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Chapter 1: Welcome to AppleWorks

AppleWorks™ 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.
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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.

What you’ll need

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

Hardware

To practice with AppleWorks, this is what you’ll need:

m An Apple II computer (Apple Ile or later) with at least
128K of RAM.

B An 80-column or extended 80-column text card (for the
Apple Ile only).

m A video monitor. (A TV set doesn’'t provide a clear
enough picture for AppleWorks.)

® One disk drive. (A second disk drive is desirable.)

m A printer. (This is optional for learning, but highly
desirable for using AppleWorks.)

What you'll need 3



—_—
m 3 m A blank 3.5-inch disk to make a copy of the program
Software ¥ ik
And of course you need software—the stuff that makeg | A o
the computer go. Your AppleWorks package contains U]
disks in two sizes. These disks contain the software you ™ What to do first

need, plus some files you'll use as you learn AppleWorks. The 5.25-inch disks you received in your package are all

If you use a 5.25-inch drive, you’ll need write-protected to prevent accidental damage to their

s

m The Apple Presents AppleWorks disk. Use this first. - contents. But AppleWorks needs to write information to
Each side of this disk contains lessons you use to learn ﬂ 1 the program disk every time you start. So if you use 5.25-
AppleWorks’ basics. When you're finished with the En inch disks, you need to copy both sides of your startup

.3 sl k| 4
first side of the disk, just flip it over to learn more t"; 3 and program disk, using one blank disk for each side.
from the other side. N

i, e Biier slde H] The 3.5-inch disks are not write-protected, but we still

m The AppleWorle:S‘ St.artup and AppleWorks Program disk. P | recommend making a backup copy of the program disk.
Each side of this disk holds some of AppleWorks' many 1 P (This disk includes all the files you'll need for this
features. When you ye made a copy of ea(?h side, you'll E tutorial.) Don’t write-protect the copies; then AppleWorks
run AppleWorks with just those two copies, storing = can put up-to-date information on them when you begin to
your original disk in a safe place. = use the program. Your owner’s guide or the manual for

~ m Two blank disks to make copies of the startup and B S your operating system tells you exactly how to copy. Use
program sides. ) the original disk’s name for the copy.

m The AppleWorks Sample Files Data Disk. This disk [ 3] E When you've made a copy, put the original disk in a safe
includes letters, spreadsheets, and data base files place, and work with the copy. For easy reference, copy
you'll use as you practice more features with this E = the label name exactly from the original.

. E = If you are going to be using 5.25-inch disks, you may also

If you have a 3.5-inch drive, you'll need ‘ want to make a copy of the AppleWorks Sample Files

m The Apple Presents AppleWorks disk. Use this first. It E | = Data Disk. (That way you'll always have a fresh copy for
contains lessons you use to learn AppleWorks' basics. E. 3 others to use as they go through the exercises in this
T ABBlEWEE - / . - manual, and you’ll be able to save any changes you make

" WI‘? 2D e, or d tartup ”Of’;fl,m g'a’}?p ¢ ‘?1 zl 3 S E J C to the sample files, if you want.) Be sure to copy both
A eln\;;oukve rr-la;)e: 4 C(;FY oL e Gists, FOILU S8 ; ; J sides: side 1 of this disk contains the files you need for

PpIeWOrKs with just t .at copy, stolrmg Your Of g E: 3 the Beginning Tutorial, and side 2 contains the files you
disk 1(:1115; safe pl(;m;' T}ES dlsf% also 1f111c1udes letters, ' 1 use in the Additional Practice, as well as sample files
Spreacsueets;, an, cata asc liles you.. use as Jei E- 3 showing you some of the different things you can do with
practice more features with this tutorial. (You do not a AppleWorks
need a separate startup disk, because that part of the E- 3 ' -
program is included on your 3.5-inch disk; even though . You don't have to copy the Apple Presents AppleWorks
it's smaller, it holds more data.) Ei 3 training disk.

Ei 4
E i 4
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When you've finished making copies of disks, go to the

next chapter to get started with Apple Pre
_ S
AppleWorks. ’ .
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Starting the Apple Presents
AppleWorks Disk
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A HATN LESSON MENL Aeple Presents Applellorks
-
F What you can do:
-
- O [ifroduction ]
With Apple Presents AppleWorks, you'll get some hands- — 2 4n Querview of Appledorks
on experience with AppleWorks. Imagine you're helping -
out at the best bakery in town—Mom’s Apple Pie = Bt Tk
Company. In a few minutes, you'll be examining financial i 4. The Data Base
records for Mom’s Apple Pie Company, writing letters, - 5 The Word Processor
and preparing plans. In this tutorial, you’ll combine — P g
budget information from a spreadsheet with lists from E . IP
your data base to help Mom get a loan for a new factory i1 7. Putting It ALl Together
that she wants to build in the shape of (what else?) a pie. 8. Quit
Here’s how to start: = N Ber, or use arrous, then press RETURN
& nunber, , ‘
1. Find the disk labeled Apple Presents AppleWorks. ! 4
4 H(?ld the disk Wli&:i.t?{e lab;;:l facing up- (It you e i If you have a 5.25-inch disk, part of your training isf_?;
using a 5.25-inch disk, make sure it says Side One.) - the first side and part on the second side, so your I
3. Insert the disk into drive 1. If you are using a i menu looks like this:
computer with a built-in drive, that is drive 1.
: - ‘
* Iggpz‘iﬁgeali(éi%uf; 3;11;11;1'1 (ior;l??lngoincllf (}Ifcc))rlll;rol and at 7 MATN LESSON MEWU, SIOE ! fpple Presents Appledorks
’ b i

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

What you can do

U d

PO MMM T MM MmN MmN WY e e NN NS NNN NN

ds infi f the disk. A titl &
reads information from the disk. A title screen appears = ey of AeeleHorks
briefly, and then you see the Apple Presents : 2. ¥ Duarvled oF ReE
AppleWorks Main Lesson Menu. ¢ = 3. Gateway
On the 3.5-inch disk, all the material is on one side, so ] 3 4. The Data Base
you get a complete menu of lessons. _1 5. Quit
-
i 3
g 3 UkN
l Type nuiber, or use arrous, then press RETURN.
i 3
i 3
'I' 4
. . i he Apple Presents AppleWorks Disk Q
8 Chapter 2: Starting the Apple Presents AppleWorks Disk i | Chapter 2: Starfing pP
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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
m all your plugs are fitted snugly
® your monitor is on (and the brightness is turned up)

m 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 & 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 AppleWorks Disk
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MAIN LESSON MENU, SIDE 2

Apple Presents Applelorks

Hhat you can do:

i
2. The Spreadsheet

3. Putting It All Together
4. Quit

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.

See you then!

The key ideas

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

Three-in-one

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

The key ideas
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rolled into one. And you can move information among al|

three applications. That's why it's called integrated
software.

The Data Base

’.I‘he AppleWorks Data Base helps you organize and print
information you might ordinarily keep in lists or in pile
of index cards: B

m names and addresses

m personnel records
schedules and checklists
expense items

household and business inventories

checkbook records
m travel itineraries

m 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.

M N N f NN NNSNSS I

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

H Mmemaos

m letters

reports

proposals

m articles

Chapter 2: Starting the Apple Presents AppleWorks Disk
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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:

m financial statements

m 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.

The key ideds 13



Files

To start a document, you create a file—you might think of
a file as the electronic version of your document. Fileg
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.

L G

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.

Chapter 2: Starting the Apple Presents AppleWorks Disk
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What infegrated 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 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.

The key ideas 15
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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 AppleWorks Disk
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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

m a copy of the AppleWorks Program disk

m 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 AppleWorks

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
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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 &, and at
the same time press Reset to restart the computer.

In a2 moment, a copyright screen appears briefly. Then

the title display appears. The prompt at the bottom of
the display tells you to switch disks.

T
fpplelorks
Integrated Softuare

By R.J. Lissner and ﬁpsle Compu
Copyright Apple Computer 1983-86

Place the Applelorks PROGRAM disk in Drive | and press Return. 56K dvail.

If you don't see this screen, check to make sure that
m all the plugs on your equipment are fitted snugly

® your monitor is on (and the brightness is turned up)
m your copy of AppleWorks Startup is in drive 1

m 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.

How to begin 19
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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. Type 9/7/84.

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.

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 G, and at

the same time press Reset to restart the computer.

Chapter 3: Starting the Real Program
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In a2 moment, a copyright screen appears briefly. Then
the title display appears.

TH
fpplellorks
Integrated Softuare

By R.J. Lissner and ﬁpgle Computer, Inc.
Copyright Apple Computer 1983-86 V2.8 USh

Press Space Bar to continue 1 56K Avail,

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
m all the plugs on your equipment are fitted snugly
®m your monitor is on (and the brightness is turned up)

m your copy of AppleWorks Startup/Program/Sample
Files disk is in drive 1

m the disk label is facing up
m 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.
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

How to begin 21
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typed and suggests it for today’s date. It’s ,
“best guess” for the date. (If you have an ati%iizziorks
clock 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 th
date. Back then, Mom’s Apple Pie Company wa,s i
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
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The disk drive AppleWorks uses
to find and to save your files
(Your screen may show a

Disk: Disk 2 (Slot &)
e

/ﬂﬂIH HEKU
7

different drive.)

Your program location—the part
of the program you're in at the

fatin Menu

moment

Menu options let you choose

Save Desktop files to disk

what fo do next.

Help: Press these keys for a list
of the commands you can use.
The @ may be an inverse A,

Remove files from the Dasktop
Other Activities
fuit

fTon on & i rof —1

depending on your computer.

The prompt asks you to type
some information or respond to

Type number, or use arrows, then press Return G-7 tor Help

a question.

The Main Menu is your gateway into AppleWorks. In the
following chapters, you’ll start here and move into the
various applications.

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.

Using two disk drives 23
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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.

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

disk.

. Press Return.

. From the Change Current Disk menu, choose Disk 2 (on

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

. Press Return. You return to the Add Files menu, with

that drive listed at the top of the display as the current
disk.

. To get back to the Main Menu, press Escape.
. 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
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Y_ou’ve used the Apple Presents AppleWorks trainin
disk to help Mom’s Apple Pie Company rearrange a %ile
qf customers by credit rating. The company needed the
file as part of a loan application. You also made a file f,
the bakery’s new organic pies line. E

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. '

% If you have_n 't started up AppleWorks: 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 usir;g
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 2dd files to the Desktop.
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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.

File' Organic Pies REVIEH/A00/CHANGE Escape: Main Menu

Selection: A1l records

Pie Hame Units Sold Units/fonth Date Introduced Total Sales

fpple Light 4600 2000 Jul 4 84 $16,008

Carob Crunch 2600 908 Hay 5 84 $14,008

Coconut Custard 2808 (] May 584 $12, 060

Ensp»f Cotton 20 ] Aug 14 B4 488

Granola Fudding 280 50 May 5 84 $300

Kunquat gon 138 MaT 5 a4 3,600

Pisco 5 3 Jul 484 28

Pure Peach gag 440 Jul 4 B4 3,200

Raganuffin 208 259 Jul 4 84 2,008

Rhubard 480 208 Jul 484 1,608

Squash Blosson 4@ 200 Jul 4 B84 {580

Strauberry Strip 46l 200 hu? 14 g4 1,608

legetable 285 188 Jul 4 8¢ 1,200

Uery Berry 6000 1500 Ma'f 5 84 524, 006

Yogurt Yummy 1258 300 Jul 4 84 $3,679

Tuype entry or use ¢ comnands &-7 for Help
Getting a data base file 27



The multiple-record layout gives
you many records af the same
fime—the big picture of organic
pie performance.,

Pie Name is one of the
categories in the Organic Pies
file.

