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Chapter 1: Introduction

This User’'s Manual introduces you to the AppleWaplication.

AppleWorks is an all-in-one software package offering seamless integration
of word processing, outlining, presentations, drawing, painting, spreadsheet
computation and charting, database management, and communications,
including support for HTML and linking to the Internet.

Registration and customer support

How to start

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

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

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

For information about AppleWorks, see the following Web site:

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

This manual is designed to get you started quickly, whether you're a new or
experienced AppleWorks user.

If Do this

You're new to AppleWorksBecome familiar with Macintosh techniques, such as using the
or want a complete mouse and saving documents. For such information, see the
understanding of documentation that comes with your computer.

AppleWorks

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

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

You've used AppleWorks Read the rest of this chapter to learn how to use this manual and
before AppleWorks Help together.

Start AppleWorks (see “Starting AppleWorks” on page 2-1 if
you need help). Then review the list of new features in
AppleWorks 5 (see thappleWorks 5 Installation Manuabr
choosetpplewarks Help Contents from the(2) or Help menu, and
then clickNew features in AppleWorks 5.0).

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

Using Help and the User’'s Manual together

In the Help index,* see:

» index entries relating to the
current section are listed here

This manual and AppleWorks Help, a comprehensive onscreen Help system,
are designed to work together.

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

For information on In the Help index,* see:

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

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

Special information in this manual looks like this:

Note, Tip, ortitled messages give extra or helpful information about a
subject.

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

Glossary terms are defined in the manual and AppleWorks Help. They
appear in italic in the manual, and underlined with a dotted line in Help.
Glossary terms are also listed in the manual’s index. For example, to find the
definition ofcell range look upCell range, described

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

AppleWorks Help completely documents all AppleWorks features. As you
become comfortable working with AppleWorks, you'll be able to find all the
information you need in AppleWorks Help.

Opening and closing AppleWorks Help

Click this button for Help
for the current task

To open Help when AppleWorks is running, first make sure that
AppleWorks is the active application (chodggleWorks from the

Application menu at the right of the menu bar). Then press the Help key (on
an extended keyboard), pré&®, or choose a command from{2)  or Help
menu.

To see Choose
Topic titles in a table of contents AppleWorks Help Contents
An alphabetical list of index entries AppleWorks Help Index

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

In many dialog boxes you se(?)  button. You can clicl(?)ie button to
get Help for the task you're performing.

Document

r Margins —— r Page Display
@ One Page Above The Next
) Facing Pages Side-By-Side

Top

i

Bottom :
Left EI [ Show margins
[] Show page guides

r Footnotes
@ At Bottom of Page
At End of Document

[ Mirror Facing Pages

r Page Numbering
] Automatic Numbering

§tart at Page D Start At l:l

2] [cancel ][ ok

Using the Help window

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



1-4

AppleWorks 5 User's Manual

Click to see the index

Click to see the Click to move to the next
table of contents or previous related topic
. | |
Click to close onscreen [l =———+ Appleworks Help ——— B &
Help and leave it running : 1 T T
(contents ] (Index] [ 6o Back] Drag the note icon into a topic,
Type a word you want to find Keyword: 1) and then type your own notes
in the index, and then press
Return Draw objects Click to retrace your path through Help

i »

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

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

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

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

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

Lines Click underlined text to

=]} Rectangles and squares jump to a topic or see a list
of related topics

S

Eounded rectangles

Note Whenever you open AppleWorks Help, you start the QuickHelp
application, which runs independently of AppleWorks. This means you can
open AppleWorks Help even when AppleWorks isn’t running. To do so,
double-clickAppleWorks Help in the AppleWorks folder (in the Application
Support folder in the System Folder).

Using the AppleWorks onscreen Help index

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

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

To go to a particular index entry—for example, if you're using the index
entry in the margin of the manual to direct you to a topic— you can type the
index entry in the Keyword box.
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. - 0 —— AppleWork — [ ——
In the Help index,™ see: [ contents ][ Index [ Go Ba Feard T
> stationery Kewyword:| stationery... stationery gi:gautteseftaatliu;r?ﬁgl

Print an envelope
Save communicati
Save document forrme

You see this in the Type all or part of the index AppleWorks displays the index so you
manual entry, and then press Return can select a topic (if there’s only one
topic for the entry, you see the topic)

Select the topic you want to see and c@icRo Topic. To return to the same
place in the index, clic(ingex) again.

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

Learning more about onscreen Help

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

For information on In the Help index,* see:
Adding your own notes to a Help topic » Help, customizing
Copying Help topics into an existing document » Help, copying

Finding text within a Help topic » Help, finding

Marking topics you use often » Help, customizing
Printing one or more Help topics » Help, printing
Referring to a glossary of AppleWorks terms » glossary

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

Here are more ways to learn about AppleWorks:

To Do this

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

Use automated assistance in creating various ChooseNew from the File menu, and then

types of documents (such as newsletters and selectUse Assistant or Stationery. Choose a

presentations) category from the pop-up menu, and then
select an Assistant from the scrolling list.
(For more information about Assistants,
see “Using an Assistant” on page 2-4.)

Use automated assistance in performing compleooseippleworks Assistants from the(?)
tasks (such as adding footnotes or tables to a or Help menu.
document)

See brief descriptions of AppleWorks buttons ahtbld the pointer over the item for a few
menus in the button bar (when displayed) seconds. You see information about this
item in the Info Line, in the lower part of

] the button bar. (You can also see this
[Body ] [Greates s paint dooument. information if you chooséhow Balloons

from the(2] or Help menu. To turn off

Info Line Balloon Help, chooskide Balloons.)

Get step-by-step help for commonly requestedChooserrequently Asked Questions from the

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

Working with AppleWorks

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

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

Document types

You use the AppleWorks application to create documentiaciments a
computer file in which you enter information. You can create, open, change,
save, print, delete, and duplicate documents. When saved, a document
appears as an icon on the desktop.

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

When a document is open, you see its contents (such as a letter or a drawing)
displayed in the window. When printed, a document looks just as it does on
the screen.

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

While each type of document is mainly for a certain type of work such as
writing a letter or drawing a picture, you can use AppleWorks to combine
different kinds of work within a single document by usirigaane a view of

one document within a different type of document. For example, you can add
a spreadsheet to a letter without first creating a spreadsheet document.
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Text (word processing) documents

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

& File Edit Format Font Size Style Outline Window

EE .
(£ llﬂlll%lllllllllll.. Word processing
. . ..@@.. menus and button bar
k=]
o 4 2 B 4 | LI I P B I U I P R )
I Write a letter in aword
processing document
luy 30, 1897
Mr. Benjamin Mason
123 Main Street
Philadelphia, PA
Dear Sir,
July 30,1997 =
Eugmad tincidurt ut la oreet do
minim veniam, quis nostrud exe | Mr. Benjamin Mason —~ Drawa IOgO
Eusimod tincidurt ut lacrest dol | 123 Main Sirest
werniam, quis restrud sxercitatic | Philadelphia, PA
Sincerel, Dear Sir,
Euismod tincidunt ut 12 oreet dolore magna aliquam erat veluptpat. Ut wisi er
minim veniam, quis nostrud exercitation uliamcorper suscipit lobortis nisi uta
Eusimod tincidunt uk lacreet dolore magna aliquam erat volulpat. Ut wisi enir
minim veniam, quis nostrud exercitation ullamcorper suscipit lobortis nisi uta
oty Item |
5 Knee pads H
= S| Create atableina
ki Uniforms spreadsheet frame

