 252 265 768 
Here are the stats on our best-selling organic pies: 

Organic Pie Sales 
ElNer Bodey in the Crust OepartNent won this Month's Suggestion Box award. He'll get a Month's supply of Appul Pie Fillin9 as his reward for su9gesting that we open up a Pie Tasting Roo�. Such a tasting roo� could pee up our interstate sales, as tourists carry news of our fabulous pies across the border. 
The tastin9 rooM would be a nice addition to our new factory, which you'll be pleased to know is proceeding 

------------------------------------------------------------------------------- Type entry or use o co��ands line 42 ColuMn I o-? for Help 

Unjustified text 

But look: all the text following the report heading is 
centered. You have to tell AppleWorks to stop centering 
after the heading. You'll do that now. 

Normal typewritten text, the kind you had before you set 
the centering option, lines up along the left margin. 
AppleWorks calls this unjustified text. You need to tell 
AppleWorks that the rest of the text shouldn't be 
centered. 
1. Move the cursor to the line below the heading. 
2. Press �-0 for Options. 
3. Type UJ for Unjustified. 
4. Press Return. 

Now you have another printer option embedded in the 
text. And the rest of the text is back to normal. The text 
lines up against the left-hand margin again. 
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65 Replacing words 

If you move to the beginning of the bulletin, you'll be 
sure to catch all occurrences of the mistake. You can 
move quickly with the AppleWorks Ruler. The Ruler 
divides a document into eighths, and you hop through it 
using the CJ key in combination with the numbers 1 
through 9. 
1. To move back to the beginning, press CJ-1. 
2. Now press CJ-R for Replace. 

AppleWorks asks what you want to replace: 
Replace? Text Case sensitive text 
You can have AppleWorks search for text in two 
ways: in the first way, it just looks for the text, 
ignoring whether the letters are uppercase or 
lowercase; in the other, it is case sensitive, so it only 
looks for text that matches exactly, including 
capitalization. Case sensitivity makes the search more 
specific. 

In this case, all occurrences are capitalized, and you do 
not need to distinguish between two versions of the 
word (one with an initial capital, one without), so you 
do not need the second option, Case sensitive text. 

3. Press Return to accept Text. 

Now AppleWorks asks what you want to replace, and 
suggests the words you asked it to find earlier, Elmer 
Bodey. But you don't want to find Elmer Bodey again. 

4. Press Control-Y to clear the rest of the line. 
5. Type Appul. 

6. Press Return. 

AppleWorks asks what you want to replace Appul with. 
7. Type Apple. 

: roup egin GE, Group End "�. P�oe Header 
� L " .. 

- • �c 111 ng v, ,- .. ........ 

pion: 
-··. 0bten Wi9th 

• --------Centered Organic Pie Sales• --------Unjustified --------Set a Marker: 1 
I Elm Bode 

Now when you're ready to copy from the Data Base in 
Chapter 7, you'll be able to jump quickly to this 
location, using the Find command. The line that shows 
you where the marker is appears only on the screen. It 
won't appear on a printed document. 

4. To leave the Options menu, press Escape. 

You return to Review/ Add/Change. Notice that the 
markers and options disappear. 
•!• Zooming in: Sometimes you won't want to see the options 

while typing, and other times you will. You can tell AppleWorks 
to show you the options by zooming in on the text, using CJ - Z. 
Looking at your text with the printer options showing gives you a 
better idea of how your report will print. 

3. Press Return. 
AppleWorks inserts the marker on a new line just 
below the Unjustified command: 

Replacing words 
Somebody made a horrible mistake when typing this 
bulletin: Apple is misspelled as Appul every time. That 
would be quite embarrassing to leave in, but it would 
also be time-consuming to change if you had to find each 
instance and replace it. Fortunately, AppleWorks can 
search through a document for mistakes and replace them 
automatically with corrections. 
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53K Avail. 

Moving text 

AppleWorks asks you where you want to move the 
text: 

H 1r1 j . 1 ; ,eeri :1 �1:1:,1 1�e:1,·. :1ri1 p·i:11ei: Ji:1r1; ; 1(l,: 1:1 
r1e t •iei1· ,h,:,,i),j t,e e"er,'t,elfe1· l·l1th the net,[ fl.:t,:,r•i 1r1 
f·ll,:e· ,:111' e tn ,:iri,:1'•, ,·,.:.ii),j r,1i(e 1, ible t,: (eeF ,·1f 
1111"1 the ,\nt,:,,r·hei-1,: de1rnpj i,:,1· 11:,n'.: Hp,!e Fie, thit lie 
in\ 1,: IF i\ e 

I I I 

Fi I e, Moms Bu I I eti n MOUE TEXT Escape, Rev i ew1Add1Change 
:::::1::::::::::::::::::::::::1:::::::::::::::::::::::::::::1:::::::::::::::::: 
Rodney Dangerfield or another of his peers in the acting profession.• • 

Use cursor moves to highlight block, then press Return 

as o en AppleMorks pro9raA to combine statistics and erojections into reports like this, as easily as 1-2-3! Productivity should go way up with this new helper in the office.• • Hope you1re enjoying your vacation in Grenada. • 

Because you just want to move the paragraph to the top 
of the document, you want the first option. 

4. Choose Within document. 

The line that the cursor is on lights up. AppleWorks 
asks you to highlight the rest of the block you want to 
move. 

5. Highlight the paragraph above, including the blank 
line. (Use the Up Arrow.) 
The screen looks like this, with the paragraph 
highlighted: 

8. Press Return. 
AppleWorks asks how you want to replace the mistake: 
Replace? One at a time All 
You can check each occurrence before having the 
replacement made, or you can have AppleWorks go 
ahead and replace them all without checking. 

9. You're sure that you want all occurrences of Appul 
corrected, so press A for Al 1 . 

(Typing the first letter of a response on the bottom 
line has the same effect as highlighting it and pressing 
Return). 

Voila! You're back in Review/Add/Change, and 
AppleWorks has replaced all bad Appuls with good 
Apples. 

Moving text 
The third paragraph from the bottom (starting with All 
in all) is a summation that might have more impact 
earlier in the report. You can use the Move feature to 
move it from the end of the report closer to the 
beginning. 

The cursor's at line 76, column 6. Before you tell 
AppleWorks that you want to move text, put the cursor 
on the paragraph you want to move. 
1. Move to line 74. 
2. Move to the left edge of the text. (You can use �-Left 

Arrow.) 
3. Now press �-M for Move. 
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Calculating pages 
Mom has asked you to make sure that none of the 
spreadsheet or data base information gets cut in half at 
the end of a page. To see where your pages will end and 
begin, you can calculate pages. Then if something is split 
between two pages, you can move things around to fit it 
onto one page or the other. 
1. To have AppleWorks calculate the page breaks, press 

CJ-K. Yes, that's for Kalculate. CC is already used for 
Copy.) 
AppleWorks asks which printer you'll be using when 
you actually print this document. The type of printer 
affects such things as line length, and that in turn 
affects the amount of text on a page. Because you won't 
be printing in this chapter anyway, just accept 
AppleWorks' best guess. 

Fi le: MoMs Bui let in REVIEW1A001CHAHGE Escape: Main Menu 
=====1========================1=============================1================== perfomnce. Here it is. 
Good news fro� the �arket analysts. The Horner·Shwartzfogel industr� pie chart shows us a strong leader city-wide in all categories. We've coMe a long way fro� giving pies to the neighbors through the kitchen window. 
All in all, it's been a good year, and projections show that next year should be even better. With the new factory in place, our extra capacity should Make us able to keep up with the stratospheric de�and for MoN's Apple Pies that we anticipate. 
Sales in the Organic Pie line are booNing! Yogurt YuN�Y is really taking off, as are Very Berry and Apple Light. 
By the way, we've changed the spelling of Granola Pudding Delight, as you've suggested. Calling it Granola Pudding Delite adds pizazz to our lineup and will surely gain us a strong foothold in the youth �arket. Although Granola's 
------------------------------------------------------------------------------- Type entry or use o co�Mands Line 10 ColuMn I o·? for Help 

69 Calculating pages 

6. Now, to confirm that you want to move this text, press 
Return. 
The cursor starts blinking, and AppleWorks tells you 
(at the bottom of the screen) to move it to the new 
location for the text. 
As you've seen, you can use the AppleWorks Ruler to 
make big jumps by eighths in the file. Because you 
want to move this paragraph near the beginning, a good 
guess would be the second eighth of the document. 

7. Press CJ-2. 
That gets you most of the way there (to the r in 
really), but you're one line short. 

8. Press the Up Arrow once. 
You've moved the cursor to the beginning of the 
second paragraph on the screen. That's where you want 
to move the text to. 

9. To confirm that, press Return. And to add a blank line 
after the material, move the cursor to the end of the 
paragraph and press Return again. 

Instantly, the paragraph has moved from the end of the 
report to the beginning. In its new location, that summary 
should now get Mom's attention. 
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71 Saving changes 

4. Choose Save the file on the current disk. Press 
Return. 

You Made changes to this file 
I. 
2. First change to a different disk or directory 

Saving changes 
You can save changes and keep the bulletin on the 
Desktop so that you can go back to it if necessary. You'll 
learn how to do that right now. 
1. Return to the Main Menu. (Use Escape.) 
2. Choose Save Desktop files to disk. Press Return. 

AppleWorks asks you which files you want to save. 
3. Make sure the highlighting is on Moms Bulletin. 

Press Return . 
AppleWorks offers you two options: 

6. Choose No. 

Now the cursor blinks at the beginning of the page 
break. With the spelling corrected and a new, eye 
catching opening paragraph, this bulletin is ready for 
Mom. So you won't lose any of the important changes 
you've made, in case a baker spills flour all over the 
computer, you should save them. The next section tells 
you how. 

File: Hoflls Bulletin FIHD Escape: Review/Add/Change 
=====1========================1=============================1================== --------Set a Marker: I • El�er Bodey in the Crust Oepart�ent won this fllonth's Suggestion Box award. He'll get a fllonth's supply of Apple Pie Filling as his reward for suggesting that we open up a Pie Tasting Roofll. Such a tasting roo� could pep up our interstate sales, as tourists carry news of our fabulous pies across the border.• • 
�in- �o�fll-w�uid·b; � �i�eE��d1{i��gto1o�r-n;w- - - - - - - - - - - - - - 
factor�, wfiich you'll be pleased to know is proceeding through the planning process on schedule. We've only just recently applied for a $250,000 loan to help with construction. The prelifllinary design for the building is in the shape of an apple pie, with lots of windows for �axifllUfll pie-cooling ability.I • Another fine e�ployee, Alice Trifllble, suggested that we begin an aggressive advertising ca�paign featuring 
------------------------------------------------------------------------------- Find next occurrence? llmll Yes 

AppleWorks indicates the page break by a series of 
hyphens. At the bottom of the screen, AppleWorks asks 
if you want to find another page. 

2. Press Return. 
The text on the screen remains the same, but the page 
numbers are calculated. (Right now, you're in the 
middle of the first page and can't see the end of it.) To 
see what a page break looks like on screen, you can 
move through the file to find the end of the first page. 

3. Press Ll-F for Find. 
4. To tell AppleWorks you want to find a page, press P. 

AppleWorks asks you what page to look for. 
5. Type 1 and press Return. 

The end of the first page looks like this: 
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73 Leaving AppleWorks 

/APPLEWORKS/ 

Leaving AppleWorks 
You've used the Word Processor to polish up the bulletin 
you plan to send to Mom. You've saved the file and the 
changes to it, and now you're ready to quit AppleWorks. 

If you want to start using the Word Processor right away, 
instead of leaving AppleWorks now, you can add your 
own files to the Desktop. From the Main Menu, choose 
the Add Files option. Remember that Using AppleWorks 
offers valuable information and step-by-step instructions 
for all of AppleWorks' features. 

If you want to quit AppleWorks now, 
1. From the Main Menu, type 6 for Quit and press Return. 

AppleWorks asks if you really want to do this. 
2. Press Y. 

That tells AppleWorks that, yes, you do want to quit. 
(If you're using one drive, AppleWorks asks you to put 
the program disk in drive 1. Replace the sample files 
data disk with the program disk. Press Return.) 

AppleWorks gives you a final message, indicating that 
you've left the program: 

Congratulations! You've finished practicing with the Word 
Processor. 

ENTER PREFIX (PRESS "RETURN" TO ACCEPT) 

r; I �, 
� 

s;!� 
e! 
E� 
el 
t: I 
�I 
t: n 

(If you have one disk drive, AppleWorks asks you to 
put your sample files data disk in drive 1. Take out the 
program disk, and insert the sample files data disk. 
Press Return.) 
Now AppleWorks tells you that the file already exists 
and wonders whether you want to let the new 
information replace the old or just save the file with a 
new name, to leave the original intact. 
These options let you choose between keeping only 
the changed file and having a copy of both the original 
and the changed files. 

5. Mom wants you to keep your original draft on file, so 
choose Save with a different name. Press Return. 
AppleWorks asks you to type a new name for the file. 

6. Type New Bulletin and use Control-Y to remove any 
remaining characters. 

7. Press Return. 

AppleWorks tells you it's carefully saving the file. 

•!• Note: If AppleWorks tells you that the New Bulletin file already 
exists, that just means someone else has already used the disk 
and forgot to remove the file. Choose Let the new 
information replace the old to write the new New 
Bulletin over the old New Bulletin. 

That's all there is to it. You've saved the file. Now you're 
back at the Main Menu, with Add files highlighted. It 
would be easy to go back to work with the file on the 
Desktop, if you wanted to. 

Chapter 5: The Word Processor 72 



E � 
E 3 
t: � 

= C1I 

= 1 
t: � 
� I 

! � 

Chapter 6 

The Spreadsheet 

75 



With Apple Presents AppleWorks, you learned the basics 
of the AppleWorks Spreadsheet. In this chapter, you'll 
review what you learned and use files for Mom's Apple 
Pie Company to practice with some more features in the 
Spreadsheet-including a closer look at how AppleWorks 
lets you play "What If?" 

Mom Simon, the owner of Mom's Apple Pie Company, 
wants to know how sales are going. If they're high 
enough, especially in the new organic pie line, she wants 
to move even faster to build the new factory. You can 
help her decide by trying different scenarios, using one 
of the sample files for the Spreadsheet. 
•!• If you haven't started up Apple Works: Turn to Chapter 3 and 

follow the complete instructions there on starting up the real 
AppleWorks software. 

1. On the Main Menu, choose Add files to the 
Desktop. Press Return. 

2. Choose The current disk. 

(If you have one 5.25-inch disk drive, AppleWorks tells 
you to place your data disk in drive 1. Replace the 
AppleWorks Program disk with the AppleWorks 
Sample Files Data Disk. Press Return.) 
The list of sample files appears on your screen. 

3. Choose Organic Growth. (Move the highlighting with 
the Down Arrow, then press Return.) 
Now AppleWorks tells you it's getting the file. 
(If you have one 5.25-inch disk drive, AppleWorks asks 
you to switch disks again. It needs more information 
from the program disk to help you work with the 
Organic Growth file. Replace the AppleWorks Sample 
Files Data Disk with the AppleWorks Program disk, 
and press Return.) 

And there it is: projected growth in sales of the new 
organic pies. 
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6-? for Help 

417 278 348 
921 614 768 

1710 1140 1425 
165 110 138 
318 212 265 

810 540 675 
132 88 110 

540 360 450 

303 202 252 

360 240 300 
120 80 100 
300 200 250 

Getting a spreadsheet file 

High Low Expected 
High Low Expected 
High Low Expected 

File:.Or�anic.Gro�th======C====REUI5w1ADD1CH�HGE=====F========�scape:.H�in.Nenu 
� �le Pie CoMpany: Growth in Organic Pie Sales (Projected) 
3 Pie Oct Hov Dec Qtr 4 ::: --- --- --- --- 5 6 Yogurt Yu�MY 
7 8 
9 10 Ragmff in 11 12 13 14 Uegetable 15 16 17 18 

Al: (label) NoM'S App 
Type entry or use 6 coM�ands _ 

Getting a spreadsheet file 
For the spreadsheet that you're preparing for Mom, you 
need to include projections for sales in the new organic 
pie line. Fortunately, that file's already on the sample 
files disk, so you won't have to make it from scratch. But 
you do have to get it from the disk. 

AppleWorks files are like the files you keep in file 
folders. When you take a copy of a file off a disk, it's 
like making a photocopy of a file to work on, while you 
leave the original in a folder. 