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.

File: Organic Pies

REVIEW/ADD/CHANGE Escape: Main Meny

Selection: All records

Granola Pudding is an entry
under the Pie Name category.

All the entries about Granola
Pudding make up its record.

Al UlEand UnitsMonth  Date Introduced Total Sales
Arple Light g s e Eééé---..-----------_____...----_:.=========
Carob Crunch 3600 00 ﬁgb g gi ﬁ?,%ﬁ%
Coconut Custard 2300 L] May 3 84 $12, 000
Cr1sp\f Cotton 20 20 Aug 14 84 £80
Efﬁﬂﬂaf Pudding Egg a0 tay 3 84 $800

b L

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.

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,

28 Chapter 4: The Data Base
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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 G-Z to zoom into single-record layout. You see
this:

File: Organic Pies REVIEW/ADD/ CHANGE Escape: Main fenu

Selection: All records

Record 5 of 16

Pia Name: Granola Pudding Delight
Units Sold: 260
Units/Month:, 38

Oate Introdiced: May 35 84
Total Sates: $80@

Entry

Total Profit: $108
Price/lnit: §4.08
Cost/Unit: §3.58

Profit/Unit: $8.58

¢=7 for Help

Type entry or use ¢ commands

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.

Looking at single-record layout 29
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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 with Delite.

1. Move the cursor to the g in 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 G-Z.

When Mom reviews the file in single-record layout,
she'll be happy to see the new pizzazz in Granola
Pudding Delite.

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 G-L. That’s for Layout. AppleWorks shows you the
Change Record Layout display for multiple-record
layout.

Chapter 4: The Data Base
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What you can do: you can
make the columns wider or
narrower, or move them

around.

File' Organic Pies CHANGE RECORD LAYOUT  Escape: Review/Add/Change

How to do it

] I
==} or {-- Move cursor itk
g ¢ Suitch category positions
s T Chan%e column width
g-ﬂ Delete this catesory
[ Insert a previously deleted category

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

filo. Fie Name Units Sold  Units/Month Date Introdyced Total Sales
Arple Light 4060 2008 Jul 4 84 $16,000

More ---> af the bottom right of Carob Crunch 3660 900 Hay 3 84 $14,000

the screen indicates that there Coconut Custard 2308 780 May 5 84 $12,008

are more gafegories off .To ‘rhg _____________________________________________________________________ Vi

ir‘.lsgr:i‘;in?m s where Profit/uni Use options shoun above to change record layout 39K Muail,

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.)

P ) | T

Insert a previously usuw.  _wawury

Total Sales  Total Profit Profit/Unit Price/Unit Cost/Unit i
$16, 000 45,000 $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 r]4
N e e T s e e e e T e e
Use options shoun above to change record lavout 39K Avail.

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

Changing the layout 31
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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.

velefe this catey ,

g1 Insert a previously deleten category
E_ig_@g ________ Uﬂ}ts_ﬁﬂd i Units/Month  Profit/Unit Date Introduce
teele Lisht 4000 2030 i R w
Carob Crunch 3600 an0 §H? #Egb ggj
Coconut Custard 2800 760 $1.67 May 3 84
Use options shoun sbove to change record layout sat o™

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 Arrow to move to the Date Introduced
category.

2. Press &-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.

Chapter 4: The Data Base
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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.

File' Organic Pies REUIEW/ADD/CHANGE Escape: Main Menu

Selection: All records

Pie Hame Units Sold Units/Month  ProfitsUnit Total Sales

fpple Light 4 $16,000
Carob Crunch 3 4,800
Coconut Custard 2 2,000
I3r1spLI| Cotton 2
Granola Pudding 2
Kumquat 6
Pisco 5
Pure Peach g
4
4
4
2
b
|
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Raganuffin
Rhubarb

Squash Blosson
Strauberry Strip
Yegetable

Very Berry
Yogqurt Yummy

Type entry or use ¢ commands ¢=7 for Help

Cadl e = P O P T P o = LD

O N O 0 o O LN CNCDCD

O e o W e o 1T
mﬁﬁm@@mo&@@m@iﬁle
KO0 OO T Con B O (e 105 e o0 0 o0 1T ) e 50
Ay A5 B A A A B A S by A 39 LG b

Pty T e s dah e Bl o oy TR Py

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.

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?

Finding things 33



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 G-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.

File: Organic Pies FIND RECORDS Escape: Review/Add/Change

Find all records that contain RHU
Press ¢-F to change Find.

Pie Name Units Sold Units/Month Profitslnit  Total Sales
Rhubarb 460 200 51.00 T shem
R e T L 47 for Help

Chapter 4: The Data Base
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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.

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:

m pies introduced since May 1
m 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 G-R.

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

File: Organic Ples SELECT RECORDS Escape: Review/Add/Change
Selection:

Pie Nane

1

2

3. Uniks/Hon
4, Date Introduced
9. Total Bales

6. Total Profit

7. PricesUnit

8. Cost/Unit

9. Profit/Unit

Type number, or use arrous, then press Return _ 59K Avail.

Selecting records 35



File: Organic Pies SE'

Selection: Units Sold

M O 00—y O P G P e

pquals

15 less than
is not equal to

is blank

is not blank
contains.
beains,wzth

gnds with :
does not contain
does not begln.uith
does not end with

Tupe number, or use arrous, then pr
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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:

File: Organic Pies SELECT RECORDS Escape: Review/Add/Change
Selection: Units Sold is greater than

Tupe comparison information: 55K Avail,

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

File: Oroanic Ples SELECT RECORDS Escape: Review/Add/Change
Selection: Units Sold is greater than 380

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 Ples SELECT RECORDS

Selection: Units Sold is greater than 200
and Date Introducea

Escape: Erase entry

O e Gl T e—
m
=]
et
=
e
=
W

is not blank
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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.

File: Organic Pies SELECT RECORDS Escape: Review/Add/Change
Selection: Units Sold is gqreater than 369
and Date Intruduceg is g?teraﬂag

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

__________________________________________________________________
-------------

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

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.
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File: Organic Pies REVIEW/ADD/CHANGE Escape: Main Menu

Selection: Units Sold is grgater than 368
and [ate Introduced is after May

Pie Name Units Sold Units/Month  Profit/Unit Total Sales
fpple Light 4000 2000 1.28 $16.008
Carob Crunch 3668 900 i $14,000
Coconut Custard 2800 7aa 1.07 $12,000
Kumquat 608 130 2.00 $3,600
Pure Peach gae 440 .84 $3,200
Raganuffin 388 290 .90 2,000
Rhubarb 480 200 1.08 1,600
Squash Blossom 408 200 1.00 $1,608
Strauberry Strip 468 200 2.83 §1,600
Very Berry 6000 1308 1.08 $24,800
Yoaqurt Yummy 1250 260 B.58 $3,679
Type entry or use ¢ commands -7 for Help

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 base
in order to print it, you are making up a report. In this
section, you'll prepare a report to print—choosing what
to include, and adjusting its width. Then you’ll print the
report to the screen. (You don’t have to have your printer
hooked up for this.)

Preparing a report 39



In the highlighted option you'll
find formats you prepared
earlier.

Every report 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 G-P for Print.

The Report menu appears, with five options:

REPORT MENU Escape: Review/Add/Change

File: Urﬁanic Pies
one

Report:

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

Labels format presents all the
information for one record, like
a mailing label or index card. It's
equivalent to single-record
layout on the screen.

Ny UCEYETIRAEA
2. Create a new "tables" format
3. Create a neu "labels" format
4, Quplicate an existing format
3. Erase a format

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.,
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File: Draanic‘Pies REPORT FORMAT Escape: Report Menu
ReTortj rganic Pie Sales
Selection: Units Sold is greater than 320

and Date Introduced is after May

==) or (== Move cursor = =i Right Justify this categary
) g {  Suitch category positions -k Define & calculated category
What you can do == Change column width - Change report name and/or title
-i\ Arrange (sort) on this category -0 FPrinter options
-0 “Delete this categorg -P Print the report
-G Add/renove aroup totals -R Change record selection rules
How o do it -1 Insert a prev. deleted category -T Add/remove category totals
Pie Name  Units Sold Units/Mo Date Total 5a Total Pr Profit/l L
Cursor = . o5 ey ] | iy ! e e g
fipple Light 4400 2eee  Jul $l6.00g $3.000 $1.28 o
The margin indicator shows the Carob Crunch 3668 900 Hay $14.000 $4,000 $1.11 ¢
length of the longest line in Coconut Cust 2868 780 Hay §12,000 $3,000 $1.687 7
characters. The report is now 67
t ide, —————————————s=ssaasssssssnas Smasmmmapf= s onense oo
SR EsyIcR Use options shown above to change report format J3K Avail.

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 60 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.

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.

Preparing a report 4]
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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. Yoy
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 G-Left Arrow to shrink the column down to five
characters in width.
& with the Left Arrow makes columns narrower; &
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.

File: Organic Pies REPORT FORMAT :
EETor’u Erganic Pie Sales Excape! Reporiiess
2

ection: Units Sold is areater than 200

and Date Introduced is after flay

==) or (== Hoye cursor -) Right justify this categor

? ¢ Suitch category positions -K De?ine a calculated catggo?g
==) ¢ {-- Change column uidth -N l‘.hanee report name and/or title
=R Rrrange (sort) on this category -0 Printer options

-0 Delete this categar% - Print the report

-G Add/remove group totals -k Change record selection rules

-1 Insert a prev. deleted category -1 Add/remove category totals

Pie Name Units Units/Mo Date Total Sa Total Pr Profitsl L

e I e B ] [ e R T T e
fApple Light d@oe 2000 Jul §16,000 45,008 $1.20 n
Carob Crunch 3600 900 May #14,000 $4.008 ¢$1 11 6
Coconut Cust 2800 764 Hag $12,080 $3.000 $167 O
Use options shoun sbove to change report format 5K Avail,
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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.

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 G-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 &-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.