Sincerely,

George DuPont

Add a drawing and a spreadsheet frame

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

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



Introduction  1-9

Draw documents

Drawing tools ——
and palettes

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

% File Edit Formal Transform Options Window ¢
B lllllllllllllll@ll raw menus and
[l @l button bar
ED
R[A
f g Create a map in a draw
== document
~=
2|
<2
== ————————— Traffic study (DR)
ak: ora t
2l Traffic Study
G2 o [
O[S — } Text frames
B0 : i
Es | *’—— Clipart
[&[=] &[] 3 %
=] EE] ¢ g
I :
== g Eim Sirsat 4
5] i q %

Chestnut Strest

[ Vehicles per hour
| 9 am-10 am |5 p.m.6 p.m.
|Main Strest 123 243 Spreadsheet
Elm Street i 161 f
Chestnut Street i) 158 rame
277 560

|Total

Add text and data to create a presentation

Draw documents are useful for creating presentations, newsletters, maps,
organizational charts, and illustrations. Draw documents are especially
useful for complex page layouts—you can link text frames in a draw
document so the text flows from one frame to the next.

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

Painting tools —
and palettes

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

% File Edit Formal Transform Options Window ¢ 2
(][22 ] ] [ = B e e e e ] ] 2 ) ) ) 2 ) 0 o S 2 Paint menus
[]%]] and button bar

[12_~][a )& [oerar~] |

Rose (PT)

I,
Ll

Paint image

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

Rose Text frame

A picture in a paint document

G Wg = ol
NEHEI D@l % 9“’5

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

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

document.
% File Edit Format Calculate Options Window [#4] Spreadsheet menus
(=l (== =) =||[E and button bar
(2] (e (= =2 ] oo ] ] ] ] ] ] ] ] ] ] ] e e o 55
Geneva =7~z =)E)[cetanss ]| L Entry bar
fie———————————— Mileage sy —————— &
o T <[] e ' - Add datato a
- = B = T E B 5 LI spreadsheet document
Mileage =
2 Expected Actuzl —
3 |October 1100 120%
e T I Milenger (55)
6 T:::::‘ - 5700 5597 A 527 bt 30 4
7 & A B I C D E
8 ~ (O
> =] [=) Mileage
. Sl J
12 e = Expected Actual
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Create a chart to add clarity or show data in perspective

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

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

% File Edit Format Layout Organize Window

HEEEE IIII%IIIIIIIIIII Database menus
==L ] el e = e and button bar
[CT—

Address list (DB)

Customer Cooks and Books

= Address 45 First St

il Belmaont
Database i )
controls | [Eeeeree: State o —— Clipart

H Pastal 34002

Sorted File 103

Iﬁﬂ Customer Jones Electronics ﬁ ﬁ ﬁ ﬁ ﬁ ﬁ ﬁ ﬁ ﬁ

ME Address 12 Malin Street
City Woodside File Customer Address City State  Postal
State cA 103 Coeksand Books 45 First St Belmont  Ca 04002
Postal 94072 101 Jones Elecronics 12 Main Street Woodside  Ca 94072
Fite m 102 Titan Books 78 South St Austin MM 55012
Customer  Titan Books - -
Address 78 South St Alphabetize the list and
City Austin .
State MN add a picture
Pastal 55812

Enter names and addresses in a database document

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

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

é File Edit Settings Session Window

: = C icati
MR EEREEHBIE adbutonbar

EO=—————— untitled (CM)

00:23 50 Connected

Sysop.

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

A communications session

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

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

Where to go from here

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






Chapter 2: Creating, opening, and printing documents

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

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

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

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

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

Starting AppleWorks

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

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

If you entered your name in the Sharing Setup dialog box, your name appears
automatically in the Name box.

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

Please personalize this copy:
Name

| —'— — Type a n{:\me to

c personallze your

| mpany | copy of AppleWorks

Serial Number

|See reqistration card |

Register your product now to receive
our newsletter and produst updates.

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

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

If you're new to AppleWorks or unfamiliar with the new features in
AppleWorks 5, run the onscreen tour. You can run the tour at any time by
choosingntroduction to AppleWorks from the(?) or Help menu.

Creating a document

To create a document, you can:

In the Help index,* see:

» documents, creating = start with a blank document

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

= open custom templates, calls@tionery

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

You can create a document when you start AppleWorks or when

In the Help index,* see: AppleWorks is already running. To create a document when AppleWorks is
» New command running, choos#8lew from the File menu. Or, click the appropriate button in
the Default button bar. (If you don’t see the button bar, ch&ioseutton Bar

from the Window menu.)

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

New Document

&  AppleWorks

A Word Processing ki
48 Drawing

& Painting

E spreadsheet

= patabase

9 Communications

@ Create New Document
Select a document —

type

) Use RAssistant or Stationery

=]

Create a new word processing docurnent.

2] [ Cancel ] [[ 0K ]]

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

WP for Word Processing
DR for Draw

PT for Paint

SS for Spreadsheet

DB for Database

CM for Communications

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

you can change document was created

Document name, which ‘ The order in which the

EN=——7———————— untitled 3 (WP)

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

Using an Assistant

In the Help index,* see:
» Assistants

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

To use an Assistant when you first create a document, cNeo$®m the
File menu. In the New Document dialog box, selisetAssistant or

Stationery. Choose a category from the pop-up menu, and then select an
Assistant name from the scrolling list.

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

Selectan —
Assistant

&  AppleWorks

Category: [ RIl Assistants i |

Address List

Business Cards
Calendar

Certificate

Envelope

Find ApplelWorks Documents

) Create New Document

@ Use Rssistant or Stationery

This Assistant helps you create a name and address database.

2

[Eancel] [[ 0K ]]

You can use other Assistants to help you perform a specific task in a

document you've already opened. These Assistants are available in certain
types of documents only. For example, the Assistant for creating tables is

available with draw and word processing documents.

To use an Assistant for the current document, chéppesVorks Assistants
from the(?) or Help menu. Select an Assistant, and then @fick

— Table Assistant
% The Table Assistant rakes it easy to add complete, formatted tables to gour document.
Beqin by selecting the type of information you want in your table.
Select Table Tyupe
Mon. Tues. wed. Thurs. Fri.
@ Days=
O Months
) Quarters
O Years / Mumeric Range
O Custorn
" Days: Use thiz for calendars or to do lists.
-
Frogress B
,g—| [Cancel ] [ Begin ] [ Back ] [[ Nent ]]

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

This Assistant Helps you to

Address List Create a database listing of names and addresses for
business, personal, or student information

Business Cards Create business cards for business or personal use

Calendar Create a monthly calendar

Certificate Create certificates, awards, or diplomas

Create Labels Assistant Create a database layout for labels

Envelope Position and print addresses (including return

addresses) on envelopes. For more information, see
“Addressing envelopes” on page 9-27.