You want a copy of the Organic Growth file. When you 
put the copy on the Desktop, you'll be able to set up the 
sales projections that Mom wants for the new pies. 
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o-? for Help 

1895 1263 1579 

1018 679 
848 

4391 2927 
M 

6Mos Har 

328 219 273 

220 146 183 

938 625 781 
200 133 166 
325 216 270 

Feb 

893 595 744 
182 121 151 
321 214 268 

850 567 709 

Jan 

LS, ( Ua lue) @SUM( GB ... KS) 
Type entry or use o commands _ 
------------------------------------------------------------------------------- 

Your window on the spreadsheet has moved past the 
right edge. Everything that you saw before is now off to 
the left. 

Moving through the file 79 

2. Press C. 
AppleWorks knows from that single letter that you 
want to choose Coordinates-because that word begins 
with a C. 

3. Because the expected sales are in column L, row 8, 
type L8. 
(You can type in either uppercase or lowercase 
AppleWorks understands both.) 

4. Press Return. 
(That tells AppleWorks you've finished typing.) 

AppleWorks finds cell L8 and moves the highlighting 
over there. 

Because you want to find a particular cell, you'll need 
to choose the coordinates-the column and the row. 

Finding a cell 
Mom gave you a note asking you to check some figures 
on the spreadsheet and then add a new entry for another 
pie. She wants you to look at the expected sales of 
Yogurt Yummy pies for the next six months. If six-month 
sales are over 2,000, they'll be doing very well. 

Mom's note also reminds you that the six-month sales 
projection for Yogurt Yummy is in cell L8. You can see 
that the expected sales for Yogurt Yummy are on row 8 
and the quarterly estimates are in column G. But column L, 
with the six-month figures, is off the edge of the screen. 
There's a way to jump right to the appropriate cell, if you 
tell AppleWorks the column and row you want. 
1. Press 0-F for Find. 

In the lower left of the screen, AppleWorks asks you 
what you want to find. 
Find? Repeat last Coordinates Text 

Moving through the file 
When you think that a spreadsheet can range up to 999 
rows high and 127 columns wide, you realize the 
importance of being able to move easily through the file. 
What you see on screen is much smaller than the 
potential size of the spreadsheet. 

AppleWorks gives you a window on the spreadsheet. In 
the Apple Presents AppleWorks training disk, you used 
the arrow keys to move the highlighting around the 
window-and to move the window. But if you know what 
you're looking for, there's a faster way to find things. 
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6Mos 

1018 ... , 

4391 2927 3659 

Mar 

938 625 781 

Moving through the file 

Feb 

893 595 744 

Jan 
850 567 709 

417 

1710 1140 
l!IM 

Jumping around the file 
Remember that Mom wants you to add a new pie to the 
spreadsheet. You could do it right here in the middle of 
the spreadsheet, but it's probably better to keep the 
pattern and move to the lower left where there's a lot of 
blank space. AppleWorks makes it easy to move vertically 
in big jumps through the file. You can also jump 
horizontally across the screen. 
1. Press a-Left Arrow until you get to the left edge of 

the spreadsheet. 
o in combination with the arrow keys moves the cell 
cursor to the edge of the screen and then to the edge 
of the next screenful. 
AppleWorks also divides the spreadsheet file from top 
to bottom into eighths. You can jump to any part by 
using o in combination with the number keys. 

2. To move to the top of the file in the same column, 
press 0-1. 

3. To move all the way to the bottom, press 0-9. 
The bottom, for this command, is the last line you've 
put any information on. 

If you were to add up the values in cells GS through K8, 
you'd see that they equal the value in cell L8. 

---=---=---- 7 
8 

9 

@SUM (GB ••• KB) 

Arithmetic functions 
An arithmetic function tells AppleWorks how to calculate 
a value for a cell. For example, cell L8 contains a number 
(called a value ) that is the sum of the contents of cells 
GS through KS. When you set up your own spreadsheets, 
you'll use formulas like this to calculate what you need 
to know. 
The formula may look like gibberish, but it's fairly easy 
to understand. The @ sign tells AppleWorks that what 
follows is a function, rather than a number. SUM is the 
name of the function, and (GS ••• KS) tells AppleWorks 
which cells to sum up. 
If you move your window on the spreadsheet to the left a 
bit, you can see how the function works. The first cell of 
the sum is cell GS. 

Move the highlighting to cell GS, using the Left Arrow 
key. Now the highlighting is on expected quarterly sales 
for Yogurt Yummy pies. 

LB: (Value) 

This information tells you that AppleWorks finds the 
value of this cell using an arithmetic function called a 
sum. 

The cell you asked AppleWorks to find is highlighted. 
You expect to sell 3659 Yogurt Yummy pies for the six 
months. Sales are climbing faster for this pie than for any 
other. It looks like a sure winner. 

Notice that the cell indicator in the lower left has 
changed: 
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�,o 348 
921 614 
768 

i38 
318 212 265 

8� 110 
303 202 252 

Making a new entry 

,,o 80 100 
300 200 250 rot: Expected 

..... Expected 
s v ··- 11 12 13 14 Vegetable 
15 16 
17 18 Rhubarb 

------------------------------------------------------------------------------- C14: (Label) High 

When you press an arrow key after typing something, 
you tell AppleWorks you've finished typing (just like 
pressing Return), but you also move one cell in the 
direction of the arrow. With Return, the cursor stays 
on the same cell. 

Copying cells 
AppleWorks lets you copy information you've already 
typed so that you don't have to type it again. You can 
copy labels, values, and formulas (telling AppleWorks 
how to calculate values for cells). You can copy 
information exactly or make the copies relative to their 
new position. This can save you a lot of work. 

Mom has asked you to estimate Rhubarb pie sales for fall 
quarter. Notice that each pie has high, low, and expected 
estimates for the quarter. You could type in new formulas 
for Rhubarb pie's estimates, but why bother? Because the 
labels-and most of the formulas-for Vegetable pies 
apply equally to Rhubarb pies, you can copy them and 
then change those that should be different. 

The copy process has several steps. To start, you'll want 
to copy the High label and values from the Vegetable pie 
entry. 
1. Move the highlighting to the label High in cell C14. 
2. Press LI-C for Copy. 

At the bottom of the screen, AppleWorks asks you how 
you want to copy: 

54K Avai I. 

J48 

921 614 
768 

lvv 

318 212 265 

1 ie 
303 202 252 

80 100 
300 200 250 

�,l\pected 
High Low Expected 

Ii 12 13 14 Vegetable 
15 16 
17 18 IHIIIDIII ------------------------------------------------------------------------------- A18 Labe 1 , Rhubarb_ CoMplete the label 

Making a new entry 
Mom wants you to make a new entry for Rhubarb pie, 
which is already one of her favorites. She's sure it will 
be an even bigger seller, and she wants you to make 
projections for future sales, based on its previous rate of 
growth. 

3. Now use arrow keys to move to column C, where 
you'll put the next batch of information. 

Typing a label 
A label in the Spreadsheet is a name for something. The 
three current pie entries all begin with a label 
containing the name of the pie. That's how you should 
start the entry for Rhubarb pie. 
1. Use the Down Arrow to move the cursor to cell A18. 

The cell indicator shows you that there's nothing in the 
cell, because you haven't typed anything yet. 

2. Type Rhubarb. 

As you type, the cell indicator changes to show that 
you're typing a label. Notice that what you type also 
appears in the highlighted cell. 
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IOI 17 18 Rhubarb ------------------------------------------------------------------------------- C14: (label) High 

4. To highlight the source-the cells to be copied 
from-press the Right Arrow four times. 
That highlights a block-a group of adjacent cells. With 
the block of cells Cl 4 through G 14 highlighted, your 
screen looks like this: 

85 

54K Ava i I. 

�-- 

Making a new entry 

250 

Move to new location, then press "." or Return _ 

!bl 17 18 Rhubarb 
------------------------------------------------------------------------------- Cl4: (label) High 

5. To accept the highlighted cells as the source, press 
Return. 
AppleWorks asks you to 

Making relative copies 
Formulas can include references to values in other cells. 
These references, known as pointers, tell AppleWorks to 
go to the other cell and bring back the value there for 
use in the cell's formula. Sometimes you want to preserve 
the pointer as it is, with no change; other times you want 
it to be changed, relative to the new position of the 
formula. That's the question AppleWorks is posing you in 
the lower-left corner of the screen right now. 

6. You want to copy these cells to row 18, in the Rhubarb 
pie entry, so move back to cell C18. Press Return. 

It may look as if nothing much has happened, but 
AppleWorks is waiting for you to make a decision about 
how to copy the cells. 

E 
E 
E 
c: 

54K Avai I. 

54K Avail. 

417 278 348 

m 768 

1710 1140 1425 
165 110 138 

810 540 675 

2� 265 

132 
88 110 

540 360 450 

li 252 

120 80 100 

360 240 300 

2H 250 � Expected 

High Low Expected 
High Low Expected 

Use cursor Moves to highlight Source, then press Return _ 

Use cursor Moves to highlight Source, then press Return _ 

FiJe,=OrAanic=Gro�th======C========D==COPY==E========FEscape:=�eview1Ad�1Change 
1 Mo�'s Apple Pie Co�pany: Growth in Organic Pie Sales (Projected) 
2 
3 Pie Oct Nov Dec Qtr 
4 ::: --- --- --- --- 
5 6 Yogurt Yu111�y 
7 
8 
9 10 Raga111uHi n 11 12 13 14 Vegetable 15 16 17 18 Rhubarb ------------------------------------------------------------------------------- Gl4: (Value) @SUN(014 ... Fl4l 

AppleWorks' best guess is that you want to copy 
within the worksheet. (The worksheet is AppleWorks' 
term for the document you're working with, using the 
Spreadsheet program.) 

3. To confirm that you want to copy within the 
worksheet, press Return. 
Now AppleWorks asks you to 
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87 Making a new entry 

If you were to copy the formula to Rhubarb pies with no 
change, it would still point back to cell 016, because D16 
contains information for Vegetable pies. This would give 
you the wrong number for Rhubarb pies. You'd have high 
sales for Rhubarb pies based on expected sales for 
Vegetable pies. 

You need to make a relative copy. When you make a 
relative copy, AppleWorks adjusts the formula of the 
copied cell relative to its new location. So it points down 
two cells from 018-to 020, which will contain the 
expected sales for Rhubarb pies, instead of Vegetable 

1. To copy this formula relatively, press R for Relative. 
The highlighting moves over to cell E14. That will use 
the same basic formula, relatively speaking. 

2. Press R for Relative. 
The cursor moves over to cell F14. That, too, uses the 
same basic formula, with adjustments being made for its 
new position. 

pies. 

014 014 
015 015 I - 
016 016 � 

� 017 017 
I; 018 018 
� 019 019 
� 020 020 
s; 
E No change Relative 

921 614 768 
318 212 265 

303 202 252 250 
High Low Expected 

014 
015 
016 

I� 13 14 Vegetable 
IS 16 
17 18 Rhubarb 

--------------------------------------------------------- -- 014: (Value) +016i1.2 
+R*l.2 Reference to 016? ·�� Relative 

Cell 014 contains your high estimate of October sales for· 
Vegetable pies. The formula for cell 014 includes a 
pointer, pointing AppleWorks to the value in another 
cell, 016, which represents the expected (or average) 
estimate of those sales. The +016 tells AppleWorks to 
take the positive value from cell 016 (expected sales), 
and the •1.2 tells AppleWorks what to do with that 
value-to multiply it by 1.2. 

So when AppleWorks sees this formula in cell 014, it 
goes down to cell 016, takes the expected value there, 
multiplies it by 1.2, and then puts the result back up in 
cell 014. That's how AppleWorks calculates the High 
value for October Vegetable pie sales. 

019 
018 
017 

020 
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G14: (Ualue) @SUN(D14 .. .F14) @SUN(H ... F14) . Reference to 014? •11•11111 Relative 

The highlighting returns to cell C14, with the label High. 
Notice that labels like the one in cell C14 are copied 
exactly. The numeric values come out to zero because the 
formulas point to cells that you haven't copied yet. 

You're now ready to copy the next row. 

Making a new entry 89 

Copying another row 
Now that you've seen how to copy formulas relatively, 
copying the next row should be relatively easy. The 
highlighting is just above the cell you want to start 
copying from. 
1. Move to cell C15. 
2. Press (j-C, to tell AppleWorks you want to copy again. 

AppleWorks asks how you want to copy. 
3. To copy within the worksheet, press Return. 

Now you're ready to tell AppleWorks what to copy. 
4. To highlight the source cells, press the Right Arrow 

four times. 
5. Press Return. 
6. Move to cell C19, the beginning of the new location. 
7. Press Return. 

AppleWorks asks if you want to make the first copy 
relative. All the copies you'll make should be relative, 
so that they point to Rhubarb pie cells instead of 
Vegetable pie cells. 

8. Press R five times. 

That's it! You've copied the second row into the new pie 
entry. But it's off the screen, so you can't see it yet. Wait 
until you've finished copying the last row; then you'll 
take a look at the complete set of estimates for Rhubarb 
pie. o-? for Help 

768 

921 614 768 

1710 1140 1425 
417 278 348 

810 540 675 
165 110 138 
318 212 265 

132 88 
110 
303 202 252 

540 360 450 

200 250 

120 80 100 
300 200 250 

360 240 300 

Expected 

Expected 

High Low Expected 
High Low Expected 

is 16 17 18 Rhubarb 
------------------------------------------------------------------------------- 

Type entry or use o coMNands 

�!�;�=���:�!;=����;�======C====���;5������������=====F========�;;:�;�=��!�:�enu 1 No�'s Apple Pie Co�pany: Growth in Organic Pie Sales (Projected) 
� Pie Oct Hov Dec Qtr 4 ::: --- --- --- --- 
5 
6 Yogurt Vu��Y 
7 
8 
9 10 Raga�uffin 11 12 13 14 Vegetable 

IS 16 17 18 Rhubarb High 0 0 0 0 
-------------------------------------------------------------------------- - C14: (Label) High 

3. Press R again. 
Now the cell cursor is on cell G14-the high estimate 
for quarterly sales. Down in the lower-left corner you 
can see that this cell sums up the monthly estimates: 

This formula starts totaling with the value in cell D14 
and finishes with the value in cell F14. AppleWorks 
gives you a chance to copy either pointer relatively. 
For this copy, you'll need to make both copies relative. 

4. Press R twice more. 

AppleWorks calculates the values of the new cells, and 
then finishes the copies: 
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o-? for Help 

File:=OrAanic=Gro�th======C====REVl5W1A001CH�HGE=====F========�scape:=M�in=Menu 
3 Pie Oct Hov Dec Qtr 4 --- --- --- --- --- --- 5 6 Yogurt Yu��Y High 360 540 810 1710 7 Low 240 360 540 1140 8 Expected 300 450 675 1425 9 10 Ragmff in High 120 132 165 417 

II Low 80 88 110 278 12 Expected 100 110 138 348 13 14 Vegetable High 300 303 318 921 15 Low 200 202 212 614 16 Expected 250 252 265 768 17 18 Rhubarb High 300 303 318 921 19 Low 200 202 212 614 20 ERIU 250 252 265 768 
C20: (label) Expected 
Type entry or use o co�Mands _ 

Notice that the values for all the cells are the same as 
those for Vegetable pie. Remember that AppleWorks 
copied the value in cell D16 exactly. This value is called 
a key value because all the other values relate back to it. 
Since the key values in cells D16 and D20 are the same, 
the values AppleWorks calculated for the rest of the cells 
are also the same. You should change the key value, 
though, because Mom's Apple Pie Company has been 
selling about 200 Rhubarb pies a month, which is less 
than the 250 in the key cell now. 

When you put the cursor on cell C20, the spreadsheet 
seems to start with row 3. That's because the rest of the 
information has scrolled off the top of the screen to make 
room for what's new. It's still there, but off the edge. 
Spreadsheets can be, and often are, larger than what one 
screen can show. 

The screen looks like this: 
Copying the last row 
This row is a little different, as you'll see. It has a cell 
with a simple value in it, rather than a formula. 
1. To get started, use the Down Arrow to move to cell 

C16. 
2. Press C$-C. That tells AppleWorks that you want to 

copy again. 
3. To copy within the worksheet, press Return. 
4. To highlight the source cells, press Right Arrow four 

times. 
5. Press Return. 
6. Move to cell C20, the beginning of the new location. 
7. Press Return. 

The highlighting moves to cell E16. Notice that 
AppleWorks skipped right over the 250 in cell D16. 
That's because there's no formula in D16. It's just a 
value (250) with no pointers-so AppleWorks just 
copies it directly, as it does with labels. 