§:E Add/renove o yuvdld g—R Change 1 vn. - wcametlon rules
1 Insert a prev, deleted category -1 Add/remove category totals

(=W}

Pie Name Units Units/Mo Date Total Sa Tobal Pr Profit/l L
fpple Light 4808 2680 Jul §16,000 99999993 §1.20
Carob Crunch 3608 96A May $14,000 99999339 &1 11 ¢
Coconut Cust 2808 708 Mau $12,000 99999339 §{.87

Use options shoun above to change report format 55K Avail.
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The column fills up with 9's. That's only to show that the h Your list of printers may be different, depending on
numbers will be right justified. When you print the | A _ what information you've given AppleWorks.
report, the actual numbers in that category will line up 2 2. Move the highlighting down to The screen.
along the right edge of the column so that you can check ¥
the addition easily. The double dashes (=) under the 9’s - 3. Press Return.
will be replaced with the totals. By - AppleWorks gives you a message that tells you how to
¥ < stop printing or pause during printing:
e ¥ =
Prmhng to the screen | While the printer is running
You've done it! You've got the report formatted. Now you E Jou can use these keys:
can take a look at it on the screen to admire your B W Escape totstoptprinting gnd ;
handiwork. return to report forma
1. To print a report from the Report Format display, press | T Lol Eg Eg:ﬁnue printing
G-P for Print.
AppleWorks asks you where you want to print the E : 3
report: » i L) At the bottom of the screen, you could type a date for
the report, but that's not necessary.
File: Uraanic,meg PRINT THE REPORT Escape: Report Format s = 4. To start printing, just press Return.
RE?OI’tf rganic Pie 8ales ‘ .
Selection: Units Sold is grgater thap 309 E = And there it is:
and Date Introduced is after May |
B =
S=====s=ssEIEEEEEIEESSEEESSSSSSSsSsssssSSSSoosSss=====ss====IIIEZSEZEEE=SSsssssooc= I File: Urganic Pies Page l
Report: Organic Pie Sales
Where do you uant to print the report? E: = Seiectiom Units Sold is grgater than 304
| .and Date Introduced is after Hay :
é‘ W E- = Pie Name  Units Units/Mo Date Total Sa Total Pr Profit/U
" The screen . Ewmwmm @ amleeemieess mmeai mmmmmmme e memmmmen mmmmme—e —mmeeoe
3. The clipboard (for the Word Processor) I The column of 9°s has fumned Apple Light 4080 2086  Jul 416,000 5006 $1.20
4. The clipboard (for Mail Merge) , ; Caroh Crunch 2£AA m_m_mm_/qaaa Tl
S0 'text (ASCI1) File on disk. = RECk ki hUmoers, Coconut Cust 2800 709 MNay §12,000 3008 §1.97
6. A DIF (TM) file on disk & J 3 éumqust ! ggg ig ﬂatll ggpggg 1%% %gs
- ure Peac ul §3, .
Raganuffin 3508 230 Jul  $2,000 B.98
J Rhahar‘h 408 208 Jul $1,600 400 41,09
E: = Squash Bloss 408 200 Jul §1,600 406 $1.90
J The asterisk distinguishes the ﬁgﬂ“g:;::i SEEEH %gn ﬂug §1,600 3%8 %3%
Sl e i s s e oo R E- 3 total from the column enfries: Yoourt Yunmy 1256 380 Jul $3,675 $0.58
Type nunber, or use arrous, then press Return 35K Avail. m 22644
E: 3
_1
E- 3
- I Press Space Bar to continue 33K Avail.
E=
i =
'Ei K
44 Chapter 4: The Data Base & i ) Printing to the screen 45
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So now Mom can see the total profits for these pies. 1t
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 it 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.”

Saving files

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

Disk: Disk 2 (Slot 6) SAVE FILES Escape: Main Menu
Wain Menu E
Save Files L P
Status Uocument type 9128

Changed Data Base K

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.

Disk: Disk 2 (Slot &) "ORGANIC PIES" Escape: Save Files

Main Menu \

Save Files | ’_

"Urganic Pies" | |_

You made changes to this file

2. First change to a different disk or directory

Type number, or use arrous, then press Keturn 2ok Avail,
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.)

Saving Files 47
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AppleWorks, ever cautious for the protection of your
files, reminds you that you already have the file on
your current disk.

Disk: Disk 2 (Slot ) "ORGANIC PTES" Escape: Save Files

fain Menu I

Save Files [ |_

"rganic Fles" I |_

This file already exists on Disk 2 (Slot 6)

2. Save with a different name.

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.

Chapter 4: The Data Base

|

N NN

m e M®BHPHAMMED MW E N & & & @ & &

m
e o e e e § S b S N N — i — — - — i — — e B e e B e B e e A e B e e e o b L

m m

» m

W & 4 4 W

oW oW W W W w

TRt It T T

W o W o W e

W s

Where to go from here

You can go in three directions from here:

m Go to the next chapter to learn more about the Word
Processor.

m 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.

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

Leaving AppleWorks

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

AppleWorks asks

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:

ENTER PREFIX (PRESS “RETURN” TO ACCEPT)

/BPPLEWORKS/

That means you've left AppleWorks.

Leaving AppleWorks 49
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To start AppleWorks again, press G-Control-Reset if you
are using 3.5-inch disks, or put the startup disk in and
press G-Control-Reset if you are using 5.25-inch disks.

To start another program, insert its program disk and
press G-Control-Reset.

Chapter 4: The Data Base
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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. In
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 AppleWorks: 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.

Chapter 5: The Word Processor
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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 marker

Where you go if you press

REVIEN/AD00/CHANGE Escape: Main Menu

Mz, Simon, as you've requested, here is a bulletin =~
reflecting our annual performance and outlining projec
for next year's performance,

Escape

The cursor position shows
where you are on the screen.

Help: Press (-7 fo see what

Good news from the market analysts. The Horner-Shuartzfogel
industry pie chart shous us a stron? leader city-wide in all
categurles‘ We've come a long uag rom giving pies to the
neighbors through the kitchen windou.

Sales in the IJr?aﬁic Pie line are boomina! Yoourt Yunmy is
really taking off, as are Uery Berry and Appul Light,

By the way, ue've changed the sEe]ling of Granola Pudding
Eel;%ht; as you've suggested, Calling 1t Granola Pydding
Delite adds pizazz to our lineup and will sureIE gain us a
strong foothold in the youth market, Althouah Granola's
initia] sales were somewhat slow, they've really begun to
take off, as our projections shou:

functions are now available.

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.

Getting a word processor file 53
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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:

FilewMoms Bulletin IREUIEH!ADD#EHRHEE Escape: Main Menu

Ms. Simon, you requested a bulletin reF]ectinE our annual
performance and outlining projections for next year's
performance. Here it is.

Good neus from the market analysts. The Horner-Shuartzfogel

industry pie chart shous us a strnn& leader city-uide in all

cabegories, We've come 3 long uay from giving pies to the
wave through the kitchen wina--

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

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

Chapter 5: The Word Processor
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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 & and press D for Delete.

The a in as is highlighted, and several checkerboard
rectangles appear on the screen.

DELETE TEKT Escape: Review/Add/Change

Highlighting on the a shows this File: Moms Bulletin

is the first character of the ===z=z=|=

text you'll delete, We—3twom—Bs you've requested, here is a bulletin
reflecting our annual performance and outlining projections
for next uyear's performance. ¥
¥

Good neus from the market analysts. The Horner-Shuartzfogel
industry pie chart shous us a stran2 leader city-uide in all
cateanrles. We've cone a long uaa rom giving pies to the
gelg bors through the kitchen windou,

Sales in the Urganic Pie line are booming! Yoourt Yummy is

Checkerboards show you ;eallg taking off, as are Uary Berry and Appul Light &

where you pressed Return.

By the uay, ue've changed the sEelling of Granola Pudding
The printer opfion indicates Del;?ht; 3s you've suggested. Calling it Granola Pudding
that text following it will be Delite adds pizazz to our lineup and uill surelE gain us &

i g foothold in the youth market. Although Granola's
EERISTEEDEAHED MREgIAE Tnithal sales uere soneuhat slow, they've really beun fo
gake of'f_as our projections shou:#

The prompt af the bofttom of
the screen tells you to highlight
the fext you want to delete.

Use cursor moves to highlisht block, then press Return _ 53K Avail.

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

4. Press Return to delete the whole passage.
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The passage disappears, and the words that followed
move up to take its place.

File: Moms Bulletin REVIEN/ADD/CHANGE Escape: Main Meny

Ms. $imon, _a bulletin reflecting our annual performance and
outlining projections for next year's performance.

Good neus from the market analysts. The Horner-Shuartzfogel
industry pie chart shows us a strung leader city-uide in all
categurles. We've come a long uaa rom giving pies to the
neighbors through the kitchen windou.

s in the Urggnic Pie line are »=- " ' Vaaurt Yumny is

A e

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

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.

Chapter 5: The Word Processor
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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: Mons Bulletin REUIEW/ADD/CHANGE Escape: Main Menu

Ms. Simon. you requested z bulletin ref‘lecting our annual
performance and outlining projections for next year's
perfornance. Here it is._

Good neus from the market analysts. The Horner-Shuartzfogel
industry pie chart shous us a strong leader city-uide in all
cateaurzes. We've come a long uaa ron giving pies to the
neighbors through the kitchen windou.

* Peaznjc Pis V- fMomny g
The first paragraph is finished. This beginning is sure to

make Mom want to read the important information the
bulletin contains.
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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 1y ... - are DOONING!  Toyw .
really taking oft, a= are Very Berry and Appul Light.

By the way, ue've changed the sEelljng of Granola Pudding
Del;%ht, as you've suggested, Calling 1t Granpla Pudding
Delite adds pizazz to our lineup and uill surelE gain us 2
strong foothold in the youth market. Although Granola's
initial sales were someuhat slow, they've really begun to
take off, as our projections shou:

Organic Pie Projections

Tupe entry or use ¢ commands Line 3 Column 26 -7 for Help

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 G-F for Find.

The screen heading changes to Find, and at the bottom
of the screen, AppleWorks asks what you want to find:

By the uay, ue've cianged the sEelling of Granola Pudding
Delight, as you've supgested. Calling it Granola Pydding
Oelite adds pizazz to our lineup and will surelE g9ain ys a
strong foothold in the youth market. Although Granola's
initia] sales uere somewhat slow: they've really bequn to
take off, as our projections shou:

Organic Pie Projections

Find? MEEAM Page Marker Case sensitive text Options for printer
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2. To tell AppleWorks you want to find text, press
Return.

Now AppleWorks asks what text to look for:
Find what text?

3. Type Elmer Bodey.

4. Press Return.

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

fﬂgil Homs Bullebin L AR g?EfEEi_5932995999’.’9@?@9
Raganuffin High R e

Lo 80 Woong

Expected 106 116 138 348
Vegetable Hish WU o

ol 200 202 212 614

Expected 250 252 365 768

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

?IHEIEM in the Crust Deﬁlartment uon this month's
uyggestion Box award. He'll get a month's supply of Appul
Pie Filling as his reuard for suggesting that ue open up a
Pie Tasting Room. Such a tasting room could pep uE our
interstate sales, as tourists carry neus of our fabulous

pies across the border.

The tastinﬁ.room would be a nice addition to our new
iﬁcturﬁ. uhich you'll be pleased to know is proceeding
roug

Find next occurrence? HIEW Yes

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.
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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.

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 G-O for Options.

Printer options appear across the bottom half of the
screen.

gl Bl L OIS e it g
""""""""" ey 8 118 77k
Beected 100 118 (B SAd
¥
et Msh 30 W3 U8 9
el T W b bp bide
Evvected 350 355 e 7em

¥
Here are the stats on our best-selling organic pies:#
¥

grganic Pie Sales#

printer options

b hn

W oLl=ig 1 EERE
Boldface End

1J5 Unjustif1

OUp Beg

| B Lr 1 BE /

CH: Centered GE: Group Eng +B: Superscript Beg

PL: Paper Length  HE: Page Header  tE: SuEers;npt En
LH: Left Margin  TH: ug arﬁln  FO: Page Footer  -B: Subscript Begln
RM: Risht Margin  BH: Bottom ar?m SK: Skip Lines -E: Subscript End,
CI: Chars Eer Inch LI: Lines per Inch PH: Page Humber  UB: Underline Beaxn
Pl: Proportional-] §5: S1ngle Space  PE: Pause Each page UE: Underline En
PZ: Proportional-2 [D3: Double Space  PH: Pause Here PP: Print Page No.
IN: Indent T8: Triple Space  SM: Set a Marker  EK: Enter Keuboard
JUs Justified NP: Hew Page BE: Boldface Begin MM: Hail Merge
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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.