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

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

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

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

Newsletter Create newsletters for your club, school, or
business

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

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

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

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

New Document

« Apple\LVorks

Category: [ All Stationery

A =About Stationery
4B Business Tools Index
25 Certificate Index

]
E
I () Create New Document

Select a stationery —
document @ Qassroom Tools Index @ Use Assistant or Stationery
48 Fax Cover Sheet Index
2 Fiyer Index
A descript_ion fOr the CUI'I’enﬂy [ Contains information on using the AppleWorks 5 stationery ternplate documents Tocated in the
selected stationery appears here Applearks Stationery folder.
2 Cancel ] ” 0K ]l

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

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

Use stationery to create a document using a template such as a letterhead, an
envelope, or a fax cover sheet that you customize for your own use.

s ==Y
& The Soccer Company
Specials
v paas RAFL
Arm pads T
Gl 12
g
&2
o
T
12
-\ e

1%

Eﬁ: The Soccer Company

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

To save a document, clids]  on the Default button bar, or cl8agser
Save As from the File menu.

= ChooseSave to save a document for the first time, or to save changes to a
document you've previously saved.

= ChooseSave As to save another version of a document with a new name, in
a different format, or in a separate location.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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You see the Save As dialog box the first time you save a document and any
time you choos8ave As from the File menu. In the Save As dialog box, type
a name for the document, and then clale.

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

Currently open folder —

< Applelllorks 5 * I = Workstation ——— Current disk

|2 About ApplelWorks Help Eject
[T AppleWorks Assistants
. [Z) Applelorks FAO Guide

DOUbIe'C.“Cka [T Applelorks Libraries
folder or disk to [ AppleWorks Scripts
see its contents pp p

[T AppleWorks Stationery

[ AppleWorks Styles

I Click to list the items

Desktop on the computer

desktop

+—— Click to create a new
folder in the current folder

Cancel or disk

i

Save As: Save —— Click to save the document

Choose a file format —{{—Applelorks | P A
to save the document [untitied |® 0

in that format

Docurnent  Stationery

Type a new name for the
document

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

After you save a document for the first time, you can:
= resave it periodically to keep your work up to date
= save it with a different name to create two identical documents
= make a backup copy regularly to protect your data
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Opening a document

. " When you open a document, it looks like it did when you last saved it. For
In the _HE'P index,” see: information about opening and using stationery, see “Saving document
> opening formatting as templates (stationery)” on page 2-12.

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

To Do this
Open an AppleWorks documenr€lick |5 on the Default button bar or chodgen from the
from within AppleWorks File menu, choose the document, and then Cpek. If

you're asked for a password, type the password, and then
click OK. (For more information about passwords, see
“Protecting documents with passwords” on page 2-17.)

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

from the Finder software it's not already running) and opens the document. If you're
asked for a password, type the password, and therDglick
(For more information about passwords, see “Protecting
documents with passwords” on page 2-17.)

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

If you don'’t see the document, cancel the Open File dialog
box, chooseontrol Panels from the® menu, and then
choosePC Exchange. (PC Exchange is a Control Panels
extension included with Macintosh System 7.5 and
available for System 7 and higher from Apple Computer,
Inc.). ClickOn, and then clicldd. ForDOS Suffix, type

.CWK selectippleWorks in the list of applications, and

then click OK. Repeat for DOS suffix .CWS.

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

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

Click to display a
preview of the
selected document
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In the Open dialog box, you can search for a document and choose the type
of document you want to open.

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

: |€j] AppleWorks Documents ¥ | — Worksta...
Preview
Address List
Letter
Logo Desktop
Map ————— Contents of the
= selected folder or drive
Product Data Sheet (double-click a folder
l]uart_erlg Spreadsheet [ﬁ to show its contents)
[# Traffic Study Open

[ Show Preview
Document Type File Type
All Types vl All Available vl

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

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

Note If you have the QuickTime extension in your Extensions folder (in your
System Folder), you sé&how Preview under the scrolling list in the Open

dialog box. Selectinghow Preview displays a preview image (thumbnail
sketch) of a selected PICT, QuickTime, or AppleWorks word processing,
draw, or paint document. To create a preview, clickCtese button when

the button is active (not dimmed). To save an AppleWorks document with a
preview image, choo$eeferences from the Edit menu, chooSeneral from the
Topic pop-up menu, seleCteate Preview in the Saved Documents area, and
then clickOK. Then, save the document. For more information, see “Setting
preferences” on page 3-21.

Note You can also open a document using the Convert Documents script.
See “Converting documents” on page 2-19.

Finding documents

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

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

> links area in a document to a:
» URL buttons

» different document
» different area of the same document

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

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

Saving document formatting as templates (stationery)

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

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

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

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

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

2. Type a brief label in the Category box, and enter any other summary
information you want to save with the stationery.

If you don'’t provide a category label, AppleWorks assigns the stationery
document to th&lone category.

3. Click OK.

Your label shows in the Category pop-up menu in the New Document
dialog box (clickUse Assistant or Stationery to see the Category pop-up menu).

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

Setting up default stationery

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

If you plan to use certain settings every time you create a document, set up a
document aglefault stationeryor Optionsstationery) that opens

automatically whenever you create a new document of that type. For
example, you might want to change the default font used in a new word
processing document.

Creating stationery

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

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

1. ChooseSave As from the File menu and clickationery in the dialog box.

[ Applelorks Stationery ¥| = Workstation

*About Stationery Eject
*Business Tools Index

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

*Flyer Index

*Home Tools Index
Save As: | Save l

Applelorks v — Click to save the
A .
[Letterhead |0 @ document as stationery

Docurnent  Stationery

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

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

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

3. Type a name for the document.

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

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

For this document type Use this filename

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

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

4. Click Save.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Opening stationery
When you open a stationery (template) document, AppleWorks opensit as a
new, untitled document, and the original document remains unaffected. You
change the document as necessary and then assign it a new name when you
save it.

To open default stationery:
1. ChooseéNew from the File menu.

2. Select the type of document to open (sudhaesProcessing or Drawing), and
then clickOK.

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

You can open regular stationery from the New Document dialog box or from
the Open dialog box.

To open regular

stationery from the Do this
In the Help index * gap: New Document dialog box ChooNew from the File menu, and then selbst
. 7 ' Assistant or Stationery. Choose a category from the Category
> stationery, using pop-up menu, select the stationery name in the scrolling

list, and then cliclok.

Open dialog box Choogpen from the File menu, select the disk or folder
containing the stationery, select the stationery name in
the scrolling list, and then clidbpen.

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

Save a description of your document when you want to include notes to
yourself about the document’s contents or when you plan to save the
document as regular stationery. (See “Saving document formatting as

In the Help index,* see:
» Document Summary Info

command ) o
templates (stationery)” on page 2-12.) To save a description of a document,
chooseDocument Summary from the File menu, and then type the information.
Document Summary
Title: | Introductory offer
Keep track of different Author: |M. Ejay
versions of a document —— Uersion: | 2.0
Identify important ——+— Keywords: | Promotion
mformagggd%g:ﬁ Category: [General

Description: |Free companion fare to UK in October

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

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

What you enter for Appears in the New Document dialog box as the
Title Document name (in the scrolling list)

Category Category name

Description Document’s description

Note You can enter more than one category. For example, if you enter
Business, Home, Education , the document appears in the Business
category, the Home category, and the Education category.

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

In the Help index,* see:
> passwords

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

1. Choosédocument Summary from the File menu.

2. Click Set Password, type a password (up to 255 characters of letters, numbers, or

symbols), and then clidK.

3. In the confirmation dialog box, type the password again, and the®Klick

Important Keep the following points in mind:

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

To maintain security, consider doing the following:

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

= If you write down passwords, store them in a secure place away from
your computer.