8. To make the rest of the copies relative, press R four 
times. 
There! You've finished copying the whole set of cells. 
It would be nice if you could see what the whole copy 
looked like, rather than just the top line. 

9. Move back down to cell C20. 
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o-? for Help 

Split spreadsheets 

E19: (Ualue) +E20*.8 
Type entry or use o co�mands _ 

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

Congratulations! You've just added a new pie-one of 
Mom's favorites-and calculated a new amount for it. 

To see this, look at cell E19. Cell E19 contains a 
pointer to a cell below it, +E20°8. When you pressed 
Return in step 3, AppleWorks had to calculate the 
value in E19 before the value in cell E20. The value in 
cell E20 was still 252 (from previous calculations), so 
the value of cell E19 was calculated as 252• .8, or 202. 
But after E19 was calculated, E20 was recalculated and 
came out as a lower value. To get the correct value in 
E19 (and all the other cells), you must have 
AppleWorks recalculate. 

4. Press <::l-K for Kalculate. (C already stands for Copy.) 
Now all the values are recalculated and rounded off to 

Split spreadsheets 
You've already played "What If?" on the Apple Presents 
AppleWorks training disk to see how changing a value 
affected other cells on the screen. But what if you want 
to change a value in a cell on one end of the spreadsheet 
and see the result in a cell on the other end? For 
instance, suppose you wanted to see how high sales could 
be for six months if October sales increased by ten 
percent. 

Order of calculation the correct amounts. 

13 
�21 14 Uegetable Mlgh 300 303 .>10 

15 Low 200 202 212 614 
16 Expected 250 252 265 768 17 

255 737 18 Rhubarb High 
19 Low 170 491 20 Expected 212 614 

)I 

�! 
�! 

1 
EJ 
El E! 

o-? for Hefp 
020: (Ualue) 200 
Type entry or use o commands _ 

If you add up these figures, though, you'll find that 
they're not all correct. Here's why: As this file is set 
up, AppleWorks calculates down each column, starting 
on the left side of the spreadsheet and moving to the 
right. If an upper cell's value is based on the value in a 
lower cell, the upper cell's value may not be calculated 
correctly. 

�!;;�=��A=��;=������======C====���;5������;�����=====F========�;;:�;�=��!�:�enu 
3 Pie Oct Nov Oec Qtr 4 ::: ::: ::: ::: ::: 
5 
6 Yogurt Ymy High 360 540 810 1710 
7 Low 240 360 540 1140 
8 Expected 300 450 675 1425 
9 

10 Ragamuffin High 120 132 165 417 
11 Low 80 88 110 278 
12 Expected 100 110 138 348 
13 
14 Uegetable High 300 303 318 921 
15 Low 200 202 212 614 
16 Expected 250 252 265 768 
17 
18 Rhubarb High 240 303 318 861 
19 Low 160 202 212 574 
20 Expected m 202 212 614 -------------------------------------------------------------------- 

Changing a key value 
If you change the value in a key cell, the values for all 
the cells that depend on that cell will change, too. 
1. To change the value in cell D20, move to cell D20. (Use 

the Right Arrow.) 
2. Type 200. 

As you type, the new value appears in the lower left of 
the screen. 

3. Press Return. 
AppleWorks recalculates the whole set of cells. 
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o-? for Help 
GS: (Ualue) @SUH(D8 ... F8) 

Type entry or use o coM�ands _ 

File:=OrAanic=Gro�th======C====REUIBM1ADD1CH�HGE=====F========Esca�e:=Hain Nenu 
3 Pie Oct Hov Dec 3 Qtr 4 ::: --- --- --- 4 --- 
5 5 
6 Yogurt YuNMY High 360 540 810 6 l 710 
7 Low 240 360 540 7 l 140 
8 Expected 300 450 675 8 Cl1 9 9 

10 RagaNuffin High 120 132 165 10 417 
11 Low 80 88 l 10 l I 278 
12 Expected 100 110 138 12 348 
13 13 
14 Vegetable High 300 303 318 14 921 
15 Low 200 202 212 IS 614 
16 Expected 250 252 265 l 6 768 
17 17 
18 Rhubarb High 240 242 255 l 8 737 
19 Low 160 162 170 l 9 4 91 
20 Expected 200 202 212 20 614 

3. Press Return to accept side by side. 

A strip of numbers appears between columns F 
and G-that's your window frame. 

AppleWorks can show you information from one end of 
the spreadsheet at the same time as information from the 
other end, by splitting your spreadsheet. 

When you split a spreadsheet, you're using what's called 
windowing. You see part of the spreadsheet in one 
window, and part in the other. The windows can be side 
by side, or top and bottom. And the contents of each 
window can move independently of the other, if you 
want, so you can change either view of the spreadsheet. 

But this only shows you the same thing you saw 
before, with an extra bar of numbers. 
You can move the view in the right-hand window so 
that you can see the six-month total, though. 

4. Use the Right Arrow, and move to cell 18. 
(Each time you press Right Arrow, another column 
moves into the window and the first one scrolls off to 
the left.) 
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The spreadsheet divides at the location where you have 
the cell cursor. 
1. Move the cell cursor to cell G8. 

That's the expected quarterly sales for Yogurt Yummy. 
In order to see the six months' results for Yogurt 
Yummy at the same time as the October estimate, tell 
AppleWorks you want to use windows: 

2. Press LJ-W for Windows. 
At the bottom of the screen, AppleWorks asks how you 
want to set up the windows: 
Windows? Side by side Top and bottom 
Because the October column is on the left and the Six 
Months column off to the right, you need side-by-side 
windows. 
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'"'"" 

54K Avail. 

Escape: Save Files 'ORGAHIC GROWTH' 

You �ade changes to this file 
I. 
2. First change to a different disk or directory 

Disk: Disk 2 (Slot 6) 

Type nuMber, or use arrows, then press Return _ 

Harn Henu 
Save Files / 
�-,,.,,O�rg-an-1-c�Gr-ow� t�h • ...-:.���������--,_ 

Saving the file 
You've made a lot of changes to the Organic Growth file. 
But they're only on the Desktop-the computer's memory. 
If one of the bakers trips over the cord, all those changes 
will disappear, and Mom won't get her report. You can 
keep the changes safe, though, if you save them onto the 
sample files disk. You'll do that in this section. 
1. Press Escape twice to return to the Main Menu. 
2. Choose Save Desktop files to disk. Press Return. 

AppleWorks lists whatever files are now on the 
Desktop. Make sure that Organic Growth is 
highlighted. 

3. To choose it, press Return. 
AppleWorks now offers you two options: 

E 
E 
c: 

4391 2927 re 

File::OrAanic:Gro�th::::::C::::REVI5MIADDICH�HGE:::::F::::::::Escare::Main Menu 
3 Pie Oct Hov Dec 3 6Nos 4 ::: ::: ::: ::: 4 ==== 
5 5 6 Yogurt Yuoy High 360 540 810 6 7 Low 240 360 540 7 8 Expected 300 450 675 8 
q 9 

·�;� Hioh 165 !0 

���;�=��A:��;:����;�======C====�;�!5������;����;=====F========;;;:r:�:�ain Nenu 
3 Pie Oct Hov Dec 3 6Nos 4 ::: ::: ::: :;: 4 :::: 
5 5 6 Yogurt Ymy High 396 594 891 6 4830 7 Low 264 396 594 7 3220 
89 Expected (11 495 742 8 4025 

. 9 10 Ragmffin High 120 132 165 10 1018 
it Low "� 8� 110 11 §79 

�v�··' 138 12 

Now you can see the relationship of Yogurt Yummy's 
six-month sales estimate to its October estimate: 

But how do you get from one window to the other so 
that you can change the value for October sales? It's 
easy-you jump! 

5. Press �-J for Jump. 
Now the cursor's in the left window, in cell F8. 

6. To change the October estimate and see its effect on 
the six-month total, move to cell 08 (expected October 
sales). 

7. Type 3 3 o and press Return. 
330 indicates a ten-percent increase in sales. 
AppleWorks recalculates. And as you desired, there are 
the results for six months later: 

4. Choose Save the file on the current disk. 

(If you have one 5.25-inch disk drive, AppleWorks asks 
you to put your data disk in drive 1. Take out the 
program disk and insert the sample files disk. Press 
Return.) 
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Sales would be phenomenal, then, if they were only ten 
percent higher in October. 

Congratulations! Mom will be surprised and pleased when 
she sees this report showing that sales of organic pies 
are going so well. 
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Now AppleWorks tells you that your file already 
exists there. You can take your changed file and write 
it over the original, wiping out the older version. Or 
you can preserve the original, by giving this file a new 
name so that it will be saved in another location. 
You will probably want to keep your original 
spreadsheet on file, so that others can practice with it. 

7. Choose Save with a different name. 

AppleWorks asks you to type a new name for the file. 
8. Type New Growth and use Control-Y to remove any 

remaining characters. 
9. Press Return. 
As long as you are using a disk that is not write 
protected, AppleWorks tells you it's carefully saving the 
file, and how to cancel the save, if necessary (by pressing 
Escape before the message disappears). Now you're back 
at the Main Menu. 

Where to go from here 
Now that you've learned the Spreadsheet basics, you can 
• Learn more about another application in this tutorial. 
• Do some additional practice on the Spreadsheet, in the 

second part of this tutorial. 
• Start making your own spreadsheets, relying on Using 

AppleWorks and the AppleWorks Quick Reference 
Card as guides. 

• Learn about using all three applications at the same 
time, in the next chapter, "Putting It All Together." 

• Quit AppleWorks, using option 6 from the Main Menu 
and following the instructions on the screen. 

Any direction you go will be fine. 
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101 Getting files 

Bulletin file; it contains the word processor document 
into which you want to copy the data base information. 

In order to work with these files, you have to take them 
off the sample files disk and transfer them to the 
Desktop (the computer's random-access memory, or RAM). 

(Chapter 3, "Starting the Real Program," will help you 
start up AppleWorks, if you need to review.) 
1. To get the New Bulletin file from the current disk , 

start at the Main Menu and choose Add files to the 
Desktop. 

2. Choose to get the file from the current disk. 
(If you have one 5.25-inch disk drive, AppleWorks asks 
you to put your data disk in drive 1. Remove the 
program disk from drive 1, and replace it with the 
sample files data disk. Press Return.) 
The list of sample files appears. 

3. You can put more than one file on the Desktop at once, 
using the arrow keys to select files. Move the 
highlighting to New Bulletin. 

4. To select the file, press Right Arrow. 
5. Now move the highlighting to New Pies. Press Right 

Arrow to select it. To confirm your selections, press 
Return. 
That accepts your choices. 
AppleWorks tells you it's getting the files. Then it 
tells you that it's put both files on the Desktop. You 
see the Desktop Index. 

6. Choose New Pies. 

Of you have one 5.25-inch disk drive, AppleWorks asks 
you to put the program disk into drive 1. It needs more 
information from that disk before you can work with 
the file. Remove the sample files data disk from 
drive 1, and replace it with the program disk. Press 
Return.) 

·� 

You've used the Data Base, the Word Processor, and the 
Spreadsheet to produce parts of a bulletin to the head of 
Mom's Apple Pie Company (Mom, of course). Now's your 
chance to put them all together-without scissors and 
without glue. You'll do it electronically, using AppleWorks. 

Mom wants to know the facts about the new organic pie 
line. The New Pies file in the Data Base tells how sales have 
been. The New Growth file in the Spreadsheet projects 
future sales trends. And the New Bulletin file on the Word 
Processor contains the bulletin itself. When you combine 
the three, she'll have all the facts at her fingertips. 

The projections from the Spreadsheet have already been 
copied into the letter. In this chapter, you'll put the facts 
from the Data Base into the letter, too. 

If you were using three different programs to produce the 
three parts of the document, you would probably have to 
print them out separately, and resort to scissors and glue to 
put them together. Most programs aren't able to talk to 
each other. But with AppleWorks you can transfer the data 
from files in one application to files in another. 

•:• Do Chapters 4 and 5 first: If you haven't saved the New Pies file 
in the Data Base chapter and the New Bulletin file in the Word 
Processor chapter, do that before going on in this chapter. 

Getting files 
You have the information Mom wants about organic pies 
sales conveniently stored in the New Pies file. (You changed 
the original Organic Pies file in Chapter 4 and saved it with 
this- new name.) You also need the New 
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Congratulations! The New Pies file is on your screen, ready 
for you to copy it to the word processor document. 

Selection: Units Sold is greater than 300 and Date Introduced is after May 
Pie Ha�e Units Sold Units1Month Profit1Unit Total Sales 
:::::::::::::::::::::::::::::::::::::::::======-------------------------------- Apple Light 4000 2000 $1.20 $16,000 Carob Crunch 3600 900 $1.11 $14,000 Coconut Custard 2800 700 $1.07 $12,000 Kumquat 600 150 $2.00 $3,600 Pure Peach 800 400 $0.84 $3,200 Ragamuffin 500 250 $0.90 $2,000 Rhubarb 400 200 $1.00 $1,600 Squash Blossom 400 200 $1.00 $1,600 Strawberry Strip 460 200 $2. 83 $1, 600 Uery Berry 6000 1500 $1.08 $24,000 Yogurt Yummy 1250 300 $0.58 $3,675 

1 ...... � 2. \Ji a newaes' fomt 3. Create a new 'labels' format 4. Duplicate an existing forNat 5. Erase a fornat 

Preparing to print 
When you want to print a data base report-either on 
paper or to the clipboard-you need to prepare a format in 
which to print it. 
1. To prepare to print, press �-P. 

The Report menu appears, with five options: 

Escape: Main Menu REUIEW1A001CHAHGE File: Hew Pies 

Copying from the Data Base 
into the Word Processor 

With both files on the Desktop (but just one on the screen), 
you're ready to transfer information from one into the 
other. 

You've already set up a format for a report on New Pies . 
.AppleWorks guesses you will want it to fetch the 
previously created format. 

2. Choose Get a report format. Press Return. 
Now AppleWorks offers a list of current report formats. 
There's only one format set up. It's called Organic Pie 
Sales, and it's highlighted. 

3. Choose Organic Pie Sales. Press Return. 

()-? for Help Type entry or use o commands 
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In order to transfer data base information into a word 
processor document, you have to get the data formatted the 
way you want it, then "print" that report to the clipboard so 
that you can copy it from the clipboard into the Word 
Processor. 
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The file appears on your screen in report format. AppleWorks asks where you want to print it: 

105 

S0K Avail. 

Escape: Report For�at 

Copying from the Data Base into the Word Processor 

The report is now on the clipboard, and can be moved 
or copied into Word Processor documents. 

File: Hew Pies PRIHT THE REPORT Report: Organic Pie Sales Selection= Units Sold is greater than 300 and Date Introduced is after Nay 

Type nu�ber, or use arrows, then press Return _ ------------------------------------------------------------------------------- 

------------------------------------=====:::::::::::::::::::::::::::::::::::::: 

Where do you want to print the report? 
1. h;Writer 
j: 1M1e cfM'!rd ( for the Mord Processor) 4. The clipboard (for Mail Herge) S. A text (ASCII) file on disk 6. A DIF (TM) file on disk 

The options on your screen may be different. These 
options are those set up for AppleWorks when you buy 
it. You change them when you inform AppleWorks about 
different printers you may have. (See Using 
Apple Works.) 
AppleWorks' best guess is that you want the first option. 
But you want to print to the clipboard. 

2. Choose The clipboard (for the Word Processor). 
Press Return. 
Now AppleWorks asks you to 

Type report date or press Return: 
3. Because New Bulletin (the word processor document) 

already has a date on it, you don't need to put a date on 
the information from the data base, so press Return. 
And that's it. As AppleWorks tells you, 

S0K Avai I. 

Escape: Report Henu 

1-J Right justify this category -K Define a calculated categor� -H Change report naMe and/or title -0 Printer options -P Print the report -R Change record selection rules -T Addlre�ove category totals 

File: Hew Pies REPORT FORHAT Report: Organic Pie Sales Selection: Units Sold is greater than 300 and Date Introduced is after Nay 

Use options shown above to change report forNat 

Pie HaMe Units Units1No Date Total Sa Total Pr Profit1U L -A---------- -B--- -C------ -0-- -E------ -F------ -G------ e Apple Light 4000 2000 Jul $16,000 99999999 $1.20 n Carob Crunch 3600 900 Hay $14,000 99999999 $1.11 6 Coconut Cust 2800 700 Nay $12,000 99999999 $1.07 0 

-----------------------------------------------------------------======-------- 

The report is ready to print to the clipboard. Remember 
that the 9's indicate that the numbers will be right justified; 
during printing, the 9's will be replaced with your actual 
figures. 