VeYEvan . > b -

s 200 202 212 o
y Expected 230 252 265 768
gere are the stats on our best-selling organic pies:#
-------- Centered

Organic Pie Szles®

=18 LCl={0 CH FL=LI1 8 TH=4H

U7 UnJustified B Lroup egm 8 Doldface kn
[ CH: Centerad F: Group En +8: Superscript Beo-
Uidkh  PL: Pame=! Unzdap +£: Sunar--

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.
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File: Mons Bulletin REVIEN/AOD/CHANGE Escape: Nain Meny
"""""" Low G TR TG gt
Expected 188 118 138 348
legetable High 300 303 318 921

Lou 200 202 212 614
Expected 230 292 269 768

Here are the stats on our best-selling organic pies:
Organic Pie Sales

Elner Bodey in the Crust Department won this month's
Suggestion Box award. He'll get a month's supply of Appul
Pie Filling as his reuard for susgesting that ue 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 woyld be a nice addition to our new
factory, which you'll be pleased to know is proceeding

Type entry or use ¢ commands Line 42 Column 1 &7 for Help

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.

Unjustified text

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 G-O 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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gere are the stats on our best-selling orqanic pies:#

-------- Centered
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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.

Elner suues .

.. a2y UEpartn

ent won this monu, -
B i . L= i

1=l |

8 EN

lp UJ: Unjustified B: Lroup egln Bt Bo :
Number: _ CN: Centered GE: Group En +B: Superscript Beg
PW: Platen Width  PL: Paper Length  HE: Page Header  +f: SuEers;rlpt En
LH: Left Marain  TH: Tog Marﬁm . F0: Page Footer  -B: Subscript Bealn
RM: Right Margin  BM: Bottom ar?ln §K: Skip Lines =E+ Subscript End
Cl: Chars ggr Inch LI: Lines per Inch PH: Page Number UB: Underline Begln
Pi: Propartional-l $$: Slngle Space  PE: Pause Each page UE: Underline En
P2: Proportional-2 D$: Double Space  PH: Pause Here PP: Print Page No,
IN: Indent T$: Triple Space  SM: Set 3 Marker  EK: Enter Kedboard
JU: Justified NP: New Page BB: Boldface Begin MM: Mail Merge

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

AppleWorks inserts the marker on a new line just
below the Unjustified command:

A -« aelllN9 wi gu..
§
-------- Centered

Organic Pie Sales#
-------- Unjustified
-------- Seg a Marker: |
#

Elme Bd in th

e Crust Department won this onth's
g oRf=la Cl=1f UJ FL=IT.8 TH=A.¥

1J: Unjustiffed 3: Group Beain  BE: Boldface b

(N De"n1tered GE: Group Ena +8: Superscript Beg,

T Olaten Width  PL: Paper Lemst™ " Pace Header +g= Juperscrint -
- TH: T . ¢ B

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 G-Z.
Looking at your text with the printer options showing gives you a
better idea of how your report will print.

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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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 a2 document into eighths, and you hop through it
using the & key in combination with the numbers 1
through 9.

1. To move back to the beginning, press &-1.
2. Now press G-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.
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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 all.

(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 a11
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 G-Left
Arrow.)

3. Now press G-M for Move.
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AppleWorks asks you where you want to move the
text:

fove Text? Al To clipboard From clipboard

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:

File: Moms Bull MOUE TEKT Escape: Review/Add/Change

Rodney Dangerfield or another of his peers in the acting
;roFessmﬂ.iﬁ

ut not least, we've been able to use our new

apgleuorks program to combine statistics and Frwect;ons
into reports like this, as easily as 1-2-3! Productivity
ghﬂuld 90 Way up With this new helper in the office.#

Hore you're enjoving your vacation in Grenada.

Use cursor moves to highlight block, then press Return 33K Avail.

Moving text 67



68

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 G-2.
That gets you most of the way there (to the rin
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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File: Moms Bulletin REVIEW/ADD/CHANGE Escape: Main Meny
performance. Here it is.

Good news from the market analysts. The Horner-Shuartzfogel
industry pie chart shous us a stronB leader city-uide in all
categurles. We've come a long uag rom giving ples to the
neighbors through the kitchen window.

bors through the kitch

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 keeﬁ up
M1Eh thetstrataspherlc demand for Mom's Apple Pies that ue
anticipate.

Sales in the Elrganic Pie line are booming! Yogurt Yummy is
really taking off, as are Very Berry and Apple Light.

By the uay, we've changed the sEell;ng of Granola Pudding
Del;ghtJ as you've suggested. Calling it Granola Pydding
Oelite adds pizazz to our lineup and will sur’elE gain us a
strong foothold in the youth market. Although Granola's

Tupe entry or use ¢ commands Line 18 Column 1 ¢-7 for Help

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
G-K. Yes, that's for Kalculate. (C 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.
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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 G-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:

File: Moms Bulletin FIND

Elmer Bodey in the Crust Degartnent won this month's
Suggestion Box award. He'll get a month's supply of Apple
Pie Filling as his reuard for suggesting that we open up a
Pie Tasting Room. Such a tasting room could pep UE our
interstate sales, as tourists carry neus of our fabulous
;195 across the border ¥

HT ---------- (=iEndEot iPageili: Si=isrs = icheisliaicas Rl
e tag 1ng_ruom uould be a nice addition to our new
Factorﬁ, uhich you'll be pleased to know is proceeding

throu% the Tlannlng process on schedyle. MWe've only just

recently applied for a $250,008 loan to he]ﬁ i sERE

construction. The Trel;mmarg desion for the building is in

the shaig of an atp e pie, with lots of windous for maximum

§1e-cuu ing ability.#

fnother fine employee, ﬁli;e.Trimble,.sug?ested_that e
begin an aggressive advertising campaisn featuring

Find next occurrence? IHEM 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.
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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.

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:

MM . awall

You made changes to this file

2. First change to a different disk or directory

4. Choose Save the file on the current disk. Press
Return.
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{f 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 Retumn.

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: 1If 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.
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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:

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

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

Leaving AppleWorks 73
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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 AppleWorks: Turn to Chapter 3 and
follow the complete instructions there on starting up the real
AppleWorks software.

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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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.

File: Eraanic Grouth

l 7

o

3|Pie

g ===

6(Yogurt Yummy High

{ Lou

g Expected
B|Raganuffin High

| ol

% Expected
4[Vegetable High

3 oll

g Expected
g

REVIEN/ADD/CHANGE Escape: Main Menu

Oct Nov Dec Otr

s== === === ===

Al (Label) Mom's fpp
Tupe entry or use ¢ commands

368 540 gig 1718
249 368 540 1148
368 438 675 1423

120 132 163 417

] 88 118 278
100 {10 138 348
360 303 318 921
200 282 212 614
250 252 263 768

¢=1 for Help

Gefting a spreadsheet file
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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.

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 G-F for Find.

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

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

L1 O A e REVIENAOD/CHONGE e P Wain Henu
l L
2
A el
b
b 850 833 938
{ 267 395 b2y
g 769 744 78l
16 182 200 220
11 12l 133 146
%% 131 166 183
14 321 323 328
{3 2ld 2le 219
16 268 ere 273
{7
18

L8: (Value) BSUMCEB. .K8)
Type entry or use ¢ commands _ ¢-1 for Help

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



80

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:

L8: (Value) @SUM(G8...K8)

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

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
G8 through K8, 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. sSuM is the
name of the function, and (G8...K8) 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 G8.

Move the highlighting to cell G8, using the Left Arrow
key. Now the highlighting is on expected quarterly sales
for Yogurt Yummy pies.
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File: Urganic Grouth REUIEN/ADD!CH?NGE Escape: Mﬁin Nenu

S e ========M===:::== HHH
é (Projected)
i M n e far s
: === zz=z
b 1718 858 893 938 4191
7 1148 a67 395 629 2927
g It 789 744 781 3659
417 129 90 1@] g

If you were to add up the values in cells G8 through K8,
you'd see that they equal the value in cell L8.

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 G-Left Arrow until you get to the left edge of
the spreadsheet.

& 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 & in combination with the number keys.

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

3. To move all the way to the bottom, press G-9.

The bottom, for this command, is the last line you've
put any information on.
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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.

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.

11 88

}% capected 186 118 I 448
14|Vegetable High 708 303 318 921

13 ou 200 202 22 614

%g Expected 250 252 263 768

{8

Ale

Label: Rhubarb_

Complate the label 54K Avail.

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

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

ii, ; -l lgg EB s =l Q
}% Expected 108 118 138 348
14|Veqetable H 308 383 318 921
1415 e
%g Expected 250 292 263 768
18|Rhubarb
Cl4: (Label) High
Copy? I B To clipboard From clipboard
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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

io ¢od e
{7
18|Rhubarb

Cld: (Label) High
Use cursor moves to highlight Source. then press Return _ 54K Avail,

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 C14 through G14 highlighted, your
screen looks like this:

File: Organic Growbh M 2 i Escape: Review/hdd/Change

é Mom's Apple Pie Company: Growth in Organic Pie Sales (Projected)

ipie oy D

: ==z === ==z === ===

£ Yogurt Yummy High 360 540 81p 1718

7 ol 246 360 340 1148

g Expected 300 450 679 1425

18| Raganuffin High 120 132 169 417

1 L 80 a8 110 278

%% 0e 138 348
14|Vegetable

15

16

17

e R ot
Gl4: (Value) BSUMCDI4.. F14)
Use cursor moves to highlight Source, then press Return _ 54K Avail.
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5. To accept the highlighted cells as the source, press
Return,

AppleWorks asks you to

1b s 25e e

%g Rhubarb

TN SLIR BUN i 1 RAIT oy, W fors ke @
Move to new location, then press "." or Return _ 34K Avail,

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.

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.
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100

legetable Héah
Expected 230

EH“ (Ualue) +DiE%1.2

MFM.E _
Reference to Dl6? Relative

Cell D14 contains your high estimate of October sales for-
Vegetable pies. The formula for cell D14 includes a
pointer, pointing AppleWorks to the value in another
cell, D16, which represents the expected (or average)
estimate of those sales. The +D16 tells AppleWorks to
take the positive value from cell D16 (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 D14, it
goes down to cell D16, takes the expected value there,
multiplies it by 1.2, and then puts the result back up in
cell D14. That's how AppleWorks calculates the High
value for October Vegetable pie sales.

D14

D15
D16

D17
D18

D19
D20
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If you were to copy the formula to Rhubarb pies with no
change, it would still point back to cell D16, 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 D18—to D20, which will contain the
expected sales for Rhubarb pies, instead of Vegetable
pies.

D14 D14
D15 D15
) D16 ) DI6
D17 D17
D18 D18
D19 D19
D20 D20
No change Relative

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.
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3. Press R again.

Now the cell cursor is on cell Gl4—the high estimate
for quarterly sales. Down in the lower-left corner you
can see that this cell sums up the monthly estimates:

15 ) Eéﬁ 4713

%g Expected 258 252 263 768
18|Rhubarb

Gl4: (Ualue) GSUMCDI4. . F14)

ESUMC B! . .F14) :

Reference to 0147 Relative

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:

PRI R BRI, S0 L Escape: Main Heny
é Mom's Apple Pie Company: Growth in Oreanic Pie Sales (Projected)
ifie O
5
6| Yogurt Yummy High J68 340 810 1710
7 Lou 240 360 549 1140
g Expected 308 450 £73 1425
B|Ragamuffin High 128 132 163 417
| Lou i 88 118 278
% Expected 100 118 138 248
4|Vegetable !m_ 300 303 318 921
§ ! oll 200 202 212 614
g Expected 250 252 263 768
8|Rhubarb High 8 8 B ]
Cl4: (Label) High
Type entry or use ¢ commands ¢-7 for Help
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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.