= Change passwords often.

Passwords provide a minimum level of security to your documents and
should not be used to protect sensitive information. Setting a password
does not encrypt the file. To protect sensitive documents, consider taking
additional security measures.

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

the list and click Go To Topic.
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Importing and exporting documents

In the Help index,* see:
» exchanging data

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

To import and export documents, the AppleWorks application uses
translators special files that translate information for many popular
software applications. These files, which come with AppleWorks, are in
your AppleWorks Translators folder. (The AppleWorks Translators folder is
in the AppleWorks folder, which is in the Application Support folder in the
System Folder.)

To Do this

Export a document so it cahooseSave As from the File menu, and then choose a file
be read by an application format, such adTML, from the Save As pop-up menu.

other than AppleWorks (If the application you want to use isn't listed, try using one of

the commonly accepted formats—Text, DBF, DIF, Microsoft
Excel, or SYLK—to save the document. You can then open the
document in any application that supports that format.)

Import (convert) adocument/se one of the following methods:

gree;_tedt_wnh adifferent o cpooseopen from the File menu. In the Open dialog box,
ppiication select the appropriate document type from the Document
Type pop-up menu. Select the file, and then digk. The
original document is unchanged.

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

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

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

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

Insert an entire document, Use one of the following methods:
such as clip art
(commercially produced
graphics) into an
AppleWorks document

= |n the AppleWorks document, click where you want to insert
the file, and then clic on the Default button bar, or
choosdnsert from the File menu. In the Insert dialog box,
select the file type from the Show pop-up menu, choose the
file, and then clicknsert. (To insert information into fields of
an AppleWorks database, see “Importing data from other
documents” on page 8-38.)

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

Open a document created l§lick on the Default button bar, or chodgen from the
AppleWorks for File menu, choose a document, and then €lpek.
Windows 95

If you don’t see the document, chod@satrol Panels from thee
menu, and then chooB€ Exchange. (PC Exchange is a Control
Panels extension included with Macintosh System 7.5 and
available for System 7 and higher from Apple Computer, Inc.).
Click On, and then cliclkdd. ForDOS Suffix, type.CWK, select
AppleWorks in the list of applications, and then cliok. Repeat

for DOS suffix .CWS.

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

Converting documents

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

You can convert multiple documents created with previous versions of the
AppleWorks application or with different applications to the current
AppleWorks format at one time. Use the Convert Docunsamipt (a script

is a command that performs one action or sequence of actions). When you
convert documents, only a copy is converted; the original documents remain
in the format used to create them.

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

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

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

3. Drag the selected items to the Convert Documents scric$ »:on  in the
AppleWorks Scripts folder.

4. If you see an alert, cligBk.

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

Closing a document and leaving AppleWorks

In the Help index,* see:

» closing
» Quit command

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

To Do this
Close a document ChooS€lese from the File menu.
Close all documents Hold down the Option key while you choose

Close All from the File menu.

Leave AppleWorks Chooggiit from the File menu.

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

Printing a document or Help topic

In the Help index,* see:

» documents, printing
» Help, printing

To print the current document or a current Help topic, (@tk  on the Default
button bar, or choosgintfrom the File menu. To bypass the Print dialog box
and print a single copy of a document, hold down Option and cRadSae

Copy from the File menu. (You can’t bypass the Print dialog box if you're
printing a Help topic.)

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

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

To Do this

Choose a printer Select a printer using the Chooser.

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

Preview a draw, spreadsheet, In AppleWorks, choosBage View from the Window menu.

database, or paint document OWord processing documents always appear in page view.

the screen For instructions on hiding the margins and page guides in
a word processing document, see “Previewing pages for
printing” on page 3-12.

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

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

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






Chapter 3: Basics

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

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

Working with windows

Each document appears in a window, which contains standard elements for
working with applications. You also see elements unique to AppleWorks.

& File Edit Format Font Size Style Oulline Window $

=)= EIII%IIIIIIIIIII

= =] ] %] 2] @l
[retvetioa  ~][12 ][ ~][E] (500 2l

fo=—————— untitled (WP)
IEI _ “ _ -

T T =

Horizontal
pane control

Text ruler

Show/hide tools control

Page indicator

Vertical pane control

Zoom controls ——
Zoom percentage box

00 [ JullETPage 1 | &2
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Viewing windows
You can view a window and its contents in different ways. For example, to

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

To Do this Example

Zoom in or out, Click [uf] to zoom in, clici]

or choose a to zoom out, or click the zoom %%

zoom percentage box and select a

percentage percentage. S Zoom in‘

Split a window Click the horizontal pane
vertically or control=m in the upper-right
horizontally to  corner, or the vertical pane
display different controlll in the lower-left

parts of a corner, and then drag the bar Drag down
document at oneto a new position.
time

Restore a split Double-click the vertical or

window horizontal line between the
panes

16 October Mowernber  December
17
| 18
20
21 Expected Actual
| 22| 1100 1203
E Z500 Z00E
24 1100 1388
23 [Total 5700 5997
26

Double-click to restore the
window

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

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

H * .
In the Help index,™ see: neatly on the screen.
» Stack Windows command

To Do this Example
Tile windows in  Click on the
a grid Default button bar, or

chooseTile Windows
from the Window
menu.

Tiled windows

& Flle Edi Fesmad Colulobe Dptions @ndow

Stack windows ChooseStack Windows SOEEE
ok

so they are from the Window :
layered, with the menu. oo e
upper-left e I-iﬁé«l i et
corner of each B e
window visible [Hsieta) -
(S5 T
]
!. 5| | wm
E. R il
H I8 ;
Stacked windows

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

menu.
Going to a page
. —— To go directly to a page, double-click the page indicator at the bottom of the
In the Help index,™ see: window, type the number of the page you want, and then@Hick you
> going to a page don’t see the page indicator, cho®sage View from the Window menu.

||| Prage 1 Iﬁ

Page indicator

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

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

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

Use the arrow pointer to
select, move, and reshape Use the text tool to create
objects and frames 5 A& 1 textframes and type text
Use the spreadsheet tool to i f T Use the paint tool to create
create spreadsheet frames paint frames
. | ]
—1— Use the drawing tools to
ol ey draw objects in documents
. ) and frames
Use the painting and drawing —— {:} .f:?
tools to paint images in a
in ment or fram =
paint document or frame T Q
il -
-— Fill sample

—— Use the fill palettes to select
the fill color, pattern, gradient,
or texture for objects and
images

Pen sample

i

Use the pen palettes to |
select attributes for lines

and borders of objects ‘
and images

nFls [BmSF =
L
1

T [EE

If you don't see the tool panel, click the show/hide tools co(ET! or
chooseshow Tools from the Window menu.

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

In the Help index,* see:
» button bars

Click and hold down the
mouse button to see
options for customizing
the button bar

When you open an AppleWorks document, you see the button bar at the top
of the document window (below the menu bar). The button bar saves time by
providing shortcuts to activities that would otherwise take several steps to
complete. The button bar is preset to include buttons for some common
AppleWorks actions.

& File Edit Format Font Size Style Outline Window

- % 2
(5211 2 e e e = 1 s s
B OISRkl

5] [Bosy ~ | [Copies the currer

untitled (WFP)

ection and puts it on the Clipboard.