You have already made sure that the length of these lines is 
only 60 characters-short enough to fit into the word 
processor document without losing the end of the line. So 
you're all set to copy it to the clipboard. 

Printing a report to the clipboard 
After you've put a data base report in the format you want, 
you can move it into a word processor document by 
"printing" the report to the clipboard, getting the word 
processor document that will contain the copy, and then 
copying the report from the clipboard into your word 
processor document. 
1. To tell AppleWorks you want to print the report, press 

Ll-P for Print. 

-->or<-- Move cursor > a < Switch category positions --> a <-- Change colu�n width 

I
-A Arrange (sort) on this category -0 Delete this category -G Addlre�ove group totals -I Insert a prev. deleted category 

I 
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4. Now you need to leave the Data Base and go to the Word 
Processor, so press the Space bar. 

You return to the Report Format display for organic pie 
sales. 

Switching to the Word Processor 
There's a quick way to switch from one application to 
another. 
1. Press �-Q for Quick change. 

The Desktop Index appears on top of the Report Format 
display. 

2. Choose New Bulletin. Press Return. 
And now the New Bulletin appears: 

Fi le: Hew Sul let in REUIEM1AOD1CHAHGE Escape: Hain Henu 
��;;!!:���:���:����ii�i�:�:��l!�tI���;ir���!�i=����;����i===I================== 
perfomnce. Here it is. 
Good news frofll the Market analysts. The Horner-Shwartzfogel industr� pie chart shows us a strong leader city-wide in all categories. We've coflle a long way froN giving pies to the neighbors through the kitchen window. 
All in all, it's been a good year, and projections show that next year should be even better. With the new factory in place, our extra capacity should Make us able to keep up with the stratospheric deMand for Hofll's Apple Pies that we anticipate. 
Sales in the Organic Pie line are booNing! Yogurt Yu�NY is really taking off, as are Uery Berry and Apple Light. 
By the way, we've changed the seelling of Granola Pudding Delight, as you've suggested. Calling it Granola Pudding 
------------------------------------------------------------------------------- Type entry or use o mfllands Line I ColuNn I o-? for Help 

Now that you're in the bulletin, you can copy the data base 
information from the clipboard. 

Copying information from the clipboard 
Even though you've left the Data Base and gotten a file for 
the Word Processor, the data base report is still waiting for 
you on the clipboard. All you have to do is copy it into the 
New Bulletin. 
You could copy the information to the beginning of the 
document, where the cursor is right now, and then move it 
to its proper location. But the easiest thing to do is to move 
the cursor to the right place first, then copy. Remember 
that you set a marker after the heading organic Pie Sales? 
That's where you want to move this. Here's how: 
1. Press �-F for Find. 
2. To have AppleWorks look for a marker, press M. 
3. Because that was your first marker and you numbered it 

1, type 1 and press Return. 
You move right to the location where you want to put the 
copy. 

File: Hew Bulletin FIHD Escape: Review1Add1Change 
:::::1::::::::::::::::::::::::1:::::::::::::::::::::::::::::1:::::::::::::::::: 
Uegetable High 300 303 318 921• Low 200 202 212 614• Expected 250 252 265 7681 
I Here are the stats on our best-selling organic pies:1 • --------Centered Organic Pie Sales• --------Unjustified mm;set a Harker: I • ElMer Bodey in the Crust DepartMent won this Month's Suggestion Box award. He'll get a J11onth's supply of Apple Pie Filling as his reward for suggesting that we open up a Pie Tasting RooN. Such a tasting rooN could pep up our interstate sales, as tourists carry news of our fabulous pies across the border.• 
I - - - - - - - - - - - - - - - - End of Page I - - - - - - - - - - - - - - - - - The tasting rooN would be a nice addition to our new ------------------------------------------------------------------------------- Find next occurrence? 11111 Yes 
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You want to insert the information at the marker in the 
middle of the page. AppleWorks asks if you want to find 
the next marker. 

4. Choose No. 

Now that you're at the right location, you can copy the 
data base information from the clipboard. 

5. To copy, press o-c. 
AppleWorks asks how you want to copy the information: 

Notice that when you copy from the clipboard, 
AppleWorks automatically shows you the printer options 
you've used. These options won't print in the final 
document. 

The data base information starts right where you chose 
to put it, but the extra information at the top-the file 
and record selection information-won't make much 
difference to Mom. The bulletin would look nicer 
without -it. 
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urganic Pie Sales• 

Copying from the Data Base into the Word Processor 

--"-"· - 

Editing copied information 
You can delete the extra text using the Delete feature. 
1. Press d-D for Delete. 

The cursor turns into a solid rectangle, ready for you 
to highlight the material you want to delete. 

2. Highlight everything between the cursor and Pie 
Name. 
(Press the Down Arrow five times and press Left 
Arrow once to highlight the information you want to 
get rid of). 

3. To delete the lines, press Return. 
The lines are deleted. But you could still make it look 
a little nicer if there were space between the heading 
for the data and the data itself. 

4. Press Return. 

E 
E 

o-? for Help Line 50 ColuNn I Type entry or use o coN�ands 

AppleWorks guesses that you'll want to copy within the 
document. 

6. But you want to copy from the clipboard, so choose 
From clipboard. 

AppleWorks inserts the information from the Data Base, 
just like that. 

File: Hew Bulletin REUIEMIADOICHAHGE Escape: Hain Nenu 
:::::1::::::::::::::::::::::::J:::::::::::::::::::::::::::::1:::::::::::::::::: 
Vegetable High 300 303 318 9211 Low 200 202 212 6141 Expected 250 252 265 7681 
I Here are the stats on our best-selling organic pies:1 
I --------Centered Organic Pie Sales• --------Unjustified File: Hew Pies Page I• Report: Organic Pie Sales• Selection: Units Sold is greater than 300• and Date Introduced is after Nay• . Pie HaNe Units Units1No Date Total Sa Total Pr Prof1t1U1 ------------ ----- -------- ---- -------- -------- --------· Apple Light 4000 2000 Jul $16,000 5000 $1.20• Carob Crunch 3600 900 Nay $14,000 4000 $I.Ill Coconut Cust 2800 700 Nay $12,000 3000 $1.07• Ku�quat 600 150 Nay $3, 600 1200 $2. 00• 
----------------------------------------------------------------------------- 

��Eerstatt , •. _ --·� �arry n�wi";J our tauw, •• _ pies across the boraer.• 
I The tasting rooN would be a nice addition to our new factory, which you'll be pleased to know is proceeding ------------------------------------------------------------------------------- Copy Text? lllll�iaRIDJ!!lill To clipboard FroN clipboard 
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The bulletin is ready to print. Congratulations! The New 
Bulletin is sure to be a success. 

3. Type the number of the printer you choose, and press 
Return. 
AppleWorks asks 

Removing files 111 

How many copies? 1 
AppleWorks guesses that you'll want one. 

4. Press Return. 
AppleWorks prints New Bulletin. AppleWorks lets you 
press the Space bar to pause or Escape to quit printing, if 
necessary. Sometimes you may want to pause to see if 
everything's printing correctly, or quit if it isn't. 
(AppleWorks will stop sending information to the 
printer, but your printer may already have some 
information in its memory and it will go on printing until 
it's used up all of that, so the pause is not instantaneous.) 
And that's it! You have a printed copy of the document 
you've created. Now you can go back to the Main Menu 
and leave AppleWorks. 

5. Press Escape. 

You're back at the Main Menu. 

Removing files 
You've worked with two files in this chapter: New Pies and 
New Bulletin. To finish up your practice with AppleWorks, 
remove the changes from the sample files data disk. Then 
you'll have a sample files data disk that's like new for 
someone else to practice with. 

You're at the Main Menu. To remove files from the disk, you 
need to go to the Other Activities menu. 

o-? for Help Line 51 Column 1 Type entry or use o commands 

• Here ar� the stats on our best-selling organic pies:1 • --------Centered 

File: New Bui let in REV!EWIADOICHANGE Escape: Main Menu =====i========================l=============================l======:c:::::::::: Vegetable High 300 303 318 921• Low 200 202 212 614• Expected · 250 252 265 7681 

Print from? Beginning This page Cursor 
Why not print the whole thing? 

2. Press B for Beginning. 
Now AppleWorks asks you which of the printers on your 
list you want to use. 

Organic Pie Sales• --------Unjustified • • Pie Name Units Units/Mo Date Total Sa Total Pr Prof1t1U1 ------------ ----- -------- ---- -------- -------- --------· Apple Light 4000 2000 Jul $16,000 5000 $1.20• Carob Crunch 3600 900 May $14,000 4000 $1.11• Coconut Cust 2800 700 May $12,000 3000 $1.07• KuMquat 600 150 May $3,600 1200 $2.00• Pure Peach 800 400 Jul $3,200 670 $0.84• Ragamuffin 500 250 Jul $2,000 450 $0.90• Rhubarb 400 200 Jul $1,600 400 $1.00• Squash Bloss 400 200 Jul $1,600 400 $1.00• ------------------------------------------------------------------------- 

Printing 
If you have your printer hooked up and would like to see 
how the New Bulletin looks on paper, now's a good time to 
print it. (If you don't have your printer hooked up, you can 
skip this section.) 
1. To print the document, press (j-P. 

AppleWorks asks you where you want to print from. 

There! The document's got everything in it that you need. 
Mom's people-like you-have all got the right stuff, and so 
do their documents. 



Do you really want to do this?� Yes 

You are about to PERMAHEHTLY re111ove this file fro111 disk. 

3. Choose New Bulletin, New Pies, and New Growth. 
(Use the Right Arrow to select each one.) 
Once you've selected all three files, you can remove 
them. 

4. Press Return. 
AppleWorks warns you that you'll erase New Bulletin: 

Because you already have the original file safely on 
disk, you can remove this changed version. 

5. Choose Yes. 

That tells AppleWorks that, yes, you do want to remove 
the file. 
Now AppleWorks tells you you're going to remove 
New Pies from the disk. 

6. Choose Yes. 

And finally, AppleWorks asks if you want to remove 
New Growth. 

7. Choose Yes. 

That's all there is to it. The files have been removed from 
the disk. Now you're ready to leave AppleWorks. 

48K Aval!. 

Escape: Main Menu OTHER ACTIVITIES 

Type nuNber, or use arrows, then press Return 

Disk: Disk 2 (Slot 6) 

Main Henu 
--o-t ... he-r""TA""Tct .... ,v ... ,t ..... ,-es-- I_ 

1. 
2. List all files on the current disk drive 
3. Create a subdirectory 
4. Delete files fro� disk 
5. For111at a blank disk 
6. Select standard location of data disk 
7. Specify infor�ation about your printer(s) 

2. To remove the new files from the disk, choose Delete 
files from disk. Press Return. 
(If you only have one 5.25-inch disk drive, AppleWorks 
asks you to put the sample files data disk in drive 1. Take 
out the program disk and replace it with the sample files 
data disk. Press Return.) 
AppleWorks puts a list of sample files on top of the 
Other Activities menu. This list includes those files you 
saved in the Word Processor, Data Base, and Spreadsheet 
chapters. Those new files are the ones you want to delete. 
You can select them all at the same time. 

1. Choose Other Activities. Press Return. 
The Other Activities Menu appears. 
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Good luch. 

If this manual were the AppleWorks Word Processor, you 
could change that to 

Where to go from here 
You've practiced with all three AppleWorks activities: 
• the Data Base 
• the Word Processor 
• the Spreadsheet 

You've moved information from the Data Base to the Word 
Processor. In the Apple Presents AppleWorks training disk, 
you practiced moving information from the Spreadsheet to 
the Word Processor. You can also move information 
between the Spreadsheet and the Data Base, using a 
different procedure that is explained in Using AppleWorks. 
In this tutorial, you learned how to move around in the real 
AppleWorks program and use the menus. You also learned 
how to format files for printing and how to move files onto 
and off of the Desktop. 

When you're out on your own, you can learn even more 
advanced features for all of AppleWorks' activities. If you 
have questions, look up the answers in the book Using 
Apple Works. 

The AppleWorks Quick Reference Card summarizes all the 
major functions you can use. 

After you've used AppleWorks for a few weeks, you may 
want some training in the more advanced features. Come 
back to this book, and try some of the exercises in the next 
chapter, "Additional Practice." 

115 Where to go from here 

Good luck! 

/APPLEWORKS/ 

And that's it! 

ENTER PREFIX (PRESS "RETURN" TO ACCEPT) 

Leaving AppleWorks 
You leave AppleWorks from the Main Menu. 
1. Return to the Main Menu. 
2. Choose Quit. Press Return. 

AppleWorks doesn't just quit and let you lose everything 
in memory. (You changed the New Bulletin by adding the 
data base information, and it's still on the Desktop, even 
though you removed the file from the disk.) 
First, it asks you if you really want to quit. 

3. Choose Yes. 

(If you're using one 5.25-inch disk drive, AppleWorks 
asks you to put the program disk in drive 1. Take out the 
sample files data disk and insert the program disk. Press 
Return.) 
AppleWorks tells you that you made changes to New 
Bulletin, and asks you how you want to save them. 

4. Choose Throw out the changes to the file. 

5. To confirm that this is what you want to do, press Y. 

That tells AppleWorks that, yes, you really do want to 
throw out the changes. 

You see the following message: 
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Now that you've gone through the AppleWorks Tutorial, 
take some time to use AppleWorks on your own. You'll 
become more familiar with many features and discover new 
ways of doing things; some commands will become second 
nature. 

These more advanced exercises are designed to broaden 
your acquaintance with some of the features that add beauty 
and sophistication to your presentations, and allow you to 
accomplish more than ever before, using AppleWorks. The 
instructions assume you have been using AppleWorks for a 
while and know your way around some of the more 
common activities. 

Each step of an exercise states a general goal. If you want to 
test your ability to remember what you've already learned 
and to make educated guesses, try to accomplish that task 
without help. If you need a few reminders, you can look in 
the next paragraphs for detailed instructions. (The answer!) 

You'll be using some more sample files. On the 5.25-inch 
AppleWorks Sample Files Data Disk, these appear on side 2. 
On the 3.5-inch Apple Works Startup/Program/Sample Files 
disk, you'll find all the sample files along with the program 
on the same side-label up. 

Here's a reminder on how to add files. Start on the Main 
Menu and choose option 1, Add files to the Desktop. 
Then, 
• If you are using 3.5-inch disks, your sample files come on 

the program disk; just make sure that it is your current 
disk. Choose The current disk. 
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• If you are using 5.25-inch disks, put your sample files data 
disk in the current drive, using side 2. Choose The 
current disk. 

• If you only have one 5.25-inch drive, you will need to 
swap the sample files disk (side 2) with the program disk, 
when prompted to. 

Good luck! 

A form letter 
You're running a users group, and you're about to send out a 
form letter to those members who've expressed a special 
interest in using AppleWorks in education. You already have 
a list of the members and a draft of the letter. Your 
challenge: polish up the letter and merge in those names 
and addresses to produce the form letters. 

Bringing on the files 
From your sample files, add two files to your Desktop: 
• The User Group Memo. This is your letter to the 

members interested in education. 
• Members. This is the list of your members, with their 

addresses. 

Here's how: 

1. Start AppleWorks. (For details, look back in Chapter 3.) 
2. On the Main Menu, choose option 1, Add files to the 

Desktop. Press Return. 
3. If you are using 3.5-inch disks, your sample files come on 

the program disk; just make sure that it is your current 
disk, and then choose The current disk. 
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o-? for Help 

A form letter 

Line 2 Colu�n I Type entry or use o coMnands 
Joshua SiNonton President 

Fi le: User Group Mm REVIEW1ADOICHANGE Escape: Main Menu 
=====i====i====i====i====i====i====i====i====i====i====i====i====i====i====i=== 
Dear : 

Thank you for attending the first �eeting of the new Horth Bay Area AppleMorks Users GrouR. Since you requested inforMation on education applications of AppleWorks, we are including a list of the key contacts of our various Education Special Interest Groups (S!Gs) fron our membership data base. Please feel free to contact these people for �eeting ti�es and places. 
We will be offering the following special events over the next 2 Months, and you Aay be interested in attending: 

Happy Computing, 

Boldfacing some key phrases 
To emphasize the importance of your users group and the 
Special Interest Group (SIG) of members interested in 
education, boldface the North Bay Area AppleWorks 
Users Group and Education Special Interest Groups 
(SIGS) . 

Here's how: 
1. Make sure your cursor is at the top of the screen, then 

press Ll-0 for printer Options. 
Note the highlighted bar with all the abbreviations, 
representing your current settings. CI, or Characters per 
Inch, shows 1 0 , the normal setting. 