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 G-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.
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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 G-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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The screen looks like this:

File: Uraanic Grouth REVIEW/ADD/CHANGE Escape: Main Menu
====2222 :::=====E===:::::C::::::::D:::=====E==:=:===F========G========H::::
ﬁ Pie Oct hov Dec it
]
6| Yogurt Yummy High 368 340 aig 1716
7 Low 240 168 946 1140
g Expected 360 438 679 1423
10|Raganuffin High 120 132 163 417
] ol i 88 116 278
% Expected 180 110 138 348
§|Vegetable High 360 303 318 921
3] Lo 260 iy 212 614
? Expected 230 292 263 768
8 |Rhubarb 68 363 318 921
9 200 202 212 614
2B 258 252 263 768
£28: (Label) Expected
Tupe entry or use ¢ commands _ ¢=7 for Help

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.

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.

Making a new entry Q1
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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.

i

[pe)

Type entry or use ¢ commands

To change the value in cell D20, move to cell D20. (Use
the Right Arrow.)

. Type 200.

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

. Press Return.

AppleWorks recalculates the whole set of cells.

le: Organic Growth REVIEK/ADD/CHANGE Escape: Main Menu
::::::a::::::::9::::::::C::::::::D:=======E=:::::::F:::::::=E=====:==H===:
ﬁ Pie Oct Nov Dec tr
! =z ==z zzz ===
High 368 540 810 1718
e % 3 30 1140
g Expected 360 438 673 1425
i i 128 132 163 417
? A féﬁh 2n 88 119 278
% Expected 180 119 138 348
i 360 363 318 921
e i % @ b2 &l
g Expected 298 252 269 768
High 248 303 318 86!
s Low g @@ 3 S
] Expected 202 21g ______ §£4 ____________
B: (Value) 200

&1 for Help

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.
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Order of calculation

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 G-K for Kalculate. (C already stands for Copy.)

Now all the wvalues are recalculated and rounded off to
the correct amounts.

13

14| Vegetable figh 360 303 1y vzl

13 ol 280 202 2l2 614

%? Expected 250 252 263 768
R I

ol

20 Expected 200 212 614

Ef9: (Ualue) +E20%.8
Type entry or use ¢ commands _ G-7 for Help

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

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,
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P N
AppleWorks can show you information from one end of ! , 3. Fiess Relun, 1o~ Aceept Side: by Addes
the spreadsheet at the same time as information from the < ‘ ~N A strip of numbers appears between columns F
other end, by splitting your spreadsheet. i and G—that’s your window frame.
When you split a spreadsheet, you're using what's called Y | _
windowing. You see part of the spreadsheet in one N Eﬂgi_gtagﬂg_gfgwgrj __________ REVIEN/ADD/CHANGE S EgEEEgi_main Henu
window, and part in the other. The windows can be side | ot e Sy brresenss D'E)EE""E'M """ Dec 3| - . Otr
. I
by side, or top and bottom. And the contents of each = ! ~ g sas 5 — aES g ===
window can move independently of the other, if you S §|Yogurt Yunny High %0 540 80 6 1716
want, so you can change either view of the spreadsheet. | g Eggecte q %3% ggg E? 5-1“8
I | 9 . . 9 ;
= | ? Raganuffin High lgg lgs ﬁ% %? g%g
oll
———— o % Expected 168 119 138 %% 348
e I 4|Vegetable High 300 303 318 14 921
7 b= = ] Lo 248 26e 212 13 614
N 3 | f Expected 238 252 265 16 768
= === = ¢ Rhubart Kigh TR
PRI v ubar 1g
e | ; g B B B G
o o xpecte
-=3-7 e @000 cldedadelige 8 W D9
e — | G3: (Value) RSUNCDS. . .F8)
- W i - Type entry or use ¢ commands _ {1 for Help
The spreadsheet divides at the location where you have = i = But this only shows you the same thing you saw
the cell cursor. E = before, with an extra bar of numbers.
1. Move the cell cursor to cell G8. ' ' ioht- i
E ! = You can move the view in the right-hand window so
That's the expected quarterly sales for Yogurt Yummy. I that you can see the six-month total, though.
In order to see the six months’ results for Yogurt = o= 4. Use the Right Arrow, and move to cell L8.
Yummy at the same time as the October estimate, tell I (Each time you press Right Arrow, another column
AppleWorks you want to use windows: E i = moves into the window and the first one scrolls off to
2. Press -W for Windows. E: = the left.)
At the bottom of the screen, AppleWorks asks how you I
want to set up the windows: E i =
Windows? Side by side Top and bottom E - 3
Because the October column is on the left and the Six 4 I
Months column off to the right, you need side-by-side =3
windows. = I 3
=la
<k
94 Chapter 6: The Spreadsheet 3 i L Split spreadsheets 95
[ 3 i =
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Now you can see the relationship of Yogurt Yummy’s
six-month sales estimate to its October estimate:

Flle Oronic Growth  REVIEWOODHNGE  Escae: ain ey

ol g
Expected 360 430

Ain Hioh ==

3

:

6(Yoourt Yumm Kish 368

g : : L : 240 360
q

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 G-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 D8 (expected October
sales).

7. Type 330 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:

File: Graanic Grouth  REUIEVADD/CHNGE  Escape Hain e
Tt 0k oy D 3 s

] 5

6(Yoqurt Yummy High 396 594 291 6 4830

T Low 264 19 594 7 3228

g Expected INNNERL 493 742 g 4025
18|Ragamuffin High 128 132 165 18 1018

i Low s o 88 118 11 679

Frm-? 138 12 -

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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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:

Disk: Disk 2 (Slot 6) "ORGANIC GROWTH" Escape: Save Files

Main Menu |

Save Files | ‘_

"Urganic Lrowth" | |_

You made changes to this file

O ave thie File on the current dick

2. First change to a different disk or directory

Tupe number, or use arrows. then press Refurn _ 24K Avail,

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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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
m Learn more about another application in this tutorial.

m Do some additional practice on the Spreadsheet, in the
second part of this tutorial.

m Start making your own spreadsheets, relying on Using
AppleWorks and the AppleWorks Quick Reference
Card as guides.

m Learn about using all three applications at the same
time, in the next chapter, “Putting It All Together.”

m 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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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: 1f 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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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,

(If 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.)
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Congratulations! The New Pies file is on your screen, ready
for you to copy it to the word processor document.

File: New Pies REVIEW/ADD/CHANGE Escape: Main Meny
Selection: Units Sold is argater than 300
and Date Introduced is after May

pie fane  tnits SoldUnits/onth _ Frofit/nit | Total Seles
tpole Lisht 4008 2008 §1.20 $16,000
(arob Crunch 3600 9a0 $1.11 14,800
Coconut Custard 2560 789 §1.07 12,060
Kumguat 600 130 $2.00 3,600

Pure Peach a0 460 §0.84 3,200
Raganuffin 968 230 $6.90 2,000
Rhubarb 406 200 §1.08 1,600

Squash Blossom 4@ 200 $1.00 1,600
Strauberry Strip 460 260 §2.83 1,600

Uery Berry 600 1368 $1.08 24,000
Yogurt Yumny 1250 300 $8.58 $3,67%
Tesennir goe pcannds o - 61 for Help

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

Copying from the Data Base
into the Word Processor

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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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 G-P.
The Report menu appears, with five options:

: Erea%e a neil gaEEes" format

. Create 2 neu "labels" format
Duplicate an existing format
Erase a format

P G

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.

Copying from the Data Base into the Word Processor 103
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The file appears on your screen in report format.

File: Ney Pies REPORT FORMAT
ReTortg Organic Pie Sales
Selection: Units Sold is argater than 368

and Date [ntroduced is after May

Escape: Report Menu

==} or {-- Move cursor 1 =] Ri?ht Justify this catesory

) 2 ¢ Suitch category positions -k Define a calculated category
==> ¢ {-- Change column width -N Ehange report name and/or title
- Arrange (sort) on this category -0 Printer options

-0 Delete this categor% =P Print the report

-G Add/remove group totals -k Change record selection rules

-1 Insert a prev. deleted category -T Add/remove category totals

Pie Name Units Units/Mo Date Total Sa Total Pr Profit/U L

Apple Light 4068 2804 Jul $16,088 99999999 §1.206 n
Carob Crunch 3668 988 May $14,008 93999939 ¢ iI ¢
Coconut Cust 2860 700 May $12,000 99939939 §1.67 4

Use options shown above to change report format 50K Avail.

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
G-P for Print.
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AppleWorks asks where you want to print it:

File: New Pies PRINT THE REPORT
ReTorti Organic Pie Sales
Selection: Units Sold is argater than 300

and Date Introduced is after Hay

Escape: Report Format

for the Word Processor)
fpr flail Herge)

ile on disk
e on disk

—_—

Tupe number, or use arrows, then press Return 30K Avail.

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

AppleWorks.)

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,

The report is now on the clipbecard, and can be moved
or copied into Word Processor documents.
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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 G-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:

File: New Bulletin REVIEW/ADD/CHANGE Escape: Main Menu

Ms. Simon, you requested a bulletin reFlectinE our annual
perfornance and outlining projections for next year's
perfornance. Here it is.

Good neus from the market analysts. The Horner-Shuartzfogel
industry pie chart shous us 2 strong leader city-uide in all
cal;egorles. We've cone 3 long l,lag rom giving pies to the
neighbors through the kitchen windou.

A11 in all, it's been a good year, and projections shou that
next year should be even'better,  With the neu factory in
place; our extra capacity should make us able to keeﬁ up
m%h thetstratosphenc demand for Mon's Apple Ples that ue
anticipate.

Sales in the Elr%anic Pie line are booming! Yogurt Yummy is
really taking off, as are Very Berry and Apple Light.

By the uay, we've changed the sEelling of Granola Pudding
Delight, as you've suggested. Calling it Granola Pudding

Type entry or use ¢ commands Line I Column 1 -7 for Help

Now that you're in the bulletin, you can copy the data base
information from the clipboard.
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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 G-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: Neu Bulletin fI s Escape: Revieu/Add/Change
Usgetable High 3%8 383 18 921k

Low B 282 212 pldu

Expected 230 232 263 768%

¥
gere are the stats on our best-selling organic pies:#

-------- Centered :

. DOroanic Pie Salest
-------- Ungustlhed
et & Marker: |

¥

Elner Bodey in the Crust De§artment won this month's
Sugagstion Box auard, He'll get a month's supply of Apple
Pie Filling as his reuard for suggesting that ue open up a
Pie Tasting Room, Such a tasting room could pep uE our
interstate sales, as tourists carry neus of our fabulous
QIES across the border.#

2w oS K E s it iy = T Bl et a1
The tasting room would be a nice addition to our new

Find next occurrence? IEH 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 G-C.

AppleWorks asks how you want to copy the information:

. mwme

mterstam: e _vs L3FFY NEWS Of OUF tauwie..
p1es across the boruer ¥

The tastlng room would be a nice addition to our neuw
factory, which you'll be pleased to knouw is proceeding

Copy Text? ISABIIGEAMERE To clipboard From clipboard

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' Mew Bulletin REUIEW/ADD/CHANGE Escape: Main Menu

Organic Pie Sales#

SERaas Unjustified
File: New Pies

Page 1%
ReTort Organic Pie Salesk
Selection: Units Sold is greater than 3@@*

and Date Introduced is after Hf

Pie Name Units Units/Mo Date Total Sa Total Pr ProFlthH
fpple Light 4880 2008 Jul $16, 060 5600 $1.20%
Carob Crunch 2680 380 May $14,000 406 $1. 11
Coconut Cust 2808 760 May $12,000 3000 $1.07%
Kumquat fo8 150 May $3.600 1200 $2.00%

Type entry or use ¢ commands Line 58 Column 1 &7 for Help
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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.