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

The Default button bar for word processing documents

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

= change its position

= customize its appearance

= add or remove buttons

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

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

Switching button bars

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

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

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

AppleWorks is preset to show the button bar above the document window.
To hide or show the button bar, choafiie Button Bar or Show Button Bar from
the Window menu.

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

Customizing the button bar

To customize the button bar, cho@ston Bar Setup from the[~] menu on the
button bar, and then choose one of these actions:

To Do this

Increase or decrease the number®dype a number for rows or columns, up to 20.
rows or columns of buttons

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

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

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

To add or remove buttons, chodsiButton Bars from the[~] menu on the

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

Select a category from
which you want to add
or remove buttons

Hdit Default Button Bar

Button Category: |General v|

Description

New Word Processing Docurnent Shows a brief
description of the
Creates a word processing document. button’s purpose
Double-click a button — when you click a
to add it to the button button

bar

Select a button to add or
remove and then click to
add or remove the
selected button

(cancel | [ ok ]

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

Creating your own button bar

You might want to create a new button bar with the buttons you use most
often. To create your own button bar, chogeseButton Bar from theE menu

on the button bar. In the New Button Bar dialog box, type a name for the
button bar, add buttons, and then cligk For information on adding and
removing buttons, see the previous section.

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

A paletteis a window with options you can apply to documents, frames, and
objects. You can open, collapse, and expand palettes, such as the fill, pen,
library, and stylesheet palettes.

In the Help index,* see:

» palettes, types
» palettes, using

é File Edit Format Arrange Options Window :_?,J
I T i = e = e =

Helvetica v“12_"@ Default VI |

untitied (DR)

' Collapsed balettes go a'utomatically' to the :
upper-right corner of the document —,

Click to close the palette — Click to collapse
(Option-clicking closes all - the palette
. . open palettes) - (Option-clicking
O | . collapses all

- : : - open palettes)

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

onto the working
area to keep it
open while you

. work

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

Use the To For more information, see

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

Pen palettes Change the color, pattern, or
width of a line or an object’'s
border, or add arrowheads to a
line

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

Library palette Add AppleWorks clip art to dUsing libraries” on page 3-18
document, or store items that
you want to reuse

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

spreadsheet document, or a

text frame in a draw document

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

paragraphs, spreadsheets,

outlines, and graphic objects

Links palette Create and edit links “Creating links” on page 9-1
(document links, URL links,
and book marks)

Working with frames

In the Help index,* see:

» frames, tools
» frames, creating

In AppleWorks, you can add different types of information (spreadsheet
data, text, and paint images) to the same document. These different types of
information are stored in special objects caftaghes A frame is an object

that acts like a window to another type of document. You can draw frames
in every type of document (except communications).

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

Laremipsum A B
dolog 1

2
3

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

draw a spreadsheet frame

Use the paint tool to
draw a paint frame

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

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

Cutting, copying, and pasting

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

To Do this For this result

Copy Select the text, object, or ~ Puts a copy of the selected text, object, or
image to copy and clic onimage on the Clipboard. The original item
the Default button bar, or stays in the document or frame.
chooseCopy from the Edit
menu.

Cut Select the text, object, or Removes the selected text, object, or
image to cut and clic onimage from a document or frame and
the Default button bar, or  places it in the Clipboard.
chooseCutfrom the Edit menu.

Paste Position the insertion point Places the cut or copied text, object, or
where you want to place the image at the insertion point, or the last
cut or copied text, object, or place you clicked.
image, and clic{i3] on the
Default button bar, or choose
Paste from the Edit menu.

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

Copying objects using the drag and drop feature

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

Note You can also use drag and drop to open and insert documents. For more
information about drag and drop, see onscreen Help, and the documentation
that comes with your computer.



Basics 3-11 \

To use drag and drop to copy items between documents and applications:

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

= Select text or spreadsheet cells and drag them to the desktop. You see a
tesct olipping text clipping(a file you can drag to another document or application).
= Select draw objects or paintimages and drag them to the desktop. You see
apicture clipping(a file you can drag to another document or
p application).

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

= Drag a text or picture clipping from the desktop to an AppleWorks
document.
Changing your mind

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

To Do this

Undo your most recent action Cli on the Default button bar, or chinds&om
the Edit menu.

Remove all the changes you'veChooseRevert from the File menu.
made since you last saved the
document
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Previewing pages for printing

In the Help index,* see:

» pages, viewing

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

» Show Margins command

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

Word processing documents always appear in page view. To preview a word
processing document without margins and page guides, cbaosent
from the Format menu, and then dese$aow margins andShow page guides.

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

Normal view showing margins
and page guides

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

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

The text ruler and graphics ruler help you measure and align text, objects,
and frames. You can show one ruler at a time. To show or hide a ruler,
chooseshow Rulers or Hide Rulers from the Window menu. To change the ruler
settings, choosulers from the Format menu, and then select the settings you
want in the Rulers dialog box.

In the Help index,* see:
> rulers

Rulers
r Ruler Type Units ——
Change beMeen text I g Eﬁ:;hics g II:r;::liarieters ‘
and graphics rulers 4—| 3 Millimeters Select the unit of
) Picas ‘ measure
Divisions I:’i_ O Points
Specify the number of —
divisions per unit 2 [ cancel | [ ok

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

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Creating headers and footers
You can have a document display the same information at the top or bottom

A * .
In the Help index,™ see: of every page in a header or footer. To create a header or footer, choose
> headers Insert Header or Insert Footer from the Format menu.
The Saccer Compasy —————— Type or insert header
text here
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= e e 1—— Type or insert footer
text here

In headers and footers you can:

= type text
= use the text ruler to set indentation, tabs, justification, and line spacing

= include other elements such as a page number, date, or graphics

For example, you can create a header to display a chapter title at the top of
each page, and create a footer to display the current page number at the
bottom of each page.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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[The Seccer Company The header displays the
e ea vt st same text at the top of
"’;%Ef% The Seceer Company each page
- | ezt
P 2
e e
e et e
T
The Seccer Compuny|
Moty Report
— Title page contains no
header or footer
The footer displays
the page number

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

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

Note You can divide a word processing document into sections, each with its
own distinct header and footer. See “Dividing a document into sections” on
page 4-24. Headers and footers, if any, do not appear on the first page of a
word processing document (or section) that has a title page. See “Creating a
title page” on page 4-21.
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Adding a date or time

In the Help index,* see:

» headers
» Insert Date command

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

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

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

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

To insert Do this Example
The current date or time inPlace the insertion point in the
a text frame or word document or frame and choose ~ #4197
; ) 336 PM
processing document  Insert Date or Insert Time from the
Edit menu. Date inserted in document or frame

Dates and times are updated
when you close and reopen the
document.

The current date or time inPlace the insertion point in the — Rrevised 474797
a header or footer header or footer and chodssert ) )
Date or Insert Time from the Edit ~ Date inserted in header
menu.

A fixed date or time (one Hold down Option as you
that does not update wherchoosdnsert Date or Insert Time
you close and reopen thefrom the Edit menu.
document) in a text frame,

word processing

document, header, or

footer

Numbering pages

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

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

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

To insert Do this Example

The current page Place the insertion point in the Faxz Cover Sheet
number or page countdocument or frame and choose
in a text frame or word Insert Page # from the Edit menu. ?:)gr:_ én(:eze Lechner
processing document Then seled?age Number to insertthe . pichelle Cannon

page number, drocument Page Count

to insert the total number of pagesPage number and document

in the document page count shows a range
The current page Place the insertion point in the
number or page countheader or footer and chodseert Page 3

in a header or footer Page#from the Edit menu. Then
selectPage Number to insert the page
number, oDocument Page Count to
insert the total number of pages in
the document.