2. To set that option, type CI, then press Return. 
3. Enter the new setting, 1 7, then press Return. 
4. Press Escape to leave the Options display. 

The option is inserted in the text, and the lines grow longer, 
now that they can contain more characters per inch. 

o-? for Help Line 1 ColuNn 1 

Happy CoNputing, 

Type entry or use o co��ands 

Thank you for attending the first �eeting of the new Horth Bay Area AppleWorks Users Group. Since you requested information on education applications of AppleWorks, we are including a list of the key contacts of our various Education Special Interest Groups (S!Gs) fro� our �embership data base. Please feel free to contact these people for Meeting tiMes and places. 
We will be offering the following special events over the next 2 �onths, and you nay be interested in attending: 

Tightening up those lines 
You decide the letter looks too loose. To shorten the 
distance between characters on each line, change the setting 
for characters per inch from the standard 10 to the much 
tighter 17. 

File: User Group Mm REVIEWIADOICHAHGE Escape: Main Menu 
=====i====i====i====i====i====i====i====i====i====i====i====i====i====i====i=== 
Dear : 

If you are using 5.25-inch disks, put your sample files data 
disk in drive 2, using side 2. Choose The current disk, 
if that is drive 2; if not, choose To a different disk 
and enter the location of your sample files disk. 
If you only have one 5.25-inch drive, choose The 
current disk, then replace your program disk with the 
sample files data disk (side 2) and press Return. 

4. Use the Down Arrow to move the highlighting and the 
Right Arrow to choose the two files User Group Memo 
and Members. 

5. Press Return. 
6. When you see the index of files on the Desktop, press 

Return to choose User Group Memo. That's the one you'll 
work on first. 
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Happy CoNputing, 

Fi 1 e: User Group Mm REU I EMIAOOICHAHGE Escape: Main Nenu 
=====i====i====i====i====i====i====i====i====i====i====i====l====i====i====i=== 
Dear ' 

123 

6·? for Help 

A form letter 

September 27 

October 15 

October 1 

Line 9 Colu•n 55 Type entry or use o coM�ands 
Joshua SiNonton 

* New Members' Dinner 

* Apple Corporate Speaker 

* Kids' Computer Play Day 

Here's how to add the list: 
1. Use the arrow keys to move the cursor to the line after 

the paragraph that now ends you may be interested 
in attending. 

2. To leave a blank line and move down so you can write 
on the next one, press Return twice. 

3. To move the margin in for the length of the list, press 
0-0 for printer Options. Type LM for Left Margin and 
press Return. 

4. Type a new left margin: 1 . 5. Press Return to confirm 
that you want the left margin to be one and a half 
inches. 

Thank you for attending the first �eeting of the new •Horth Bay Area AppleMorks Users GrouP..' Since you requested inforNation on education applications of AppleMorks, we are including a list of the key contacts of our various ,Education Special Interest Groups (SIGs), froN our Ne�bership data base. Please feel free to contact these people for �eeting tiMes and places. 
Me will be offering the following special events over the next 2 Months, and you Nay be interested in attending: 

Adding a bulleted list 
The bullets are only asterisks, but calling these events out so 
they are not just part of your running text will alert your 
readers to their importance. After the line that reads you 
may be interested in attending, add the following: 

E 
E 

Here's how: 
1. Use the arrow keys to put your cursor on the Nin 

North Bay Area. 

2. Because boldface is a printer option, press 0-0 for 
Options. 

3. To begin boldfacing here, type BB. Press Return. 
The circumflex (") appears before the Nin North. 
Whenever you want to know what a circumflex means, 
put your cursor on it and a message appears at the 
bottom of the screen, identifying the option. 

4. To leave the Options display, press Escape. 
5. Move your cursor to the period after Users Group. 

To turn off an option within a paragraph, you need to 
go back to the printer options. 

6. Press 0-0. 
7. Type BE to end boldfacing with the character just to the 

left of the cursor. Press Return. 
You've told AppleWorks to boldface the phrase during 
printing! 

8. Press Escape to leave the Options display. 
9. To boldface the other phrase, Education Special 

Interest Groups (SIGS), follow the same procedure. 
Or move the cursor to the E in Education, and press 
Control-B to begin boldface; put the cursor after the 
closing parenthesis in (SIGS), and press Control-B 
again to end boldfacing. 
Control-B is another way" to turn boldfacing on or 
off. 
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o-? for Help 

o-? for Help 

A form letter 

Line 14 Column I 

Line 22 Column I 

Type entry or use o commands 

Thank you for attending the first meeting of the new AHorth Bay Area AppleWorks Users Group.A Since you requested information on education applications of AppleWorks, we are including a list of the key contacts 9f our various AEducation Special Interest Groups (S!Gs)A from our Membership data base. Please feel free to contact these people for meeting times and places. 

File: User Group Memo REUIEW1ADD1CHAHGE Escape: Main Menu 
=====1====1====1====1====1====1====1====1====1====1====1====1====1====1====1=== 
Dear , 

Type entry or use o co�mands 

Last Name First Name Phone HuNber Special Interest 
Davis Pat SSS-7433 Composition Curriculum Diaz Elizabeth SSS-7541 Social Studies Curriculum Hara Dolores SSS-1232 Science Curriculum Johnson Gerri SSS-9872 Administrative1Education Mavis Paul SSS-2324 Social Studies Curriculum Murphy Reilly SSS-6783 General Curriculum 
------------------------------------------------------------------------------- 

Adding a list from a data base 
Right after the first paragraph of the letter, add a list of all 
those SIG leaders who head up an education group (they 
have a code 1 in the data base), with their last names, first 
names, phone numbers, and special interests. 

Fi 1 e, User Group Mm REU IEW1ADOICHAHGE Escape: Main Menu 
w:·:i11=b:1

�ff:�i��=ih:·f�ii�:t�;·;�:�i:1·;�:�t;·�i:�·t�:·�:tt=2=���thi�·:��··= you may be interested in attending:• • • --------Left Margin, l.5 inches * New Members' Dinner September 27• * Apple Corporate Speaker October I• * Kids' Computer Play Day October IS• --------Left Margin: 1.0 inches • • • Happy Computing,• • • Joshua Simonton• President• NBAAUG• 

o-? for Help Line 22 Column I 

Hew Members' Dinner September 27 Apple Corporate Speaker October I Kids' CoNputer Play Day October IS * * * 

Type entry or use o commands 

Joshua Simonton President HBAAUG 

Happy Computing, 

File: User Group MeMo REUIEW1A001CHAHGE Escape: Main Menu 
=====1====1====1====1====1====1====1====1====1====1====1====1====1====1====1=== places. 
We will be offering the following special events over the next 2 months, and you Nay be interested in attending, 

5. Press Escape to leave the Options display. 
6. Type an asterisk (•). 
7. Press Tab once, then type New Members' Dinner. 

8. Press Tab twice, then type September 27. 

9. Press Return, then type another asterisk. 
10. Press Tab once, then type Apple Corporate Speaker. 

11. Press Tab again, then type October 1. 

12. Press Return, then type another asterisk. 
13. Press Tab once, then type Kids' Computer Play Day. 

14. Press Tab once more, then type October 15. 

15. Because that is the end of the indented list, you need to 
reset your left margin. Press Return to move to the next 
line, then press CJ-0 for Options. 

16. Type LM for Left Margin and press Return. 
17. Type O (zero). 
18. Press Return, then Escape. 

You return to the letter. 

To check options, press CJ-Z. 
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------------------------------------------------------------------------------- 

L�st_Ha�e F�rst_Hame __ P�one_Humber s0ecial_Interest ; 
n Ampfel David 555-7788 Ad�inistration1Education 6 Buena Robert 555-2323 Ad�inistrative1Education 8 
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51K Avai I. 

Escape: Report Menu 

A form letter 

File: Members REPORT FORMAT Reiort: Leaders Se ection: SIG Leader equals I 

Use options shown above to change report Format 

12. To leave that category out of your report (without 
actually throwing the data out of your data base), press 
C-D for Delete. Delete the categories City, state, Zip 
Code, and SIG Leaders in the same way. 

13. To widen the Special Interest category so you can 
read the notes there, press C-Right Arrow (while your 
cursor is on Special Interest, not Length) until the 
length marker reads 68. The length marker appears at 
the right margin, one letter over another. 

14. To neaten up the list, move your cursor to the Last 
Name category, press C-A to arrange the names, and 
choose to have them sorted A to Z. Press Return. 

15. To check what that looks like, press C-P to Print and 
choose The screen. Press Return. 

16. After looking at it on the screen, press the Space bar to 
return to the Report Format display. 

17. Press C-P to print. 
18. Choose The clipboard (for the Word Processor) . 

=->or<-- Move cursor ,-J Right justify this category --- > o < Switch category positions -K Define a calculated categor� --> o <-- Change column width -H Change report na�e andior title 

I
-A Arrange (sort) on this category -0 Printer options -D Delete this category -P Print the report -G Addire�ove group totals -R Change record selection rules -I Insert a prev. deleted category -T Addire�ove category totals 

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

Here's how: 
1. Press C-Q for a Quick change, to get the Desktop 

Index. 
2. Use Up Arrow or Down Arrow to move the 

highlighting to the file Members. Press Return. 
You want to prepare a report on the data base 
information and "print" it to the clipboard for later use 
in your letter. (Note: There is already a report format 
called Ed SIG Leaders. It is the same report that you will 
create in the following steps. You can use it later for 
comparison with your results.) 

3. Press C-P for Print. 
4. You want a list, not a series of separate records, so 

choose Create a new "tables" format. Press 
Return. 

5. Give this format the name Leaders. 

6. To select the members who are leaders in groups 
focusing on education, press C-R for Record selection. 

7. These leaders all have a code 1 in the category s IG 
Leaders, so highlight category number 9 as the first 
part of your selection rule, then press Return. 

8. Press Return to accept equals. 
Your rule now reads SIG Leaders equals. And that 
means that the code in the SIG Leaders category 
should equal whatever you now enter. 

9. Type 1. 

10. Press Return, then Escape. 
You have entered a rule that says: find me all the 
records in which the code in the SIG Leaders column 
is 1, for educational interest. 
Now that you've told AppleWorks which records you 
want, it's time to discard unnecessary categories. 

11. Move your cursor to the category Street. 
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Last Hame First NaMe Phone Nu�ber Special Interest 
------------ ------------ ------------ ---------------------------- Davis Pat 555-7433 Composition CurriculuM Diaz Elizabeth 555-7541 Social Studies Curriculu111 Hara Dolores 555-1232 Science CurriculuM Johnson Gerri 555-9872 Administrative/Education Mavis Paul 555-2324 Social Studies Curriculum Murphy Reilly 555-6783 General CurriculuA 
T��e entry or use o coM111ands Line 14 Column 1 o-? for Help- 

Thank you for attending th� first meeting of the new �North Bay Area Appl�Wor�s Users Group.A Since you requested 1nformat1on on education appl1cat1ons of App!eWorks, .we are including a list of the key contacts of our various AEducat1on Special Interest Groups (SIGs)A from our �e111bership data base. Please feel free to contact these people for meeting times and places. 

Fi le' User Group Mm REUIEW1ADOICHAHGE Escape: Main Menu =====1====1====1====1====1====1====1====1====1====1====1====1====1====1====1=== 
Dear : 

Sending out form letters 
Now that you've completed your memo, you need to send it 
out to all the members of your users group. First you set up 
a table with the data base information you want to use, then 
you insert it into your memo, using the printer option 
known as MM, for Mail Merge. 
Here's how: 

1. Press Ll-Q to make a quick transition back to the data 
base known as Members. Highlight the file and press 
Return. 

2. To prepare your information, you need to make a 
report in the form of a table, so press (j-P ·to prepare 
to print it. (Note: You'll be creating a report identical to 
one that already exists called Mail Merge. You can use it 
to compare against your results or to consult if you have 
any problems.) 

Congratulations! You've incorporated your list in the memo. 
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File: User Group MeMo REUIEM1ADD1CHANGE Escape: Main Menu 
�����!��chi;;·���·i�Jh�·i�·�h:�;===1====1====1====1====1====1====1====1====1=== 
I Dear ,1 
I 
I Thank you for attending the first �eeting of the new ANorth Bay Area AppleWorks Users Group.A Since you �equested inf9rmation on education applications of AppleWorks, we are 1nclud1ng a !1st of the key contacts 9f our various AEducation Special Interest Groups (SIGs)A from o�r me�bersh1p data base. Please feel free to contact these people for meeting times and places.• • I File= Me�bers Page I• Report: Leaders• Selection: SIG Leader equals 11 Last Na111e First HaMe Phone Humber Special Interest• ------------ ------------ ------------ ----------------------------· Davis Pat 555-7433 Composition CurriculuMI ------------------------------------------------------------------------------- Type entry or use o mmands Line 14 ColuM 1 o-? for Help 

25. To get rid of the unnecessary headings at the top, press 
Ll-D for Delete, then use the Down Arrow to highlight 
the lines about the file, page, report, and selection. 
Press Return. 
Press Ll-Z to see the results. 

19. You don't want to include the report date, so just press 
Return. Then press the Space bar. 

20. Now, to switch to the word processor document, press 
Ll-Q for a Quick change, choose User Group Memo, and 
press Return. 

21. Move the cursor to the line after the first paragraph. 
22. Press Return twice, to leave two blank lines. 
23. To fetch the data base report from the clipboard, press 

Ll-C for Copy. 
24. Choose From clipboard Press Return. 
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3. Choose Create a new "tables" format. 

4. Name the format Mail. Press Return. 
5. The only categories you need are Last Name, First 

Name, Street, City, State, and Zip Code, so use Ll-D 
to delete the other categories. 

City State Zip Code L -0---------- ·E·········· ·F·········· e 
n Mountain Ual CA 77777 7 Mountain Ua 1 CA 77777 8 

<···More---------------------------------------------------------------.----- Use options shown above to change report forMat 49K Avail. 
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49K Avail. 

A form letter 

Type nu�ber, or use arrows, then press Return _ 

Fi le' User Group He1110 HAIL MERGE Escape: Printer Options 
:::::J::::J::::J::::J::::J::::J::::J::::J::::J::::J::::J::::J::::J::::J::::J::: 

Select a data base category 

�: '1r!'W! 3. Street 
4. City S. State 6. Zip Code 

12. On the Mail Merge display, choose the category 
First Name. The data in that category will go here. 
Choose to have the line printed, even if by chance 
you don't have an entry for the person's first name; 
you still have their last name, and that will go on this 
line. 

13. Using the MM option, put Last Name right after 
First Name. Press Escape to exit from printer 
options, then press Return to go to the next line, and 
press Ll-0 to return to printer options and choose 
MM. 
Choose Street for the beginning of the next line, 
and press Escape. Press Return, then Ll-0, and choose 
MM. 
Choose City, press Escape, and type a comma. Return 
to the options by pressing Ll-0, then add State and 
zip Code. Press Escape. Press Return twice. 

14. Move the cursor one space after the Dear, and use 
the MM option to insert First Name again. The colon 
appears one space after it. Press Escape. To get rid of 
that unnecessary space, put your cursor on it and then 
press Ll-D for Delete. 

Escape: Report Menu REPORT FORMAT 

6. You're ready to print this report, so press Ll-P. 
7. Choose The clipboard ( for Mail Merge) . Ignore the 

report date and press Return. 
You get the message that the Mail Merge data is on the 
clipboard. Then press the Space bar. 

8. Now you need to go back to your memo, to show 
Apple Works where to put that data, so press Ll-Q for a 
Quick index. 

9. Choose User Group Memo. Press Return. 
10. Put your cursor in the upper-left corner of the screen, 

where you want the address to go. 
11. To exercise the Mail Merge option, press Ll-0 for 

Options. Type MM for Mail Merge and press Return. 

File: He�bers Report: Mail Selection: All records 

-->or<·· Hove cursor 1·J Right justify this category > O < Switch category positions -K Define a calculated categor� --> O <-- Change colu111n width ·H Change report naMe andtor title 

!
-A Arrange (sort) on this category -0 Printer options -0 Delete this category ·P Print the report -G AddtreMove group totals -R Change record selection rules -I Insert a prev. deleted category -T AddtreRove category totals 

----------------------------------------------------------------------- 
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15. Press o-P to print your form letters. Choose to print 
from the beginning, and pick your printer. 

16. Choose Merge data base items with this 
document, and press Return. Accept one copy with a 
Return. 

Hire Date: _ 

SL Taken: Vac Taken: _ 

SL Allotted: Vac Allotted: _ 

After work, you also want to look through your inventory of 
household valuables to see if you have all your audio gear 
listed and to explore the difference between purchase 
prices and current replacement values, in case any of your 
items have appreciated. (This kind of information can be 
useful for insurance purposes.) 