Editing copied information

You can delete the extra text using the Delete feature.
1. Press G-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).

a Total Pr PFOFlth
docle Light 4000 2666  Jul $16,ARR 000 1 20%
~-h 3600 93 W = E Ty

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.
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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.

FUE Sl (B o0 REVIEN/AOD/CHANGE |-E§EEEE‘JEEE_’JE““
egetable High Eéﬁ 303 318 921% i
Lou ] 202 22 glds
: Expected 230 232 269 768%

Qere are the stats on our best-selling organic pies:¥

fApple Light 40A@ 2884 Jul  $1€,000 5008 $1.20%
Carob Crunch 2608 908 flay $14,000 4808 §1.11%
Coconut Cust 2808 708 fay $12,060 3086 1 .087%
Kumguat 688 130 MaT $3,608 1200 §2 00%
Pure Peach 860 489 Jul $3,206 b78 §8.34x
Ragamuffin 588 238 Jul $2,008 438 A, 90%
Rhubarb 460 200 Jul $1,608 400 1 .00%
Squash Bloss 400 288 Jul 1,600 408 §1.00%
Type entry or use § commands Line 51 Column | ¢-7 for Help

The bulletin is ready to print. Congratulations! The New
Bulletin is sure to be a success.

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 G-P.
AppleWorks asks you where you want to print from.
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.
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3. Type the number of the printer you choose, and press
Return,

AppleWorks asks

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.
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1. Choose other Activities. Press Return.

The Other Activities Menu appears.

Disk: Disk 2 (Slot &) OTHER ACTIVITIES Escape: Main Menu
Main fenu |
Other Activities \ =
IO [Fianae current disk
2. List all files on the current disk drive
3. Create a subdirectory
4. Delete files from disk
5. Format a blank disk
6. Select standard location of data disk
- 7. Specify information about your printer(s)
Type number, or use arrous, then press Return _ 45k Avail,

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.
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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:

You are about to PERMANENTLY
remave this file from disk.

Oo vou really want to do this? Tes

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.
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Leaving AppleWorks

You leave AppleWorks from the Main Menu.
1. Return to the Main Menu.

2. Choose Quit. Press Retum.

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:
ENTER PREFIX (PRESS "RETURN"™ TOC ACCEPT)

/APPLEWORKS/
And that's it!
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Where to go from here

You've practiced with all three AppleWorks activities:
m the Data Base

® the Word Processor

m 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
AppleWorks.

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.”

Good luch.

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

Good luck!
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Chapter 8
Additional Practice
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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 AppleWorks 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,

m 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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m 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.

m 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:

m 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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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.

File: User Group Memo REVIEW/ADD/CHANGE Escape: Main Menu

Thank you for attending the first meeting of the new Horth
Ba? frea Applelorks Users Group. Since ?ou requasted
information on education applications of Applelorks, we are
including a list of the key contacts of our various )
Edycation Special Interest Groups (51Gs) from our membership
data base, Please feel free to contact these people for
meeting times and places,

We will be offering the Fullomm% special events over the
next 2 months, and you may be interested in attending:

Happy Computing,

Type entry or use ¢ commands Line { Column 1 ¢-7 for Help

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.
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Here's how:

1. Make sure your cursor is at the top of the screen, then
press G-O for printer Options.

Note the highlighted bar with all the abbreviations,
representing your current settings. CI, or Characters per
Inch, shows 10, the normal setting.

2. To set that option, type CI, then press Return.
3. Enter the new setting, 17, 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.

Fi]e:|User|GrauT l'lem? | iREUIllibi/HDIils'EHmliGE | | Esc?pw Tain Il'lenu

Thank you for attending the first meeting of the new North Bay Area
Applelorks Users Erouﬁ. Since you requested information on education
apelications of ﬁtple orks, we are including a list of the key contacts of
our various Edycation Special Interest Groups (81Gs) from aur.membersmq data
base. Please feel free to contact these people for meeting times and places,

We uill be qFFering the follawing special events over the next 2 months, and
you may be interested in attending:

Happy Computing,

Joshua Simonton
President

Type entry or use ¢ commands Line 2 Column 1 -7 for Help

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).
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Here’s how:

1. Use the arrow keys to put your cursor on the N in
North Bay Area.

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

3. To begin boldfacing here, type BB. Press Return.
The circumflex (A) 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 G-O.

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 (S1GS), and press Control-B
again to end boldfacing.

Control-B is another way to turn boldfacing on or
off.
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File=|User|Erau? Mem? | lREUI%N#ﬂD?!CHmllEE | Esc‘lapel rilain lilenu

Thank you for attending the first meeting of the new sNorth Bay Area
fppledorks Users Eruunm §ince you requested information on education
applications of Rpgle orks, ue are including a list of the key contacts of
our various Education Special Interest Groups ($1Gs)+ from our membership
d?ta base, Please feel free to contact these people for meeting times and
places.

We will be querin% the follouing special avents over the next 2 months, and
you may be interested in attending:

Happy Computing,

Joshua Simonton

Tupe entry or use ¢ commands Line 9 Column 33 ¢=7 for Help

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:

* New Members' Dinner September 27
* Apple Corporate Speaker October 1
* Kids' Computer Play Day Cctober 15

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
3-O 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.
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Press Escape to leave the Options display.

Type an asterisk ().

Press Tab once, then type New Members' Dinner.
Press Tab twice, then type September 27,

hadi e A

Press Return, then type another asterisk.

10. Press Tab once, then type Rpple 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 G-O for Options.

16. Type 1M for Left Margin and press Return.
17. Type 0 (zero).
18. Press Return, then Escape.

You return to the letter.

File: User Group Memo REVIEN/ADD/CHANGE Escape: Main Menu

He will be pFFerinE the following special events over the next 2 months, and
you may be interested in attending:

¥ MHew Members' Dinner Seitember 27
¥ fpple Corporate Speaker October |
¥ Kids' Computer Play Day October 13

Happy Computing,

Joshua Simonton
President
HBAAUG

Tupe entry or use ¢ conmands Line 22 Column 1 g=T for Help

To check options, press G-Z.
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Fila: User Group Memo REVIEW/ADD/CHANGE Escape: Main Menu

eEE==|====| =222 === ====|==== SSSS|SSSS|SsS=s|=S=Ss|sS===|=s==s|===ss|==E=s| === ===
We uill be qFFerin% he following speciaﬁ events over the next 2 months, and
;ou may be interested in attending:#

¥

-------- Left Margin: 1.3 inches
¥ New Members' Dinner Segtember it
¥  fApple Corporate Speaker October 1%

Kids' Computer Play Day October 15#
-------- Left Margin: 1.8 inches

Tupe entry ar use ¢ commands Line 22 Column 1 ¢-7 for Help

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.

File=|User|Eruu;|: Memc[: | lREUIIiZH/nDEI!fCHnTGE | Esc?w Ii1ain ?enu

Thank you for attending the first meeting of the neu sNorth Bay Area
Applellorks Users GFDUﬁ.A Since you requested information on education
applications of Rpile orks, ue are including a list of the key contacts of
our various ~Education Special Interest Groups (SIGs)+ from our membership
tha base. Please feal free to contact these people for meeting bimes and
places,

Last Name  First Name Phone Humber Special Interast
; Pat 939-7433  Composition Curriculum
Diaz Elizabeth

933-7341 Social Studies Curriculum
Hara Dolores 939-1232  Science Curriculum
Johnson Gerri 395-9872  Administrative/Education
Mavis Paul 5993-2324  Social Studies Curriculum
Hurphy Reilly 933-6783  General Curriculum
Type entry or use ¢ conmands Line 14 Column 1 -7 for Help
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Here’s how:

1.

11.

Press G-Q for a Quick change, to get the Desktop
Index.

. 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.)

Press &-P for Print.

You want a list, not a series of separate records, so
choose Create a new "tables™ format. Press
Return.

. Give this format the name Leaders.
. To select the members who are leaders in groups

focusing on education, press G-R for Record selection.

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

. 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.

. 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.

Move your cursor to the category Street.
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12. To leave that category out of your report (without
actually throwing the data out of your data base), press
G-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 G-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 G-A to arrange the names, and
choose to have them sorted A to Z. Press Return.

File: Members
ReTortg Leaders
Selection: SIG Leader equals |

REPORT FORMAT Escape: Report Menu

==} or {-- Move cursor L3 = Ri?ht Justify this category
) { Suitch category positions -k Detine a calculated category
==> ¢ (-- Change column width =N Chgnee report nane and/or title
-A Arrange (sort) on this category -0 Prinfer options
-0 Delete this categorg =P Print the report
-b Add/remove group totals -k Change record selection rules
=1 Insert a prev. deleted category -T Add/remove category totals
Last Name  First Mame Phone Number SEeciaI Interest L
s o e o Lommmmmmm=s ofleeemmmemmcccoccoceneneees 8
n
fnpfel David 995-7788  Administration/Education 6
Buena Robert 393-2323  AdministrativesEducation 8
Use options shoun above to change report format SIK pvail,

15. To check what that looks like, press G-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 G-P to print.
18. Choose The clipboard (for the Word Processor) .
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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
&-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
&-C for Copy.

24. Choose From clipboard Press Return.

File: User Group Mem? RE!EEerg?fEHETEE--|----|----|-E§E?EE;=T§i2=TEEE
e o

Dear ¥

¥

K .

for attending the first meeting of the neu Horth Bay Area
gggﬁwg?ﬁs Users Grou ?,. Since you requested information on education
applications of fp leﬁm’ks. ue are including a list of the key contacts of
our various AEdw:ag'mn Special Interest Groups (5IGs)+ from our membership
data base. Please feel free to contact these people for meeting times and

places.#
¥

¥
File: Menbers
Page {#

Re?ort= Leaders#

ion: $1G Leader equals l# :
Cist lane © Firdh hane. Phone Nnber Special Interests !
Davis Pt 555-7433  Composition Curriculume
%;;;-;HE;;-B;-use ¢ conmands Line 14 Column | -7 for Help

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

Press G-Z to see the results.
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Fila: User Group Memo REVIEN/ADD/CHANGE Escape: Main Menu

Thank you for attending the first neeting of the new sNorth Bay Area
Applelorks Users l:rnmﬁ.A Since you requested information on education
applications of ﬁpgle orks, ue are including a list of the key contacts of
our various stducation Special Interest Groups (SIGs)s from our membership
d?ta base. Please feel free to contact these people for meeting times and
places,

Last Name  First Name  Phone Mumber Special Interest

Davis Pat 999-7433  Composition Curriculum
Diaz Elizabeth  333-7941  Social Studies Curriculum
Hara Dolores 993-1232  Science Curriculum
Johnsan Gerri 999-9872  Adwinistrative/Education
favis Payl 999-2324  Social Studies Curriculun
Hurphy Reilly 399-6783  General Curriculum

Type entry or use ¢ commands Line 14 Column 1| =1 for Help

Congratulations! You've incorporated your list in the memo.

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 G-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 G-Pto prepare
to print it. (Note: You’'ll be creating a report identical to
one that already exists called Mail Merge. You can use it
o compare against your results or to consult if you have
any problems.)
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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 G-D
to delete the other categories.

File: Members REPORT FORMAT Escape: Report flenu

Reantg tail
Selection: ALl records

-=) or {-- Moye cursor & - Ri2ht justify this category
) { Suitch category positions -k Define a calculated category
--» ¢ (-- Change column width =N Chanee report name and/or title
-0 frrange (sort) on this category -0 Printer options
-0 Delete this categorg -P Print the report
-G Add/remove group totals -R Change record selection rules
-1 Insert a prev. deleted categor -T fdd/remove category totals
City State 2ip Code L
2ll==sccssasre e Fesioerass e

n
Mountain Val CA e I
Mountain Ual CA 7 g

e e i L smm e
Use options shoun above to change report format 49K fvail.