Page number inserted in a footer

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

added or removed

AppleWorks is preset to paginate a document using numbers. To use Roman
numerals or letters, choose an option from the Representation pop-up menu
in the Insert Page Number dialog box.

To set the starting page number, chdamement from the Format menu,
enter a number fdtart at Page in the Document dialog box, and then cldik

You can also number sections in a word processing document. See
“Numbering sections” on page 4-27.

Setting margins

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

AppleWorks presets the margins for each type of document.

For these document types Margins are set to

Word processing 1 inch on all sides

Spreadsheet 0.5 inch on all sides

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

you've chosen

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To change the margins for a document, ch@osgnent from the Format
menu to show the Document dialog box. Type the margin widths you want
in the Top, Bottom, Left, and Right margin boxes, and then 6Kck

To show or hide the margins and page guides, select or dehelentrgins
andShow page guides in the Document dialog box. These options are available
only when page view is on. (To turn on page view, chBag&/iew from the
Window menu.)

Changing the page orientation and size

In the Help index,* see:
> paper size

Using libraries

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

You can change how the page is oriented in the document. You can also
change the page size.

= To change the page orientation, choRege Setup from the File menu,
select an orientation, and then clizik

Orientation

1 Choose a vertical or
*. *@ horizontal orientation

= To change the page size, choBae Setup from the File menu, select a
paper option, and then cli€k. Your paper size options depend on the
type of printer you're using.

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

A library is a palette that stores items you can reuse in a document. Libraries
are useful if you want to store copies of items you've created. A library can
contain draw objects, spreadsheet cells, text, paint images, movies, and
frames. You can add clip art (commercially produced graphics) to a library,
or you can add items you create yourself.

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

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

isines — Click to collapse or expand
| File Edit Wiew the library

- Drag the selection

44% of actual size from the Ilbrary into
Boak the document

Eriefcase
Calculator
Calendar
Cell Phone
Clip Board

Clock/ Alarm

Clock /Trigital
Clock/ Wall

Click to see fewer — = Cuse ]
options

—— Scroll to see more items

=

Creating, opening, and saving libraries
You create and open libraries as you do other AppleWorks documents.

In the Help index,* see:

» libraries, creating To

S ; From the File menu, choose
» libraries, opening

Create a library Library, and then choogéew. AppleWorks opens a new library and names
it Library, followed by a number.

Open a library  Library, and then choose a library from the submenu. If you don't see the
library you want, choos@pen, and then locate the AppleWorks Libraries
folder (in the AppleWorks 5 folder). Select a library and clipn.

To save or close a library, you choose commands from the File menu on the
library palette.

Save

Save As...
To From the library palette’s File menu, choose
Save a copy of a library or renam8ave As
a library
Save a library you've previously Save
saved
Close a library Close

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

Working with the library palette

To Do this

In the Help index,* see: Add an item to a library _ Select the item in the document and Aditkn the
library palette.

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

» libraries, items in

Use a library item in a document ~ Select the item from the library palette andlick
(You can also drag the item from the library to the
document.)

Find a library item If necessary, click the triangle in the lower-left corner of
the library palette to expand the palette. Type the item’s
name (or a partial name) in the Name box, and then click
Find.

Rename a library item If necessary, click the triangle in the lower-left corner of
the library palette to expand the palette. Select the item
in the library palette, type a new name in the Name box,
and then clickRename.

Duplicating, deleting, and moving library items

To duplicate or delete library items, or move them between libraries, select
In the Help index,* see: a library item. (Shift-click to select more than one item.) To deselect selected
» libraries, items in items, or to select noncontiguous itedsclick the items. To select every
item in a library, choosgelect All from the library palette’s Edit menu.

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

Copy To Edit menu, choose
Paste

Delete Duplicate library items Duplicate

Duplicate

Select ATl Delete library items Delete

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Select the object(s) and from the library palette’s
To Edit menu, choose

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

Viewing library items

In the Help index,* see:

> libraries, palette

Setting preferences

view I
by Object

by Hame |-

Alphabetize

Miew Options...

In the Help index,* see:

» preferences

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

To From the library palette’s View menu, choose

View library items as pictures By Object

View library items as a list By Name (when you view by name, you see an item’s
scaled size)

Alphabetize items in a library  Alphabetize

Set the number of pixels used to View Options, and then type a size (in pixels) farizontal
display items on the library palettendVertical
when you view by object

Set the number of rows (when youliew Options, and then type numbers feows andColumns
view by name) and columns (when

you view by object) on a library

palette

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

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

ChoosePreferences from the Edit menu. In the Preferences dialog box, choose
a categoryGeneral, Text, Graphics, Spreadsheet, Palettes, or Communications) from
the Topic pop-up menu. Select options, and then BKck

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

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

1 * - - - - .
In the Help index,™ see: in the Preferences dialog box. For more information, see onscreen Help.

> email

» WorldScript
P From the Topic pop-up

menu, choose To set preferences for

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

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

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

Spreadsheet The way the arrow and Enter keys select text and cells in a
spreadsheet

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

opening and saving color, pattern, texture, and gradient palettes

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

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



Chapter 4. Text (word processing)

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

When to use a word processing document

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

compose letters and memos
create lists and outlines
keep a personal journal

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

write copy for newsletters, announcements, brochures, and
advertisements

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

Tyrone Damon
872 Newton Road
Lakewood, CO 54321

Lorem ipsum:

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

Ut wisi enum ad minim veniam,

quis nostrud exercitation ullam
corper suscipit.

Adipiscing,

Laura Epson

Create a word processing document to contain text
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Text basics

You can work with text in a word processing document or in a text frame. In
either case, you use the same techniques, tools, and commands to enter and
format the text.

Creating a word processing document or frame

To Do this Example
In the Help index.* . Create a blank ChooseNew from the File = AT
n the Relp |n_ ex,” see. word processing  menu, clickWord Processing, and  [FLES= R BB ER
» frames, creating document then clickOK
> opening Or, click on the Default

button bar. (If you don't see the
button bar, choosghowButton A word processing document
Bar from the Window menu.)

Create a text frame Select the text tod A ]
within another type (chooseShow Tools from the
of document Window menu if it isn’t ”
visible). Then, drag the I-beam/sC5
pointer diagonally in the e
working area of the document |2
to draw a text frame, and begir
typing. Atext frame in a draw document
(In a word processing
document, hold down the
Option key as you draw the
frame.)

Text iin a Frame,

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

In the Help index,* see:

» drawing, tools
> rulers
» word processing

Text insertion point —————

When you open a word processing document, you see the word processing
menu bar, button bar, text ruler, page guides, anihsiegtion point.The
insertion point is a short, blinking vertical line that shows where text appears
when you type or insert text.

| Word processing menus

__ @ File Edit Format Font Size Style Outline Window

Buttons for common
lll%==lllllllll ‘ tasks in word

processing
documents and text
frames

I—II—II_IEII_—l

SiI=———————————— untitedlP) =—————————01
IEI _ “ _ -
T T T T

= T T T T T T T T T

Text ruler

Margin

Page guides

Text in a word processing document looks the same on the screen as it does
when it's printed.