Tax Exemptions: _ 

Salary Grade: _ 

First Name: Last Name: _ 

Job Title _ 

City: State: __ Zip Code: _ 

Street: _ 

Laying it out 
Whenever you hire someone, you have to fill out a form 
detailing such facts as their hire date, salary grade, sick leave, 
and vacation days. As you might imagine, every time 
someone takes a vacation or gets sick, the same form is 
handed in, with the new information. You've been asked to 
rearrange the single-record layout so that it looks more like 
the paper form-that will help the clerk who has to fill in 
the information . 

The form looks like this: 

Your task will be to make the single-record layout in the 
data base Personnel look like this form. 

I 
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lltlN\Of ..... _,., ... �"'" 
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.. ,.,c-•� 
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............ uu u Oo\ 
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Some data base reports 
In this section, you'll explore some new ways to use the 
Data Base. 
You've been asked to go through the personnel data base 
and come up with reports on vacation time, along with 
some mailing labels so that you can send out your report to 
everyone. 
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CHANGE RECORD LAYOUT Escape: Review1Add1Change 
Return or arrows Hove cursor o and arrows Hove category location 

File: Personnel 

Use options shown above to change record layout. --40K·A�;ii�--- 
10. To leave layout, press Escape twice. 

First HaNe' Deborah Last Ha�e: Harrold Street: 1227 Aptos May City: Woodside State: CA Zip Code: 92245 
Job Title: English Instructor Hire Date: Aug 15 85 Salary Grade: 40 Tax Exe�ptions: 2 
SL Allotted: 5 Uac Allotted: 5 SL Taken: 0 Uac Taken: 0 

Calculating totals for a report 
The form leaves out the most interesting information: 
how much vacation time do I have left, and how many 
more sick days? The boss wants to know the totals for 
the group: how many days vacation do people have 
available, all told, and how many sick days? 

Your job will be to have AppleWorks do all the 
calculations for you and print out the results in a report. 

Here's how: 
1. To prepare the report, press 0-P for Print. 
2. Choose Create a new "tables" format, press 

Return, and name the report format Totals. (We have 
already created a report like this called Leave 
Vacation, and you can compare it with the one that 
you created.) 

� 

3 
� 

� � 

�I� 
I !!i 
� ,� 
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Here's how: 
1. Make sure that your sample files (on side 2, if you 

are using a 5.25-inch disk) are in the current drive. 
On the Main Menu, choose option 1, Add files to 
the Desktop. 

2. Use the Down Arrow to move the highlighting, and 
the Right Arrow to select Personnel and Valuables. 

3. Press Return. 
4. When you see the index of files on the Desktop, 

choose Personnel and press Return. 
5. Press 0-Z to zoom into single-record layout. 
6. To start changing the layout, press 0-L for Layout. 
7. Use o in combination with the arrow keys to move 

Last Name up to the same line as First Name, and to 
put City, State, and zip Code on the same line. 
Remember that you can't move one category through 
another; you need to go around. 

8. Move Vac Allotted and Vac Taken around to 
parallel the form of SL Allotted and SL Taken. 

That should make it a lot easier for the clerk to take 
data from the form and put it into individual records. 

9. Add some blank lines between sections, to make your 
single-record layout look more like the form. 
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--------- --------- 
50K Avail. 

Escape: Report Menu 

1-J Right justify this category -K Define a calculated categoF� -H Change report na�e andtor title -0 Printer options -P Print the report -R Change record selection rules -T AddtreNove category totals 

Some data base reports 

REPORT FORMAT 

Use options shown above to change report forNat 

File: Personnel Report= Totals Selection= All records 

Last HaNe SL Allotted SL Taken SL Avail Uac Allotted Uac Taken Uac Avail L -A---------- -8---------- -C------ -0------ -E---------- -F------- -G------- e Cre1m 26 7 99999999 15 2 999999999 n Davis 10 0 99999999 10 5 999999999 7 Oayes 10 7 99999999 15 2 999999999 7 

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

9. Now move your cursor just after the category Vac 
Taken, and create a calculated category for Vacation 
Available (vac Avail), in which the formula is Vacation 
Allotted minus Vacation Taken. Again, accept zero 
decimal places and add two blank spaces. And again, 
press 0-T to get a total. 

10. The report is too wide to fit in your word processor 
document, so use o with the arrow keys to shrink 
individual categories enough so that the total length 
equals 77 characters. 
Watch the Length indicator (it spells L-e-n-g-t-h 
vertically) for an update on the number of characters in 
your line. 

11. You're now ready to print. Press 0-P and send it to the 
screen, or your printer, to see how it looks. 

-->or<-- Move cursor > a < Switch category positions --> a <-- Change colu�n width 

!
-A Arrange (sort) on this category -0 Delete this category -G AddtreNove group totals -I Insert a prev. deleted category 

� I !!I 
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3. To trim the report down, getting rid of categories 
you are not interested in for this report, put the 
cursor on column indicator A, which contains the 
category First Name, and press 0-D for Delete. That 
gets rid of the category. 
Now do the same for Street, City, State, Zip Code, 
Job Title, Hire Date, Salary Grade, and Tax 
Exemptions Grade. This data's not lost; you're just 
not· putting it in this particular report. 
You should end up with these categories: Last Name, 
SL Allotted, SL Taken, Vac Allotted, andvac 
Taken. 

4. To arrange the information in the report 
alphabetically, put the cursor in the Last Name 
category and press o-A. Choose to arrange the 
records alphabetically by last name, A to Z. Press 
Return. 

5. To have AppleWorks calculate how much sick leave 
each person has left, move the cursor to the category 
vac Allotted and press 0-K. That means a calculated 
category will be inserted just to the left of the vac 
Allotted category. Give it the name SL Avail. 

6. Tell AppleWorks how to calculate the sick leave 
available for each person. It should subtract the sick 
leave taken from the sick leave allotted, or, in terms 
of the column identifiers, subtract c from b. So type 
b-c and press Return. 

7. Accept zero decimal places, with a Return. When 
asked, press 2 to add two spaces between these 
figures and the next column, for visual clarity. Press 
Return. 

8. With your cursor still in that column, press o-T to 
get a total at the bottom. Type o for no numbers after 
the decimal point, and press Return; type 2 to add two 
blank spaces between this column and the next, and 
press Return. 
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12. Press Escape twice to return to Review/ Add/Change. 

If you want to take time out to compare what you've done 
to the report that we created, get the report format 
named Leave Vacation. Afterward, go back to 
Review/ Add/Change for the next section. 

Some data base reports 139 

3. Move the cursor to the column indicator for each of the 
following categories, and press o-D on each one, to 
delete it from the report: First Name, Street, City, 
State, Zip Code, Job Title,Tax Exemptions, SL 
Allotted, and SL Taken. 
You should end up with these categories in your 
report: Last Name,Hire Date, Salary Grade,Vac 
Allotted, and Vac Taken. 

4. Place your cursor to the right of the Vac Taken 
category, and press O-K to create a calculated category 
there. Name it Vac Avail, and press Control-Y to get 
rid of any letters after Avail. Press Return. 

5. The formula should be Vacation Allotted minus Vacation 
Taken, so, using the column identifiers, type d-e and 
press Return. 

6. Accept the standard settings by pressing Return twice. 
7. Now, to get a total for this column, press o-T and then 

press Return twice to accept the standard settings. 
8. To select only those people hired after January 1, 1985, 

press 0-R for Record selection, choose Hire Date, and 
press Return. Then choose is after, press Return, and 
type Jan 1 85. Press Return, then Escape. 

9. Because the boss wants these figures organized by salary 
grade, put your cursor in that category and press 0-A to 
arrange it in O-to-9 order. 

10. Now that that category is in order, you want to get a 
subtotal in the vac Avail category every time the salary 
grade changes. While you are still in the categorysalary 
Grade, press 0-G for Group subtotals and answer No to 
the next two questions. 
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S0K Avai 1. 

Getting some subtotals 
You're still working on the information in the Personnel 
file, and the boss now wants you to break out vacation 
available for each employee, for each salary grade-but 
only for those employees hired since January 1, 1985. 

Here's how: 
1. You're creating another report, so make sure you are 

in Review/ Add/Change, then press 0-P for Print. 
2. Choose Create a new "tables" format, then press 

Return. Name the format Hire and press Return again. 
(We have already created a report like this called 
Hire Date, and you can compare it with the one you 
created.) 

Press Space Bar to continue 

File: Personnel Page Report: Totals SL Taken SL Avail Vac Allotted Vac Taken Uac Avail Last HaMe SL Allotted ------------ ------------ -------- -------- ------------ --------- --------- Cre11er 26 7 19 15 2 13 Davis 10 0 10 10 5 5 Oayes 10 7 3 15 2 13 Harrold 5 0 5 5 0 5 Harrold 10 5 S IS 7 8 Ortiz 5 2 3 5 0 s Redwood 20 s IS 20 7 13 Sanders 15 0 IS 15 6 9 Stirn 5 0 5 S 0 s Vargas IS 3 12 IS 6 9 Yamoto 10 0 10 10 2 8 
102* m 
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11. You're ready to print! Press Cl-P and send the report to 
the screen or your printer. 

141 Some data base reports 

Making mailing labels 
To send out your report, you need mailing labels showing 
the name and address of everyone on the personnel list. 
Your labels are one inch high and can handle up to six lines 
of text, but you've found that you only need four lines of 
text ( with one blank line). 

Here's how: 
1. To make a report in the form of a series of labels make 

' sure you are in the Personnel file in Review/Add/Change, 
press o-P for Print, and choose to create a new label 
style report. Call the report Labels. 

2. Put your cursor on each of the following categories, then 
press O-D to delete them from your report: Job Title, 
Hire date, Salary Grade, Tax Exemptions, SL 
Allotted, SL Taken, vac Allotted, and Vac Taken. 

That leaves the categories First Name, Last Name, 
Street, City, State, and Zip Code. 

3. To move the categories where you want them on a 
mailing label, put your cursor on the first character in the 
category name, then use a with the arrow keys to move 
categories around. 
Fit the categories into three lines, and add a blank line at 
the end. 
Use o-D to eliminate any extra lines so that you end up 
with a four-line label. 
When you want to see how the data in the first record 
looks in those positions, press o-Z. To go back to 
categories only, press o-Z again. 
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39K Avai 1. 

39K Avai 1. 
---------- ---------- 

Escape: Report Menu 

1-J Right justify this category -K Define a calculated categor� -H Change report na�e and/or title -0 Printer options -P Print the report -R Change record selection rules -T Addlre�ove category totals 

File: Personnel Page 1 
Re1ort: Hire Se ection: Hire Date is after Jan 1 as Last Hm Hire Date Salary Grade Uac Allotted Uac Taken Uac Avai 1 
------------ ------------ ------------ ------------ ------------ ---------- Harrold Aul 15 85 40 s 0 s Ortiz Ju l 85 40 s 0 s Stirn Apr 5 86 40 s 0 s IS 
Davis Feb 1 as 42 10 s s Dayes Jan 17 85 42 IS 2 13 Yamoto May IS 85 42 10 2 8 26 
Sanders May 15 85 50 15 6 9 

9 

50* 

Press Space Bar to continue _ 

Use options shown above to change report forMat 

Last HaMe Hire Date Salary Grade Uac Allotted Uac Taken Uac Avail -A---------- -8---------- -C---------- -0---------- -E---------- -F-------- e Harrold Aug 15 85 40 5 0 9999999999 n Ortiz Jul l 85 40 S 0 9999999999 7 Stirn Apr S 86 40 S 0 9999999999 8 

Group totals on: Salary Grade 

File: Personnel REPORT FORMAT Report: Hire Selection: Hire Date is after Jan l 85 

-->or<-- Move cursor > o < Switch category positions --> o <-- Change coluMn width 

!
-A Arrange (sort) on this category -D Delete this category -G AddireMove group totals -I Insert a prev. deleted category 
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Page 1 

Some data base reports 

File: Personnel Report: Labels 
Deborah Harrold 1227 Aptos May Woodside CA 92245 
Patricia Ortiz 1225 Cortina Coopers CA 92116 
Bob Stirn 3467 Alto May Al"aden CA 99978 

Calculating the difference 
You're at home, going through the data base you've 
created to keep track of your household valuables. You 
wonder what the difference is between the amount you 
paid for something and the current replacement value that 
your insurance might pay if it were stolen or destroyed 
in a fire. 
You want to find out how much each item has appreciated 
or depreciated. 

Here's how: 
1. Press Ll-Q to make a quick change. Choose the 

Valuables file and press Return. 
2. Press Ll-P to prepare to print. 

You can compare this to a report format called Mailing 
Labels. Idea: If you use the LJ-V command while creating 
your report, the category name as well as the data in the 
category will be printed out. See Mailing Labels2 as an 
example, or try it yourself. 

Congratulations! You've extracted a lot of information from 
the file in these reports, and now you can mail it out. 
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4. To make sure that one category's data follows the other 
after only a space (so that you won't have a lot of spaces 
between the first name and the last name), put the cursor 
on the second category and press Ll-J for left Justification. 
Do this for Last Name, State, and Zip Code. 

5. To make sure the printer knows you're going to be using 
one-inch labels, press Ll-0 for Options. 

6. Type PL for Page Length and press Return. Then type 1. O 
(inches) and press Return. To avoid having headers throw 
off the regular printing of label after label, look at PH and 
make sure it says No. Press Escape to leave the Options 
display. 

7. Escape all the way back to the Main Menu, and choose 
option 5, Other Activities, and press Return. Then 
choose option 7, Specify information about 
printer, press Return and choose Change printer 
specifications about your printer. If Accepts Top of 
Page Commands says Yes, highlight it and press Return; 
press N to change it to No, so that the printer will not 
scroll up 10 inches after printing the first label, assuming 
an 11-inch page. 

8. Press Ll-Q to get a quick index of the files on the 
Desktop; choose Personnel, press Return, and then 
press Ll-P to print a report. Choose to get a report 
format, choose Labels, and press Ll-P to print it out. 
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325.00 450.00 2000.00 150.00 2925.00* 

File: Valuables Report' 1986 Purchase Selection: Date Purchased is after Jan 1 86 IteR Date Purchas Purch Price Replace Val 
------------ ------------ ----------- ----------- Cassette Dec Jun I 86 325.00 CD Player Har 1 86 450.00 Co•puter Jan 31 86 2000.00 Nicrowave Ov Hay 12 86 150.00 2925.00i 

Getting some totals 
Perhaps you are only interested in the items that you 
purchased since the beginning of 1986, and you'd like to 
see some dollar figures associated with these. 

Here's how to explore these additional calculations: 
1. Make sure you are in Review/ Add/Change for the 

Valuables file. 
2. Press 0-P to print a report. 
3. Choose Create a new "tables" format, and name the 

format 1986 Purchase. 

4. Using 0-D for Delete, get rid of all categories except 
Item,Date Purchased,Purch Price, and Replace 
Value. 

5. Create totals for both Purch Price and Replace value 
using 0-T. 

6. Select only the 1986 items by using O-R and entering 
this record selection rule: Date Purchased is after 
Jan 1 8 6. Press Escape. 

7. Press 0-P to print the report. (You can compare this 
with a report we created called 1986 Items.) 

- ,s 
:t 

1 !I 
EI� 

l :I 
I :t 
I !!l 
I� !3 '� [� 
I ,� ,� 
!t 
� 

File: Valuables Page I Report: Difference I te� Mode 1 Hu�ber Purch Price Replace Valu Difference 
----------------- ------------ ------------ ------------ ----------- Cassette Deck CA335 325.00 325.00 
CD Plarr CD-1000 450.00 450.00 Color elevision CT678-01 535.00 400.00 135 Co�puter Apple Hacint 2000.00 2000.00 CoRputer A�ple Ile 1000.00 950.00 50 Microwave Oven M -27 150.00 150.00 Pendant none 350.00 595.00 -245 VCR SP-100 545.75 475.00 71 

3. Choose Create a new "tables" format, and name the 
format Difference. Press Control-Y to clear the rest of 
the line. 

4. You're going to focus on the categories Item, Model 
Number, Purch Price, and Replace Value. So put your 
cursor on each of the following, then press o-D to 
delete: Serial Number, Date Purchased, Where 
Purchased, and Store Phone. 

5. Put your cursor after Replace value, and press 0-K to 
create a calculated category. Name it Difference, press 
Return, type the formula c-d (to subtract the replacement 
value from the purchase price), and press Return. Type o 
for decimal places and 2 for blank spaces to the right of 
the column. 