6. You're ready to print this report, so press G-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, 10 show
AppleWorks where to put that data, so press 3-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 G-O for
Options. Type MM for Mail Merge and press Return.
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File: User Group Memo IimIL

TEEEE b ““IEEEETE: Erinter Options

Select a data base category

: En‘s! Eame

|

2

3. Street
4. Cltlg
3. Gtate
6. Zip Code

Type number, or use arrows, then press Return _ 49K Avail,

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;
%zou still have their last name, and that will go on this
ine.

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 G-O to return to printer options and choose
MM.

Choose street for the beginning of the next line,
and press Escape. Press Return, then 3-O, and choose
MM.

Choose city, press Escape, and type a comma. Return
to the options by pressing 3-O, 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 G-D for Delete.
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15. Press &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.

Wappy Computing]

Joshua Stmonta
President

res
HBAADG

Some data base reports

In this section, you'll explore some new ways (o 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.

Chapter 8: Additional Practice
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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.)

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:

First Name: Last Name:
Street:

City: State: Zip Code:
Job Title

Hire Date:

Salary Grade:

Tax Exemptions:

SL Allotted: — Vac Allotted:

SL Taken:__________ Vac Taken:

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

. Use the Down Arrow to move the highlighting, and

the Right Arrow to select Personnel and Valuables.

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

choose Personnel and press Return.

. Press G-Z to zoom into single-record layout.
. To start changing the layout, press G-L for Layout.
. Use & 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 tarough
another; you need to go around.

_ 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.

. Add some blank lines between sections, to make your

single-record layout look more like the form.
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File: Personnel CHANGE RECORD LAYOUT  Escape: Review/Add/Change

Return or arrous  Move cursor ;
¢ and arrous Move category location

First Name: Deborah Last Name: Harrold
Street: 1227 Aptos Way
City: Hoodside State: CA Zip Code: 92245

Job Title: English Instructor
Hire Date: Aug 19 83

Salary Grade: 49

Tax Exemptions: 2

SL Allotted: 5 Vac Allotted: 5
SL Taken: 9 Uac Taken: @
Use options shoun sbove to change record lavout. WK Avail.

10. To leave layout, press Escape twice.

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 G-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.)
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. To ttim 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 G-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, and Vac
Taken.

. To arrange the information in the report

alphabetically, put the cursor in the Last Name
category and press &-A. Choose to arrange the
records alphabetically by last name, A to Z. Press
Return.

. To have AppleWorks calculate how much sick leave

each person has left, move the cursor to the category
Vac Allotted and press G-K. That means a calculated
category will be inserted just to the left of the vac
Allotted category. Give it the name SL Avail.

. 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 ¢ from &. So type
b-c¢ and press Return.

. 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.

. With your cursor still in that column, press G-T to

get a total at the bottom. Type 0 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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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 G-T to get a total.

10. The report is too wide to fit in your word processor
document, so use & 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.

File: Personnel REPORT FORMAT Escape: Report Menu
Reﬁartg Totals
Selection: All records

-------------------------------------------- hE justify this cateéorg g

==} or {== Move cursor 43 = Ri%.

) { Suitch category positions -k Qefine a calculated category
==} ¢ {(-- Change column uidth =N Change report name and/or title
-8 Arrange (sort) on this category -0 Printer options

-0 Delete this categore -P Print the report

-0 Add/remove group totals -R Change record selection rules
-1 Insert a prev. deleted catesory -1 Add/remove category totals

Last Name SIE Allotted SL Taken Slﬁ Avail Uec Allotted Uec Taken UEc fvail L
Cremer 26 7 99992999 15 2 999999999
avis 18 f 999999399 198 ] 999999999 7
tajes T s s D s 7
Use options shoun zbove to change report format SOK Avail.

11. You're now ready to print. Press G-P and send it to the
screen, or your printer, to see how it looks.
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5ile=tl I;erés?nnel Page |
N ac Allotted Vac Taken Vac Avail

—
L oo

L2t ane 5L Allotted SL Taken SL Avail Vac Allotted Vac Taken ac fuail
Cremer 26
Davis
Dayes
Harrold

————
on oncoon
—

|

|

]
Harrold |
Ortiz 5
Redwood 2
Sanders |
Stirn b
Vargas |
Yamamoto |
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Press Space Bar to continue 58K Avail.

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.

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 G-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.)
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. Move the cursor to the column indicator for each of the

following categories, and press G-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.

. Place your cursor to the right of the vac Taken

category, and press G-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.

. The formula should be Vacation Allotted minus Vacation

Taken, so, using the column identifiers, type d-e and
press Return.

. Accept the standard settings by pressing Return twice.

7. Now, to get a total for this column, press G-T and then

10.

press Return twice to accept the standard settings.

. To select only those people hired after January 1, 1985,

press G-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.

. Because the boss wants these figures organized by salary

grade, put your cursor in that category and press G-A to
arrange it in 0-to-9 order.

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 G-G for Group subtotals and answer No to
the next two questions.
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File: Personnal REPORT FORMAT Escapa: Report Menu
Reqortf Hire ,
Selection: Hire Date is after Jan 1 83

Group totals on: Salary Grade

==2 or {== MHave cursor o o Rieht Justify this category

) ¢ Suitch category positions -k Define a calculated category
== @ ¢-- Change column width -H ChanEe report name and/or title
-4 “Arrange (sort) on this category -0 Printer options

-0 Delete this categor% -P Print the report

-C  Add/remove group totals -R  Change record selection rules

-1 Insert a prev. deleted category -1 Add/remove category totals

Lgst Nane H'i:re Date Sélarg Grade Uﬂc Allotted UEc Taken Uec Avail L
=fmemmenmmaa B =[m=rmmemeen =emmmmmemes cfemmememeen foeooaeo- 8
Harrold fug 13 85 4@ 5 9999999999
Ortiz Ju? 185 4@ g g 9999939939 7
Stirn fpr 586 40 5 8 ggg?ig?ggg 8
Use options shoun sbove to change report formst 39K Avail.

11. You’re ready to print! Press G-P and send the report to
the screen or your printer.

File:  Personnel Page |
F\'e?nrb Hire

Selection: Hire Date is after Jan | 83 ,
Last Mame  Hire Date  Salary Grade Vac Allotted Vac Taken UEE_QEEH
Harrold ﬂu? 1585 4p 5 ] §
Ortiz Jul 185 48 3 ] ]
Stirn fer 386 4B 3 ] ig
Davis Feb 185 42 10 3 ]
Dayes Jan 17 83 42 15 2 13
Yamamoto May 1585 42 10 2 EE
Sandars May 15 85 5@ 13 6 g
504
Press Space Bar to continue _ 39K Avail,
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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 G-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 G-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 & with the arrow keys to move
categories around.

Fit the categories into three lines, and add a blank line at
the end.

Use G-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 G-Z. To go back to
categories only, press G-Z again.
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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 G-J for left Justification.
Do this for Last Name, State, and Zip Code.

_To make sure the printer knows you're going to be using

one-inch labels, press G-O for Options.

. Type PL for Page Length and press Return. Then type 1.0

(inches) and press Return. To avoid having headers throw
off the regular printing of label after label, look atPH and
make sure it says No. Press Escape to leave the Options
display.

. 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.

. Press -Q to get a quick index of the files on the

Desktop; choose Personnel, press Return, and then
press G-P to print a report. Choose to get a report
format, choose Labels, and press G-P to print it out.
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File: Personnel Page |
Report: Labels i

Deborah Harrold
1227 Aptos Ha
Hoods1de th 93245

Patricia Ortiz
3 Cortina
Coopers CA 92116

Bob Stirn
3467 Alto Wa
Almaden CA 939?8

You can compare this to a report format called Mailing
Labels. Idea: If you use the G-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.

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 G-Q to make a quick change. Choose the
valuables file and press Return.

2. Press G-P to prepare to print.
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N
3. Choose Create a new "tables" format, and name the B
format Difference. Press Control-Y to clear the rest of N Getting some totals
the line.
,1 . ' B N Perhaps you are only interested in the items that you
4. You're going to fO(fUS on the categories Item, Model | purchased since the beginning of 1986, and you'd like to
Number, Purch Price, and R_EPlace Value. So put your . =2 see some dollar figures associated with these.
cursor on each of the following, then press G-D to ‘
delefe: Serdal Nurber, Bake Purchased, Where = 9 Here’s how to explore these additional calculations:
Purchased, and Store Phone. = 1. Make sure you are in Review/Add/Change for the
5. Put your cursor after Replace Value, and press G-K to - Valuables file.
create a calculated category. Name it Difference, press i g 2, Press G-P to print a report.
Return, type the formula c-d (to subtract the replacement ' 3. Choose Creat
. 2 “t bl L] f
value from the purchase price), and press Return..Type 0 B o | format 191;;(%661 Pirihr;es: Piest fomat, and name the
for decimal places and 2 for blank spaces to the right of _
the column. P 3 4. Using G-D for Delete, get rid of all categories except
TE i
6. To arrange the items in alphabetical order, put the cursor 5 Va(la:’eDate Purchased, Purch Price, and Replace
on the Item column, press G-A, and choose A to Z. - :
Press Return. g - 5. Cr_eate éo;‘als for both Purch Price and Replace Value
7. Use & with the Right Arrow key to adjust the width of WS S
the ITtem column so that you can read each item. Eoo 6. tslf'le(:t Onldy t}ie 1986 itf:ms by using G-R and entering
) is record selection rule: Date Purchased is after
8. Press G-P to print the report. § =
Jan 1 86. Press Escape.
; 7. Press G-P to print the report. (You can compare this
Eéégrt E?ﬂgﬂ:ge Page | = with a report we created called 1986 Items.)
Item Model Number Purch Price Replace Valu Difference F -]
Cassette Deck CA333 32300 323.00 i
O R oo LA B Page |
Color Television CT678-81  535.40 400 86 135 SeTectwn: Date Py
Computer Apple Macint 2000.90 2000, 00 it B Fthaged &5 aﬁtsr,Jan Ri ?6
Conputer il Il {ogo g8 950.40 50 E ol Gl by 55 Tichap DU 08LE Juciiee
géﬁggggue Dyen ﬁoﬁﬁ? %gggg éggg% 245 Easg\i!tte Dec l‘J1un % gg 3%5.% 325.00
VER sP-lse M55 47500 7l E o= Comuter Jan 31 86 000 20000
Microuave Qv May 12 86 1358.80 150.80
g al 2925.00% 2923.00%
The report you have just created resembles one already " 3
developed, called Value Difference. You could compare the
two. S |
S |
S
£ J -4
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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.

Here's how:

1. Choose the Valuables file, return to Review/Add/
Change, and then press G-P to prepare to print another
report.

2. Choose Create a new "tables" format and press
Return. Name the report format Audiofile and press
Return.

3. To select only the records pertaining to audio items,
press G-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 G-
D to delete all categories except Item, Model Number,
Serial Number, and Date Purchased.

5. Use G with the arrow keys to adjust column widths so
that you can read the data in the sample records.

6. Press G-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.
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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.

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,
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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 O).

File: Grades REUIEW/ADD/CHANGE Escape: Main Menu
====::::|-|==:;===:1=::::::=J::::====|(==:=:=::L::------ ====zss=f======== (====

l

2

3

:

% Exam § Exam 2 Total Points Parcent

g

9

10

11

12

13

14

13

16

17

i s T R e B
06: (Label) Grade

Type entry or use ¢ commands ¢=7 for Help
6. In columns A and C, on row 8, type Last Name and

First Name.