Working with text frames

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

» frames, working in

» text, tool

Use a text frame when you want to add a block of text to a spreadsheet, draw,
or paint document, or to a database document in Layout mode. (You can’t
create a text frame in a database document in Browse, Find, or List modes.)

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

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



4-4  AppleWorks 5 User's Manual

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

3

te L o] =
S [ 1 (][]

i

E

=

“Text in a Frame,

s

Drag a handle to
resize or reshape the
text frame

Draw document with a text frame

Note If you create a text frame and then click outside the frame before you
enter text, the frame disappears.

Typing text

" " To type text, place the pointer where you want the text and click the mouse.
In the Help index,”™ see: .
Then:
» deleting, text
» text, shortcuts

» undoing actions To Do this

Type a paragraph Begin typing the text. Don't press Return when
you reach the end of a line—AppleWorks wraps
the words to the next line.

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

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

Use a line break (or soft return) to endHold down Shift and press Return.
one line and start another without
creating a new paragraph

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

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

Delete the character to the left of the Press Delete.
insertion point

Typing equations

In the Help index,* see:
» Equation Editor

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

To add an equation at the insertion point of a text document or frame, choose
Insert Equation from the Edit menu. You see the equation editor, which you can
use to add the mathematical components to build the equation. To edit an
equation you've already created, double-click the equation, and then make
your changes in the equation editor. For more information, clgaetien

Editor Help from the(2?) or Help menu).

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

Selecting text

In the Help index,* see:
> selecting text

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

Lorem ipsum dolor
molesti uat, 3

Selected text

delenit augue duis.

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

To Do this

Select a word Click twice on the word.

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

Select a paragraph ' Place the pointer in the paragraph and click four
times.

Extend a selected range of text i Ik-|old down the Shift key, move the pointer, and
click.

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

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

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

Cutting, copying, and pasting text

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

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

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

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

Showing formatting characters

In the Help index,* see:
» invisible characters

When you press certain keys, such as the Space bar or Tab or Return, you
place special characters in your document, cédledatting characterghat
contain instructions for formatting your text.

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

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To show formatting characters, cho@serences from the Edit menu, choose
Text from the Topic pop-up menu, and then seleat Invisibles. To hide
formatting characters, desel&bbw Invisibles. To show or hide formatting
characters as you work, cli@§]  on the Default button bar, oid8ype
(semicolon). For more information, see “Setting preferences” on page 3-21.

E===] B 5 Ealal=] [l m
L L L L L L LI L | TT T T T T T T T TT LI L | LB |
5} :(1 I2 Iz I4 I I3 |} T
’/ Space character
Tab character ———— » 12.Ayril. 19984

dJ
Mme..Brigite DURAND.—— Return character
34.Fue St Sauveurd
75009-PARISH
France

Note Formatting characters never appear in the printed document.

Changing text appearance

In the Help index,* see:
» modifying text

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

To change Select the text or frame and choose
The font A font from th{rewetica_~] pop-up menu on the button

bar or from the Font menu

The size A point size from ti1z_v]  pop-up menu on the button
bar or from the Size menu

The attribute (such as bold, italicAn attribute from th{» =] pop-up menu on the button
underline, subscript, superscript, bar or from the Style menu
superior, or inferior)

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

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

To change Select the text or frame and choose
The style Astyle fromthdess  ~] pop-up menu on the
button bar

Tip You can creatstyles—combinations of formatting information—and
apply the styles to text with a single click using the stylesheet palette. (To
show the stylesheet palette, cligf  on the Default button bar, or choose
Show Stylesheet from the Window menu.) For example, if you create a style
calledBold, Italic, you can apply it to text any time you want. When you
change a style, all the text with the same style also changes. For information
on creating and using styles, see onscreen Help and “Using styles” on
page 9-5.

Select the text Y (RIS
you want to . File_Edit File Edit
change Lorern [REReeley sit amet. Then click to ZBold, ltaic < Basic Styles Properties
apply a style that Default VEald, Halic Base Style: Hone [
Before you’ve created Footnote Indesx Default Text Style: Bold
Body Default 55 Text Style: Italic
Bullet Faotnote Indesx
- . Checklist == Paragraph ...
Lotretn st doforsit amet. Faater Body
Footnate 1 Bullet m [
After vew ) e ) = Trew ) [ oome ) e
Toseeastyle's Properties of
properties, click Edit, the style Bold,
and then select the style Italic

Changing paragraph formats

In the Help index,* see:
» rulers

Each paragraph has a particular format (indentation, tab settings, and line
spacing). The text ruler indicates the format of the current paragraph (the
paragraph that contains the insertion point). Using the text ruler or the
Paragraph dialog box, you can change the format of paragraphs before or
after you type them. AppleWorks is preset to show the text ruler in a word
processing document. If you don’t see the ruler, ch8laseRulers from the
Window menu.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Line-spacing controls Column controls
Paragraph and ,
outline labels Alignment controls Tab markers
S | L
= E===] = 5 Elalal=] [mhm
Left margin marker e L A R O O R D O RN RD A

(drag top part only)

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

(drag bottom part only)

In the Help index,* see:
> styles

T

Right margin marker

To display the Paragraph dialog box, chd@sagraph from the Format menu.

Tip You can use preset paragraph styles supplied by AppleWorks, or

paragraph styles you create, to change a paragraph’s formatting in one step.

For example, you can apply a style to format paragraphs with hanging
indents and bullets in the margin. To show the stylesheet[igfick
Default button bar (or choo$how Stylesheet from the Window menu). Then
select the paragraphs to format and dtidkt. (To format a single paragraph,
click anywhere in that paragraph and cloltet.) For information on

applying styles or creating your own, see onscreen Help and “Using styles”

on the

on page 9-5.
Lorem ipsum = Ed_t‘ leshee!
Select the text £t == -
) Bol, Italic - -
you Wﬁnt to Formiy rihh Defautt oot Cer e
change Before Footnote Index o Defautt 85 Fara. Let Indent: 0.5 in
Then click to et 1 et
app|y apreset Checklist 1 Bt 1[4
Lorem ipsum style Footer T
= Diolor 2it amet Footnote 15
= Consectetuer
Moy nibh [Thew | e | "
| Properties of
After Toseeastyle's the style Bullet
properties, click Edit, and
then select the style

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

In the Help index,* see:
» tabbing

Use tabs when you create tables or need to control hoadigaxs (lines up)

in a document. The text ruler has preset left tabs every one-half inch. (Preset
tabs do not appear on the ruler.) You can move the tabs to different locations,
remove tabs, add tabs, and use different tab alignments. When you set tabs,
any preset tabs to the right of the tabs you set remain effective.

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

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

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

Center tab marker Align-on tab marker

B [ [s[=l=1=] [om

i B B T L e o o e LA P2 B W m o el e e ey iy |

0 ;11—)\ |2 — |3 |4 Y lsr N |6 l? . WY
congectetusr  consechetuer consectetuer 1230 consectetuer.. 12
NNy nonumimy nonummy 15 nonummy...... 42
nagna rragna magna 238 magna... ... 26

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

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

In the Help index,* see:
» indentation

To change the indentation for a paragraph, position the insertion point in the
paragraph and drag the first-line indent marzer , left margin mgker , or
right margin markeks to a new position on the text ruler.