6. To arrange the items in alphabetical order, put the cursor 
on the Item column, press 0-A, and choose A to z. 
Press Return. 

7. Use o with the Right Arrow key to adjust the width of 
the Item column so that you can read each item. 

8. Press 0-P to print the report. 

The report you have just created resembles one already 
developed, called Value Difference. You could compare the 
two. 
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Building some spreadsheets 
In this section, you will gain experience with several 
kinds of spreadsheets. One serves as a grade book, 
another as a home budget, and a third as an aid to 
calculating loan payments. 

147 Building some spreadsheets 

Building a grade book 
Here you'll create a slender grade book, to see how it 
works. Later, if you'd like, you can turn to one of the 
files on the sample files disk (side 2 on the 5.25-inch 
disk) for a full-blown version. 

First you create labels for four students, three homework 
grades, and two exam scores; then you add formulas to 
calculate a grade average for each student. Students can 
get a maximum of 10 points each on the three pieces of 
homework and 25 each on the exams, for a total of 80 
possible points. Their grades are added up and compared 
to 80, resulting in a percentage of that total. Any 
percentage from 80% to 90% receives a B; above 90% 
gets an A; and no one in your class does worse than a 
B-that's because you're such a good teacher. 
Here's how: 

1. At the Main Menu, choose Add files to the 
Desktop. Press Return. 

2. Choose to start a spreadsheet file from scratch. Press 
Return. 

3. Name the file Grades and press Return. 
4. In column D, row 3, type in the title Grade Book. 

Press Return. 

I ::J 

Here's how: 
1. Choose the Valuables file, return to Review/Add/ 

Change, and then press (j-p to prepare to print another 
report. 

2. Choose Create a new "tables" format and press 
Return. Name the report format Audi of ile and press 
Return. 

3. To select only the records pertaining to audio items, 
press {j-R for Records and make the rule that you want all 
the records in which the Where Purchased entry 
contains audio. Press Escape. 

4. Move the cursor to the following categories, and press c 
D to delete all categories except Item, Model Number, 
Serial Number, and Date Purchased. 

5. Use o with the arrow keys to adjust column widths so 
that you can read the data in the sample records. 

6. Press {j-P to print your report. 

Good job! You've created a variety of reports based on the 
information in your data bases. If you·want, you can 
compare your work with the report formats named Value 
Difference, Audio, and 1986 Items. 

Focusing on the audio-visual 
Turning your attention to the audio-visual items, you now 
want a report that lists all the audio-visual components you 
own. 
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Exa 

25 
20 
17 
23 20 

ExaM l 

o-7 for Help 

10 
8 
9 
8 
8 

HW 3 

7 
7 
9 
8 

10 

HW 2 

9 
8 
9 
7 

10 

HW l 
Possible Score 

Building some spreadsheets 

Grade Book 

First NaMe 

Pat Pe99y Anita William 

Type entry or use o commands _ 

Fi le: Grades REVIEWIADDICHANGE Escape: Main Menu 
--1·----A--------B----====C========D========E=======-F--------G--------H------- 

2 
3 
4 
5 
6 
7 
8 Last Nm 
9 

10 
11 12 Davis 
13 Kapper 14 Caldwell 15 Sonm 
161•• 17 
18 

Al6 ------------------------------------------------- 

These are certainly some fine students! Their grades are 
a tribute to your teaching. 

10. Now have AppleWorks do a little work. To have it add 
up all the possible points, move the highlighting to cell 
KlO and type the formula @SUM(ElO ... IlO). This will 
add all the numbers in cells ElO through no. Press 
Return. 

11. Then to get totals for each student, press 0-C to copy 
the formula. Choose Within worksheet and press 
Return. Move the cursor to K12 and press the period 
(.). Highlight cells K12 through K15, press Return, and 
tell AppleWorks to make all values relative. 

12. To calculate how well Pat Davis is doing, move the 
highlighting to cell M12 and write a formula to divide the 
number of points she got by the number she could 
have gotten; that will result in her percentage score. The 
formula to type is+Kl2/Kl0. Press Return. 
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0-7 for Help 
------------------------------------------------------------------------------- 06: (Label) Grade 
Type entry or use o coMmands 

6. In columns A and C, on row 8, type Last Name and 
First Name. 

7. Under HW 1, in cell ES, type Possible Score. That 
way, you'll have a row that contains the highest possible 
score for each piece of homework or exam. (It's OK 
that the label takes up two cells.) 

8. In row 10, enter the highest possible scores. Under HW 

1, type 10; similarly, type 10 under HW 2 and HW 3. 
Each exam has a possible 25 points. 

9. Now for the actual grades. In rows 12 through 15, put in 
your four students and their grades. 

5. To label the columns that will contain homework grades 
and exam scores, total points, percentage, and 
equivalent grade, move down to row 6 and, beginning in 
column E, type the labels (one per column) HW 1, HW 2, 

HW 3, Exam 1, and Exam 2. Skip column J and type 
Total Points (column K), Percent (column M), and 
Grade (column 0). 

File: Grades REV!EWIADOICHANGE Escape: Main Nenu ========H========l========J========K========L========N========H========O==== 
1 
2 
3 
4 
5 6 Em 1 Em 2 Total Points Percent 1m1-1• 
7 
8 
9 

10 
11 12 
13 14 15 
16 
17 
18 
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Fi le: Grades REUIEWIADOICHAHGE Escape: Main Menu ========F========G========H========l========J========K========L========M======= 
I 
2 
3 
4 
5 6 HW 2 HM 3 Em I Em 2 Total Points MM 
7 8 Score 
9 10 10 10 25 25 80 

H 7 0 20 25 69 . s6 
13 7 9 17 24 65 . 81 
14 9 8 23 24 73 . 91 
15 8 8 20 23 66 . 82 
16 
17 
18 ------------------------------------------------------------------------------- 

151 Building some spreadsheets 

Sometimes when you have more than one screenful of 
information, it can become difficult to tell what the 
value in a particular cell is referring to-especially 
if you can't see the labels or titles. One solution is to 
use the Title command so that you can always see 
your students' names and the titles for the various 
assignments and exams. 

16. Move the highlighting to cell 09 (below the labels 
for first name and last name and to the right of the 
actual student names), press 0-T for Titles, and 
choose Both. Press Return. 
Now the arrow keys will move the data up or down, 
left or right, while the titles stay in place. 

17. AppleWorks normally recalculates every formula the 
moment you enter new data in a cell. That's fine as 
long as you don't have many students, or many grades. 
But if you think you might have more, you may want 
to consider manual recalculation. That means you 
decide when it's time to recalculate, and until then, 
you can enter new data without pausing to watch the 
numbers whir and change before you. 
Press 0-V to change a standard value, or way of 
operating. Choose Recalculate and press Return, 
choose Frequency and press Return, and choose 
Manual and press Return. 

Now you can enter a lot more students and their scores, 
without pausing while automatic recalculation takes place; 
and when you want to recalculate, you can do so by 
pressing 0-K. 
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� 
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� 
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� :t 
� � =�� rr� 
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!� 
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• ;J 

l� 
I ;I ·� ·J 
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o-? for Help 
M6: (Label, Layout-R) Percent 
Type entry or use o coMNands _ 

13. You want roughly the same formula to apply to every 
other student. You also want K12 to be replaced with 
the total of their points. But you do not want KlO to be 
changed, because that's the total number of points 
anyone could have scored, and it remains unchanged for 
all students. So press 0-C to copy the formula in M12, 
choose within the worksheet, and press Return. 
Move the highlighting to M13 and press the period(.). 
Highlight cells M13 through Ml5. In each case, make the 
first value relative and keep KlO with no change. 

14. To keep the figures after the decimal point to two, put 
your highlighting in cell M12, press 0-L for cell Layout, 
choose to lay out a block of cells, and highlight cells 
M12 through M15. Then choose Value format 
(because you are formatting a series of values), choose 
Fixed (for a fixed number of places after the decimal 
point), and type 2. Press Return. 

15. To make your labels line up on the right side of each 
cell, press 0-V for standard Values, then choose Label 
format and Right Justify. 
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------------------------------------------------------------------------------- 

Chapter 8: Additional Practice 

If you'd like to see a gradebook like the one you've just 
created, see GradeBookl on your data disk. For an 
expanded version, see GradeBook2. 

153 

O-? for Help 

Building some spreadsheets 

AlO Employment Income 

All Pay Check 1 
Al2 Pay Check 2 
A13 (Blank) 
A14 Investment Income 
AlS Interest 
Al6 Other 
In cell A18, type Total Income. 

4. In cell E4, type the title Home Budget. 

5. In cells D7 through G7, enter abbreviations for January, 
February, and March, plus Total. 

6. In cell AS, type Income. 

7. In cells AlO through A16, put in labels for several 
sources of income: 

8. In columns D, E, and F, enter figures for each source of 
income, each month. 

Type entry or use O coN�ands 

File: Hoflle REU I EM1AOOICHAHGE Escape: Hain Henu ========A========B========C========D========E========F========G========H==== 1-· 2 
3 4 HONE BUDGET 
5 
6 
7 Jan Feb Har TOTAL B IHCONE 
9 10 ENplo�"ent lncoNe= 11 Pay Check I 2000 2000 2000 12 Pay Check 2 2200 1500 1700 

13 
14 Invest�ent lncoNe= 15 Interest 100 0 75 16 Other 0 0 25 17 
18 TOTAL IHCOHE 

------------------------------------------------------------------------------- Al 

� :I 
� I :t 
� � 

� I !ti 
� I� 

I 
r r � ,:1 
� 

� 

':i '� 
�]� 
�]� 

I� 

25 
20 17 23 20 

O-? for Help 

8 
9 
B 
B 

10 

HM 3 Em 1 

10 
7 
7 
9 
8 

HW 2 

9 
B 
9 
7 

10 

HM 1 

Grade Book 

Pat Pe99y Anita WilliaN 

First HaMe Possible Score -· 
09 
Type entry or use O coMNands 

Fi le: Grades REUIEM1AOOICHAHGE Escape: Hain Henu -=======A========B========C========D========E========F========G========H==== 
I 
2 
3 
4 
5 
6 
7 B Last Hm 
9 10 11 12 Davis 

13 Kapper 
14 Caldwell 15 SonoNa 16 17 
18 

Creating a home budget 
Basically, a budget lets you add up all your income, subtract 
all your expenses, and see what your financial situation is. In 
creating your budget, then, you need a label for each source 
of income and each type of expense. You also need a few 
formulas for adding the income, adding the expenses, 
subtracting expenses from income, and telling you what 
your net income is, if any. 

Here's a start: 
1. Start at the Main Menu. Choose Add files to the 

Desktop. Press Return. 
2. Choose to start a spreadsheet file from scratch. Press 

Return. 
3. Name the file Home. Press Return. 
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9. In cell A21, type Expenses. 

10. In cells A23 through A36, put in labels for several 
kinds of expenses as shown below. 
In cell A38, type Total Expenses; and in Cell A42, 
type the label Net Income . 

11. In columns D, E, and F, enter figures for each kind of 
expense, for each month. 

12. Now you add up the income. Start with your first row 
of income, and place the cursor in the column after the 
last month (Gll). Type in a formula summing up those 
entries: @SUM {Dll ... Fll) . 

13. Copy the formula down that column. Press 0-C for 
Copy, choose within the worksheet, and press 
Return. Move the highlighting to the next entry down, 
and press the period. Spread the highlighting from 
there to the row that shows net income, and press 
Return. Make the values relative. (When you sum up 
cells that are blank, you will get a zero.) 

O-? for Help 
HIS 
Type entry or use Q co��ands 

Fi le: HoNe Budget! REV!EMtAOOtCHANGE Escape: Hain "enu ========A========B========C========D========E========F========G========H==== 
I 
2 
3 4 HONE BUDGET 
5 
6 
7 Jan Feb Har Total 8 IHCONE 
9 10 ENplo��ent lnco•e: II Pay Check I $2,000 $2,000 $2,000 $6,000 12 Pay Check 2 $2,200 $1,500 $1,700 $5,400 13 14 lnvest�ent lnco•e: 15 Interest $100 $0 $75 $175 16 Other $0 $0 $25 $25 17 18 TOTAL !NCO"E $4,300 $3,500 $3,800 $11,600 -- 

14. To get a total for income, type in a formula in cell 
D18, under the first month, adding up the figures in 
the cells above: @SUM {Dll. .. Dl6). Copy that formula 
into the cells in the same row (18), under the other 
months and make the values reletive. 
For the row Total Expenses in cell D38, type in the 
formula@SUM{D24 ... D36). Copy it across row 38, and 
make it relative. 

15. In cell D42, type a formula subtracting total expenses 
from total income: @SUM{Dl8-D38). Then copy that 
formula into the other months, keeping values 
relative. 

Everything working? Congratulations! You're started on 
the road to financial planning. 

To see the file that we created using these instructions, 
see Home Budgetl or, to look at an expanded version, 
see Home Budget2 on the sample files disk. 

0-? for Help 

225 50 150 

800 
0 50 35 

300 100 

225 50 500 

245 500 

800 1000 35 500 

225 50 
0 

700 
0 35 25 

200 0 

Type entry or use Q co•�ands 

File: HoNe REVIEWIADDtCHANGE Escape:_"ain_"enu ========A========B========C========O========E========F==------G--------H---- 
21 EXPENSES 22 23 General Expenses: 24 Food 25 Nedical 26 27 Household: 28 Rent1Hort9a9e 29 Haintenance 30 Utilities 31 Other 
32 t' 33 Transporta ion: 34 Car Loan 35 Gas 36 "aintenance 37 
38 TOTAL EXPENSES . -------------------------- -------------------------------------------- 038 
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157 Building some spreadsheets 

3. In row 8, columns D, E, and F, type the labels easel, 
Case2, and Case3 so that you can compare several 
purchases to see which offers the best terms. 

4. In cell D14, type the formula for determining the 
monthly interest rate, dividing the annual interest 
rate by 12: +Dl2/12. 
Copy this formula into cells E14 and F14. Make the 
copy relative. 

5. Type in the formula for determining the financed 
amount, subtracting the down payment from the 
purchase amount and putting the result in cell 
015: (+DlO-Dll). 

Copy this into cells E15 and F15. 
6. Drop down to cell A18, and type the label Monthly 

Payment. 
7. Move over to cell D18, and type in the formula for 

calculating the monthly payment: 
(014/ (1-( (1+014) �-013) l) *015 

Now copy that formula into the columns Case2 and 
Case3, cells E18 and F18, with values relative. 
Enter values for the purchase amount, down payment, 
annual interest rate (expressed in decimal form, so 
that 12% is entered as .12), and term in 
months-under each Case. Let AppleWorks calculate 
the monthly interest rate, financed amount, and 
monthly payment. 
To have percentages expressed in the form 12.00%, 
move the highlighting into one of those cells (cells 
D12 ... Dl4), press 0-L, and choose Block. Then 
highlight all three cells and choose Values format , 
Percent, and two figures after the decimal point. 

8. 

9. 

� 

� � 

·� ! !I 10. 

!� 
i� 
111 

=I 
.. ii 

=I 
:iii 

Here's how: 
1. On the Main Menu, choose Add files to the 

Desktop. Then choose to start a spreadsheet file from 
scratch, and call the file Payments. 

2. In column A, cells AlO to A15, type the labels 
Purchase Amount,Down Paymen�Annual 
Interest Rate,Term in Months,Monthly 
Interest Rate, and Financed Amount. 