Under W 1, in cell E8, 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.)

. 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.

. Now for the actual grades. In rows 12 through 15, put in

your four students and their grades.
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File: Grades REVIENW/ADD/CHANGE Escape: Main Menu
A C D E F 6 H

Grade Book

H 1 KW 2 Hi 3 Exanm | Exa
Last Name First Nane Possible Score
18 16 18 23
Davis Pat ‘
o eaell M
Sonona William

OO0 L
(== LN = bl B |
100 OO WD 00
PO
el I

Type entry or use ¢ commands _ G=7 for Help

10.

1.

12

These are certainly some fine students! Their grades are
a tribute to your teaching.

Now have AppleWorks do a little work. To have it add
up all the possible points, move the highlighting to cell
K10 and type the formula @SUM(E10...110) . This will
add all the numbers in cells E10 through I10. Press
Return.

Then to get totals for each student, press G-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.

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 +K12/K10. Press Return.

Building some spreadsheets 149



15.

14.

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 K10 to be
changed, because that’s the total number of points
anyone could have scored, and it remains unchanged for
all students. So press G-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 M15. In each case, make the
first value relative and keep K10 with no change.

To keep the figures after the decimal point to two, put
your highlighting in cell M12, press G-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 G-V for standard Values, then choose Label
format and Right Justify.

File: Grades L SEUUHMDLRNE e Fscapy: hain P

e b

2
3
%
? W2  HH3 Examl Exam2 Total Points
g Score
? i 10 23 23 8e

8 28 23 69 B6
% ; 9 17 24 63 Bl
4 9 8 23 24 13 9
g 8 8 28 23 g6 82
{
L Tl A Wb T AN RS o ) e =

Mg: (Label, Layout-R) Percent

Type entry or use ¢ connands _ {=7 for Help
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16.

17.

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.

Move the highlighting to cell D9 (below the labels
for first name and last name and to the right of the
actual student names), press G-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.

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 3-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 G-K.
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File: Grades . B L e SECaE i tand

|

2

E Grade Book

§

% HH 1 Hi 2 Hi 3 Exam |

g Last Hame First Name Possible Score

% 1a 18 18 25
12|Davis Pat 9 7 g 20
13 Kaner FegE 8 I 9 17
14| Calduell An1 9 g 8 23
12 Sonoma Hilliam 7 B 8 28
17

18 : s
1]
Type entry or use ¢ commands &=7 for Help

If you'd like to see a gradebook like the one you've just
created, see GradeBook1 on your data disk. For an
expanded version, see GradeBook2.

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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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 A8, type Income.

7. In cells A10 through A16, put in labels for several
sources of income:

Al0 FEmployment Income

All Pay Check 1

Al2 Pay Check 2

Al3 (Blank)

Al4 Investment Income

Al5 Interest

Alé Other

In cell A18, type Total Income.

8. In columns D, E, and F, enter figures for each source of
income, each month.

e B ERAe il T

P b T e T

3

g HOME BUDGET

£

7

g i Jan Feb Mar TOTAL

] Emp]ogment Income:

1|Pay Check 1 2060 2000 2600

% Pay Check 2 2200 1569 1760

g %ngestmgnt Income: 100

nteres

g Other B g Eg

8/TOTAL INCOME
R R U i e e
Type entry or use ¢ commands -7 for Help
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9. In cell A21, type Expenses.
10. Tn 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.

File: Hone R tscae: Hain e
'Z;;'EREE@E& """""

23|General Expenses:

24|Food 200 243 300

2 Hedical t 1o

27 |Household:

58| Rent.ortaage W we 80

s ooy

%? Dt#IEII' i 29 580 35

32 i

e SR

%g ﬁg?ntenance ] 508 158

3BTOTAL ERPENSES - _______________________________________
D38

Tupe entry or use ¢ comnands &7 for Help

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 (G11). Type in a formula summing up those
entries: @SUM(D11...F11).

13. Copy the formula down that column. Press &-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.)
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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(p1l...D16). 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(D18-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.

File: o Nisllloee i i L
Ty s G rEbRNE Y )
2
3
g HOME BUDGET
6
A d Feb = M
g HCOHE an eb ar  Total
B EmpluHment Income:
1|Pay Chack 1 $2,008 2,000 42,008 46,000
% Pay Check 2 $2,200 §1,900 $1,708 45,400
4|Investment Income:
5|Interest $100 8 79 $179
; Other $0 8 $25 $25
__B TgIﬁg_[tjCDME $4,300 $3,500 $3,800 411,600 NN
Hi8
Type entry or use ¢ commands G=7 for Help
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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 colurnlns
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
m 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:

Monthly Payment = Financed Amount * Monthly Interest Rate -
[1-((1+Monthly Interest Rate)-1erm in Months)

Here’s how:

1. On the Main Menu, choose Add files to the
pesktop. Then choose to start a spreadsheet file from
scratch, and call the file Payments.

2. In column A, cells A10 to A15, type the labels
Purchase Amount, Down Payment, Annual
Interest Rate, Term in Months, Monthly
Interest Rate, and Financed Amount.
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10.

. In row 8, columns D, E, and F, type the labels Casel,

Case2, and Case3 so that you can compare several
purchases to see which offers the best terms.

. In cell D14, type the formula for determining the

monthly interest rate, dividing the annual interest
rate by 12: +D12/12.

Copy this formula into cells E14 and F14. Make the
copy relative.

. Type in the formula for determining the financed

amount, subtracting the down payment from the
purchase amount and putting the result in cell
D15: (+D10-D11).

Copy this into cells E15 and F15.

- Drop down to cell A18, and type the label Monthly

Payment.

. Move over to cell D18, and type in the formula for

calculating the monthly payment:

(D14/(1-((1+D14)~-D13)))*D15

. 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..D14), press G-L, and choose Block. Then
highlight all three cells and choose values format,
Percent, and two figures after the decimal point.

Building some spreadsheets 157



158

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 G-L the same way
but choose Dollars and two figures after the decimal

point.

File: L“E Paynents ] __--EEglﬁ‘!iE'E?iEHﬁHEE _____________ EEEEEELF'JEEE_W-‘““
5 CASEL CASE2 CASE3
9

$12,000  $13,000  $11,500
ALY oA ]
2| Annual ?nterest Rate (12%=.12) 12.08% 11.58% 13.00%
(L v by o Lo
EF?Rancgd e e d— b $3,000.00 $9,100.00 $7,625.00
él’lunth]g Paynent  =mmmmmmmme yo$210.67  §200.13  $204.56

2
2
:

24! __________________________________
A24

Type entry or use ¢ commands

¢=? for Help

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.)
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Abbreviations

DB = Data Base
SS = Spreadsheet
WP = Word Processor

A

address report (DB) 130. See
also mailing labels
Apple IT hardware
requirements 35
Apple Presents AppleWorks
disk provided 2, 4
Main Lesson Menu 9, 11
starting 8
AppleWorks Program disk 4
AppleWorks Quick Reference
Card 2
AppleWorks Sample Files Data
Disk 4
AppleWorks Startup disk 4
AppleWorks Startup/Program/
Sampie Files disk 4
applicatiéons, moving between
10
arithmetic functions, @SUM 80
149, 154, 155
arranging (sorting) a category
(DB) 127

B

boldfacing text 121-122
bulleted lists 123-125

Index

C

calculating. See also G-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 (S§S) 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 (WP) 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; &
connectors, DB record
selection 37
control code commands
Control-B 122
Control-Y 30, 144

coordinates (SS) 78-79
copying. See also G-C
cells (S85) 83-89
from the clipboard 107-109
formulas (§S) 150
rows (SS) 89-90
cursor
insert mode 56
moving by the word 54
moving to beginning of
file 65
inS§S 81

D

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



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
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/Add/Change
display 28
saving files 4648
tables format 126-127, 130
transferring report to
WP 102-109
decimal places, in DB category
totals 136
deleting. See also G-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 5-6
provided with AppleWorks 4
write-protected 5

160 Index

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

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 4648
SS file 97-98
WP file 71-72
finding. See also G-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

G

grade book (SS) 147-151
group command (3-G) 139

H

hardware requirements 35
home budget (8S) 152-155
home inventory (DB) 143-146

|

insert cursor 56

integrated applications 15
moving between 106

J

justify command (G-])
DB use 142
SS use 96

K
key values (S5 91-93

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

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
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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 (3-M) 66
multiple-record display
(DB) 28

o

-1 through 9

SSuse 81

WP use 65, 68
G-< 32
G-A (Arrange) 127
G-C (Copy)

SS use 83, 89, 90, 150

WP use 108, 128
G-Control-Reset 8
G-D (Delete) 32, 55

DB use 127

WP use 109, 128
G-F (Find)

DB use 33

SS use 78

WP use 58, 107
3-G (Group) 139
G-J (Justify)

DB use 142

SS use 96
G-K (Calculate)

DB use 136

SSuse 93

WP use (69
G-L (Layout) 30
G-Left Arrow

DB use 42

SS use 81

WP use 54
3-M (Move) 66
G-O (printer Options) 60,

62, 121-123

G-P (Print)

DB use 40, 44, 104, 126,

127
WP use 110

G-Q (Quick change) 106,
126, 128
G-R (Record selection, DB) 35
G-R (Replace, WP) 65
G-Right Arrow
DB use 42, 127
WP use 54
G-T (Titles, SS) 151
G-T (Totals, DB) 43, 136
G-V (standard Values)
DB use 143
SSuse 150, 151
G-W (Windows) 94
G-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 G-P
DB report 40
to clipboard 104-105
to screen 4446
WP document 110-111

Q
quitting AppleWorks 49, 73, 114

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 4042
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 4344
Reset 8
Review/Add/Change display
in DB 28
in WP 53
ruler (WP) 65

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

Index 161



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
AppleWorks
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)
4344
system specifications
(hardware) 3

162 Index

text
adding 56-57
centering 60-62
deleting 54-56
moving 6668
searching for 58-60
unjustified 62

titles command (3-T) 151

top of page, changing 142

totaling a DB category 43—44.

See also sum
twao disk drive systems 23-24

U

unjustified text 62
Using AppleWorks 2

\

values (SS) 80
key values 91-93

W, XY
“What 1f?” 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 60-62
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/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
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B 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.

W 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.

1. How would you rate AppleWorks overall? (1=poor . . . é=excellent)

2. Where did you purchase AppleWorks? (1=dealer, 2=Corporate Buy, 3="Teacher Buy, 4=department store,
5=other)

3. Which Apple computer are you using? (1=Apple Ile, 2=Apple Ilc, 3=Apple 11/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,
4=school/classroom, 8 =school/administration, é=other)

7. Which AppleWorks application are you using most often? (1=word processing, 2=data base, 3=spreadsheet,
4=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 AppleWorks have you read? (1=entire manual, 2=specific chapters)
10. How easy were the AppleWorks manuals to read and understand? (1=difficult . . . &=very easy)
11. How would you rate the Using AppleWorks and AppleWorks 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, 4=all of the time)

13. Did you use Apple Presents AppleWorks? (1=yes, 2=no)
14. How would you rate Apple Presents AppleWorks? (V=poor . . . 6=excellent)

15. How helpful was 4pple Presents AppleWorks in learning how to use AppleWorks?
(T=not helpful . . . 6=very helpful)

16. How helpful were the sample files? (1=not helpful . . . é=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?

Thanks for your time and effort. 030-3143-A
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