Monthly Payment - Financed Amount • Monthly Interes� Rate 
(1-((1 +Monthly Interest Rate)-Term m Months)] 

Using a spreadsheet to calculate 
without rows and columns 
The Spreadsheet can do repetitive calculations, particularly 
the complex ones, faster and more accurately than most 
people can manage on a calculator. The essence of a 
spreadsheet is its ability to calculate. Rows and columns 
happen to be used in most spreadsheets as they are in 
accountants' general ledger books, but they are not its 
reason for being. 
In calculating loan payments, you don't need a big grid like 
that. You need some places to enter values for the 
following: 
• purchase amount 
• down payment 
• annual interest rate (12% = .12) 
• term in months 
• monthly interest rate 
• financed amount 
• monthly payment (the result of all the calculations) 

And you need a few formulas. The only complex formula is 
the one for figuring out what the monthly payment will be: 
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coordinates (SS) 78-79 
copying. See also Ll-C 

cells (SS) 83-89 
from the clipboard 107-109 
formulas (SS) 150 
rows (SS) 89-90 

cursor 
insert mode 56 
moving by the word 54 
moving to beginning of 

file 65 
in SS 81 

0 
Data Base 

category 
arranging (sorting) 127 
deleting 32-33, 127 
moving 32 
subtotals 138-140 
totals 136 

entry changes 30 
formulas in 136, 144 
layout of records 28-32 
length marker 127 
list formatting 126-127 
overview of 12 
records 

finding 33-35 
multiple-record layout 28 
selecting 35-39 
single-record layout 28-29 

Index 159 

Index 

c 
calculating. See also Ll-K 

a difference 144 
loan payments 156-158 
manual recalculation 151 
a percentage 149 
subtotals (DB) 138-140 
totaling a category (DB) 136, 

145 
values (SS) 93 

category 
arranging (sorting) 127 
deleting 32-33, 127 

cells 
coordinates of 78- 79 
copying 

relative copies 85-89 
source highlighting 83-85 

finding (SS) 78-80 
centering text �) 60-62 
characters-per-inch 

adjustment 120-121 
circumflex (A) in text 122 
clipboard 15-16 

copying from 107-109 
printing to 104-105 

column identifiers (DB) 136. 
See also Spreadsheet, label 
columns 

commands. See control code 
commands; o 

connectors, DB record 
selection 37 

control code commands 
Control-B 122 
Control-Y 30, 144 

Abbreviations 
DB= Data Base 
SS = Spreadsheet 
� = �ord Processor 

A 
address report (DB) 130. See 

also mailing labels 
Apple II hardware 

requirements 35 
Apple Presents AppleWorks 

disk provided 2, 4 
Main Lesson Menu 9, 11 
starting 8 

AppleWorks Program disk 4 
AppleWorks Qutck Reference 

Card 2 
Apple Works Sample Files Data 

Dtsk 4 
AppleWorks Startup disk 4 
Apple Works Startup/Program/ 

Sample Files disk 4 
applications, moving between 

106 
arithmetic functions, @SUM 80, 

149, 154, 155 
arranging (sorting) a category 

(DB) 127 

B 
boldfacing text 121-122 
bulleted lists 123-125 

� 

� 

I:! 
I� 
I -� '� !� 
!� 
I ·� !� '� 
� -� 
ii 
=I 
� 

CASE3 

$204.56 

o-? for Help 

$11,500 $3,875 13.00% 48 1.08% $7,625.00 

CASE2 

$200 .13 

$13,000 $3,900 11. 50% 60 .96% $9, 100.00 

CASE! 

$210.67 

$12,000 $4,000 12.00% 48 1.00% $8,000.00 

----------- > 

A24 
Type entry or use o co�J11ands 
-----·------------------------------------------------------------------------- 

Fi I e: Loan Pay�ents REVIEWIAOOICHAHGE Escape: Hain Menu =========A===========B===========C===========O===========E===========F====== 
7 
8 
9 10 Purchase Afllount 11 Down Pa�J11ent 12 Annual Interest Rate (12%=.12) 13 Terfll in Months 14 Monthly Interest Rate -----------) 15 Financed Afllount -----------> 16 17 18 Monthly Payfl!ent 19 20 21 22 23, _ 241• 

You'll find your spreadsheet will help you with 
purchases as big as a house or a car, or as small as an 
appliance. (You can also look at a file we already created 
called Loan Payments on the Sample Files disk.) 

11. To have the entries for purchase amount, down 
payment, financed amount, and monthly payment 
formatted so they begin with a dollar sign and have two 
figures after the decimal place, use Ll-L the same way 
but choose Dollars and two figures after the decimal 
point. 
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Data Base (continued) 
reports 

addresses 130 
calculating subtotals 
138-140 

calculating totals 43-44, 
135-138 

creating a list 126-127 
format of 40-42 
home inventory 143-146 
mailing labels 141-143 
9's in 44, 104 
personnel records 
133-141 

preparing for WP 41, 
103-104 

printing to clipboard 
104-105 

printing to screen 44-46 
size of 41 

retrieving DB file 26-27 
Review I Add/Change 

display 28 
saving files 46-48 
tables format 126-127, 130 
transferring report to 

WP 102-109 
decimal places, in DB category 

totals 136 
deleting. See also 0-D 

a category (DB) 32-33, 127 
from cursor to end of line 30 
files from disk 111-113 
text 54-56, 109 

Desktop 
files on 14 
retrieving several files 

100-102 
Desktop Index 106 
disks 

making copies of s-6 
provided with Apple Works 4 
write-protected 5 

R 
RAM 

and the Desktop 14 
required for AppleWorks 3 

recalculate. See calculate 
records (DB) 

finding 33-35 
layout of 28-32 
selecting 35-39 

reports (DB) 
calculations in 135-140 
changing the size of 41-42 
format of 40-42 
9's in 44, 104 
preparing for WP 41, 

103-104 
printing to clipboard 

104-105 
printing to screen 44-46 
Report menu 40, 103 
totaling a category 43-44 

Reset 8 
Review/Add/Change display 

in DB 28 
in WP 53 

ruler (WP) 65 

161 Index 

s 
saving 

DB file 46-48 
SS file 97-98 
WP file 71-72 

searching 
and replacing text (WP) 

64-66 
DB records 33-39 
for a page (WP) 70 
for text (WP) 58-60 

single-record display 
(DB) 28-29 

sorting category (DB) 127 
specifications 

DB report size 41 
hardware 3 
SS size 78 

0-Q (Quick change) 106, 
126, 128 

0-R (Record selection, DB) 35 
0-R (Replace, WP) 65 
0-Right Arrow 

DB use 42, 127 
WP use 54 

0-T (Titles, SS) 151 
0-T (Totals, DB) 43, 136 
0-V (standard Values) 

DB use 143 
SS use 150, 151 

0-W (Windows) 94 
0-Z (Zoom) 

DB use 29, 142 
WP use 64 

Other Activities menu 112 

p 
page breaks (WP) 69- 71 
page length 142 
personnel record (DB) 133-141 
pointers (SS) 85-86 
printer options. See also Other 

Activities 
boldfacing text 121-122 
characters-per -inch 

adjustment 120-121 
in clipboard material 109 
display in text 64 
left-margin setting 123 
page length 142 
WP use 60-61 

printer specifications 142. 
See also printer options 

printing. See also 0-P 
DB report 40 

to clipboard 104-105 
to screen 44-46 

WP document 110-111 

Q 

quitting AppleWorks 49, 73, 114 

menus 
Apple Presents AppleWorks 

Main Lesson Menu 9, 11 
AppleWorks Main Menu 23 
Other Activities menu 112 
Print the Report menu 44 
Report menu 40, 103 

move command (0-M) 66 
multiple-record display 

(DB) 28 

0 
0-1 through 9 

SS use 81 
WP use 65, 68 

0-< 32 
0-A (Arrange) 127 
0-C (Copy) 

SS use 83, 89, 90, 150 
WP use 108, 128 

0-Control-Reset 8 
0-D (Delete) 32, 55 

DB use 127 
WP use 109, 128 

0-F (Find) 
DB use 33 
SS use 78 
WP use 58, 107 

0-G (Group) 139 
0-J (Iustify) 

DB use 142 
SS use 96 

0-K (Calculate) 
DB use 136 
SS use 93 
WP use 69 

0-L (Layout) 30 
0-Left Arrow 

DB use 42 
SS use 81 
WP use 54 

0-M (Move) 66 
0-0 (printer Options) 60, 

62, 121-123 
0-P (Print) 

DB use 40, 44, 104, 126, 
127 

WP use 110 

J 
justify command (O-J) 

DB use 142 
SS use 96 

insert cursor 56 
integrated applications 15 

moving between 106 

K 
key values (SS) 91-93 

M,N 
mailing labels 141-143 

address report (DB) 130 
Mail Merge option 130-132 
Main Menu 23 
manual recalculation 151 
margins (WP), changing left 

margin 123 
markers (WP) 63-64 

L 
labels (SS) 82--83 
layout of DB records 28-32 
left-margin setting (WP) 123 
length marker (DB) 127 
list formatting (DB) 126-127 
loan payment calculation 

156-158 

H 
hardware requirements 35 
home budget (SS) 152-155 
home inventory (DB) 143-146 

G 
grade book (SS) 147-151 
group command (0-G) 139 

F 
files 

and the clipboard 15-16 
deleting from disk 111-113 
on the Desktop 14 
retrieving 

DB file 26-27 
several files 100-102 
SS file 76- 77 
WP file 52-53 

saving 14 
DB file 46-48 
SS file 97-98 
WP file 71-72 

finding. See also 0-F 
a page (WP) 70 
records (DB) 33-35 
SS cell 78-80 
text (WP) 58-60 

form letters 
editing the letter 120-125 
importing data from DB 

125-129 
Mail Merge addresses 

129-132 
formulas 

copying within SS 150 
in DB 136, 144 
functions and 80 
pointers 85-86 
in SS 154, 155 

functions 
@SUM 80, 149, 154, 155 
arithmetic 80 

E 
editing. See text 
embedded printer option 61 
entries, in changing (DB) 30 
Escape key, returning to Main 

Menu 24 
exiting AppleWorks 49, 73, 114 

Index 160 



162 Index 

T 
text 

adding 56-57 
centering 60-62 
deleting 54-56 
moving 66-68 
searching for 58-60 
unjustified 62 

titles command ((j-1) 151 
top of page, changing 142 
totaling a DB category 43-44. 

See also sum 
two disk drive systems 23-24 

u 
unjustified text 62 
Using Apple Works 2 

v 
values (SS) 80 

key values 91-93 

W, X, Y 
"What If?" calculations 93 
windows (SS) 94-96 
Word Processor. See also 

printer options 
adding words 56-57 
AppleWorks Ruler 65 
boldfacing text 121-122 
bulleted lists 123-125 
centering text 6o-62 
characters-per-inch 

adjustment 120-121 
copying from the 

clipboard 107-109 
cursor movement 54 
deleting text 54-56, 109 
finding a page 70 
finding text 58-60 
importing DB report 

106-109 
left-margin setting 123 
Mail Merge option 130-132 
moving text 66-68 

overview of 12 
page break calculation 69- 71 
printing document 110-111 
retrieving WP file 52-53 
Review I Add/Change 

display 53 
saving file 71-72 
searching and replacing text 

64-66 
setting marker 63-64 
unjustified text 62 
wraparound words 56-57 

wraparound feature 56-57 
write-protected disks 5 

z 
zooming 

display printer options 
(WP) 64 

single-record layout (DB) 29 

Spreadsheet 
arithmetic functions 80 
calculating values 93 
coordinates 78-79 
copying cells 

relative copies 85-89 
source highlighting 83-85 

copying rows 89-90 
finding a cell 78-80 
formulas in 80, 85-86, 154, 

155 
labeling columns 148 
labels 82-83 
manual recalculation 151 
moving through 81 
overview of 13 
pointers in 85-86 
repetitive calculations 

156-158 
retrieving a file 76- 77 
sample spreadsheets 

grade book 147-151 
home budget 152-155 

saving files 97-98 
size specifications 78 
standard Values 150 
titles command 151 
values in 80 

key values 91-93 
"What If?" calculations 93 
windows in 93-96 

starting 
Apple Presents AppleWorks 8 
Apple Works 

3.5-inch disk systems 
20-22 

5.25-inch disk systems 
18-20 

subtotals (DB) 138-140 
sums 

@SUM function 80, 154, 155 
totaling a category (DB) 

43-44 
system specifications 

(hardware) 3 



,. � .e Tell Apple About Apple Works .... 

• Please contact your authorized Apple dealer when you have questions about your Apple products. Dealers are 
trained by Apple Computer and are given the resources to handle service and support for all Apple products. If 
you need the name of an authorized Apple dealer in your area, call toll-free: 800-538-9696. 

• would you like to tell Apple what you think about this product? After you have had an opportunity to use this 
product, we would like to hear from you. You can help us to improve our products by responding to the 
questionnaire below and marking the appropriate boxes on the card at the right with a "2 lead pencil. If you 
have more than one response to a question, mark all the boxes that apply. Please detach the card and mail it to 
Apple. Include additional pages of comments if you wish. 

•CJ CJ CJ CJ CJ CJ CJ CJ- CJ CJ_ 
•CJ CJ CJ CJ CJ CJ CJ - CJ CJ CJ CJ 
• CJ CJ CJ CJ CJ - CJ CJ CJ CJ CJ - 
• CJ CJ CJ CJ CJ - CJ CJ CJ CJ CJ CJ 
• CJ CJ CJ CJ - CJ CJ CJ CJ CJ CJ CJ 
• CJ CJ CJ CJ CJ CJ CJ CJ CJ - CJ CJ 
• CJ CJ CJ CJ CJ CJ CJ CJ - CJ CJ CJ 
• CJ CJ CJ CJ CJ CJ CJ CJ - CJ CJ - 

Please Do Not Mark Above This Line 

I 
• 3. [TI (I] [I] 

• 8 [IJ (I] [I] 

• 7. [IJ (I] [I] [!] 

• 5. [IJ (I] 

• 6. [TI (I] [I] [!] [TI [I] 

' 
11111 4. [I] (I] 
I 

• 1. [TI (I] [I] [!] CI] [I] 
I 
• 2. [TI (I] [I] [!] CI] 

• 9. [IJ (I] , 

• IO. [IJ (I] [I] [!] CIJ [I] 

• 11. [I] (I] [I] [!] CIJ [I] 

• 12. [I] (I] [I][!] 

• 13. [TI (I] 

• 1 -1. [TI (I] [IJ [!] [I] [I] 

• 15. [I] (I] CIJ [!] CIJ [I] 

• 16. [I] (I] CIJ [!] CIJ [I] 

030-3143-A Thanks for your time and effort. 

1. How would you rate AppleWorks overall? ( 1 =poor ... 6=excellent) 

2. Where did you purchase AppleWorks? (1 =dealer, 2=Corporate Buy, 3=Teacher Buy, •=department store, 
5=other) 

3. Which Apple computer are you using? (1 =Apple Ile, 2=Apple Ile, 3=Apple II/Apple II Plus) 

4. If you are using a memory expansion card, who is the manufacturer? (1 =Apple Computer, 
2=other manufacturer) 

5. Which size AppleWorks disks are you using? (1 =5.25 inch, 2=3.5 inch) 

6. Where are you using AppleWorks most often? (1 =home/personal, 2=home/business, 3=work, 
•=school/classroom, 5=school/administration, 6=other) 

7. Which AppleWorks application are you using most often? (1 =word processing, 2=data base, 3=spreadsheet, 
•=mail merge) 

8. How much of the Apple Works Tutorial have you read? (1 =entire manual, 2= individual chapters, 3=Additional 
Practice chapter) 

9. How much of Using Apple Works have you read? ( 1 =entire manual, 2=specific chapters) 

10. How easy were the AppleWorks manuals to read and understand? ( 1 =difficult ... 6=very easy) 

11. How would you rate the Using Apple Works and Apple Works Tutorial manuals? ( 1 =poor ... 6=excellent) 

12. How often do you use the Quick Reference Card? ( 1 =none of the time, 2=some of the time, 
3 = most of the time, •=all of the time) 

13. Did you use Apple Presents Apple Works? (1 =yes, 2=no) 

14. How would you rate Apple Presents Apple Works? ( 1 = poor ... 6 = excellent) 

15. How helpful was Apple Presents Apple Works in learning how to use AppleWorks? 
(1 =riot helpful ... 6=very helpful) 

16. How helpful were the sample files? (1 =not helpful ... 6=very helpful) 

17. Please describe any errors or inconsistencies you may have encountered with the materials. (Page numbers 
would be helpful.) 

18. What suggestions do you have for improving AppleWorks? 
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Tiii!: APPLE PUBLISHING SYSTEM 

'Ibis Apple manual was written, 
edited, and composed on a 
desktop publishing system using 
the Apple MacintoshTM Plus and 
Microsoft• Word. Proof and 
final pages were created on the 
Apple LaserWriterTM Plus. 
POSTSCRIPTTM, the 
LaserWriter's page-description 
language, was developed by 
Adobe Systems Incorporated. 

Text type is ITC Garamond• 
(a downloadable font distributed 
by Adobe Systems). Display 
type is rrc Avant Garde 
Gothic•. Bullets are ITC Zapf 
Dingbats•. Program listings are 
set in Apple Courier, a 
monospaced font. 



Tuck end flap 
inside back cover 
when using manual. 
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Apple Computer, Inc. 
20525 Mariani Avenue 
Cupertino, California 95014 
408 996-1010 
TIX 171-576 

030-0373-A 
Printed in USA � 
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