To indent the first line of a To indent a paragraph, drag the To make a hanging indent,
paragraph, drag the first- left margin marker (grab the drag the left margin marker
line indent marker bottom part only) (grab the top part only)
] 2 1 2 1 2
Loretm ipsum dolar si Laretm ipsum dola
euismod tincidunt ut euismod tincidunt

Uk wisi enim ad m
nisl Ut aliquip ex &

Duis aukem vl eum i Duis autem veleu

Duis autem vel eu b i
aliquip &% ea comme aliguip ex ea comr

aliquip &x a camt

Tip for hanging indents After setting up your tabs, you can set apart hanging
indents by typing a character, such as a number or bullet, in the margin to the
left of the paragraph. (To type a bullet, press Option-8.) Press Tab, and then
begin typing the paragraph.

Adding bullets, numbers, and checkboxes to paragraphs

In the Help index,* see:

» bulleted lists
» labels, paragraphs

AppleWorks comes with a series of special characters—aadletyraph
styles—that you can use to convert paragraphs to lists, such as bulleted lists,
numbered lists, and checklists.

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

Saturday’'s trip

Weelkend chores
* Call Linda v Arrange decorations Clla;igﬁféﬁdme
* Pack o Shop for groceties 2. History
. Cgll hotel o Wrap gifts 3' Chetnistry
T; c'll';ckets o Order fruit 4 French
. Ch}(;ck parking Click to check off items - Hperatuse

* Pick up laundry
Bulleted list Checklist Numbered list

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To create a list, select one or more paragraphs and cli*=the pop-up menu
on the text ruler and choose a paragraph style. Or cRaragreph from the
Format menu, and choose a paragraph style, suBthieg<heck Box, or

Numeric from the[*=] pop-up menu, and then clié¥ If you don't see the
paragraph label on your text, type a number (such as .2%jtfadgent in the
Paragraph dialog box.

To reordetabeled paragraphs, click to the left of a paragraph label and drag
the paragraph to a new place in the outline. (Or chodseaommand from
the Outline menu.) In an ordered list, AppleWorks relabels the moved item.

1. Duis autem
PRl oretn ipsumn d
3. Consectetuer

1. Duis autem
+2. Consectetuer
ENLorem ipsum dolor|

Before After

Aligning paragraph text

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

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

blandit prassent lptatmmn hlandit pragsent lnptatum blandit prasent luptstum, PRI praesent bpe
zzril delenitaugue zzril delenit angue zzril delenitaugne AN ;z. 4 13 “tl
duis dolore & feugait duis dolore te fengait duis dolore te feugait I?‘-’%‘-’*e. R U‘fﬁ ? I]f €
nulla facilisi. Lorem ipsum  nollafacilisi. Lorem ipsum nulla facilisi. Lorem ipsum Le‘-’gal wla aa 11-‘;1-
dolor sit amet, consectetuer  d0l0r Sit amet, consec tetuer dolor sit amet, consec tetuer si?m n;mg’f“mcogseg
adipiscing elit, sd dism adipizcing elit, 22d diam adipiscing elit, sd diam retuer Jadipimmg

elit, sed diam

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

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



Changing line and paragraph spacing

In the Help index,* see:
» paragraphs

— Line-spacing indicator

EXEE

Decrease-spacing control

blandit praesent lupt atum zz il
delenit angue dvis dolore te

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

blandit praesent lupt atum zzxil

fevgait nolla facilisi. Lorem

ipsum dolor sit amet, consec
teter adipizcing elit, sed diam

Single-spaced text

delenit angue dvis dolore te
fevgait nolla facilisi. Lorem
ipsum dolor st amet, consec
temer adipiscing elit, sed diam

Spacing increased to 1.5 lines

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

To set the spacing between paragraphs, chaggeph from the
Format menu.

Type the number of
| units you want before
=———— Paragraph=—————| the paragraph
Left Indent: |0.25 in Line Spacing: |1 liv]
First Line: Din Space Before: |0 El — ?hooseaunit of measure
rom a pop-up menu
Right Indent: |0 in Space After: |0 liv] Pop-up
Label: Alignment:  [Left )
2 [ Apply ] [l:ancel ] [[ 0K ]]

Type the number of units you want

after the paragraph

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

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

In the Help index,* see:

> rulers
= To copy the ruler, place the insertion point in a paragraph that has the

formats you want, and clid& on the Default button bar, or choapge
Ruler from the Format menu.

= To apply the ruler, place the insertion point in the paragraph you want to
format, and clicf§g] on the Default button bar, or cho\@sly Ruler from
the Format menu.

Sorting paragraphs

You can use the Paragraph Sorter Assistant to sort (reorder) paragraphs
alphabetically, numerically, or by date in a word processing document or
text frame.

In the Help index,* see:
» Assistants

To sort paragraphs, select the paragraphs you want to sort and then choose
AppleWorks Assistants from the or Help menu. Selearagraph Sorter, and

then clickOK. Then select how you want the paragraph sorted. AppleWorks
sorts the paragraphs based on the selected text or the contents of the entire
paragraph. See “Creating a document” on page 2-2 for more information
about Assistants.

Outlining

An outline summarizes the major ideas of a written wotlpics (major
headings) andubtopicqsubordinate ideas). You can indent the subtopics to
different levels to show their relative importance in the outline.

In the Help index,* see:
» outlines

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

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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AppleWorks provides three preset outlines for you to use. You can modify

the preset outline or create new outline styles. For information on modifying

styles, see “Modifying an outline style” on page 4-19. To create a style, see
“Using styles” on page 9-5.

I. Planning 1. Planning oPlanqing
II. Funding 2. Funding +Funding
& Grants 7 I Grapts < Grants
B. Loans 22 Logns * Loans S
1. Institutional 221. Institutional ¢ Institutional
2. Government 2.2.2. Government ¢ Government
3. Private Sector 2.2.3. Private Sector s FPrivate Sector
111. Building 3. Building +Building
Harvard format Legal format Diamond format

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

w Mone
Criamond
Bullet
Check Box
Harvard
- Paragraph and
Letter Caps outline labels
Letter
Murner-ic
Rornan Caps
Rornan

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

Tip If you want to organize your thoughts, but you don’t want to create an
outline, you can create a list, such as a bulleted list or checklist. See “Adding
bullets, numbers, and checkboxes to paragraphs” on page 4-11.
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Creating an outline

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

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

menu.
B ET=]
—1 Dimond I. Planning| 1. Planning I. Planning
Bullet I1. Funding] II. Funding
Check Box A. Grants|
Leader . R . R .
—t Legal First topic New topic New right topic
Letter Caps
Letter
Nurneric
Fornan Caps
Fornan

L Choose an outline label

To create a new line without a label, press Shift-Return. This is especially
useful for creating a blank line within a numbered list without affecting the
sequence of numbers.

L Planning
{Last time this process tock threemenths.)
II. Funding
A, Grants
E. Loang

Unlabeled line

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

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

I. Flanning I. Planning
II. Fundmg II. Funding
] & Grants
< Loans
Harvard labels Diamond labels

To remove an outline label (such as the Roman numeral in a line of a
Harvard-style outline), select one or more lines and chdmséom thel*= ]|
pop-up menu.

1. Planning

- L. Planning
II. Funding II. Funding
] Grants
Loans
Harvard labels No labels
Rearranging outline topics
To move topics Do this Example (before and after)
. * ) Left or right Select the topic and choose 4. Grants g i;zf;f
In the Help index,™ see: between outline Move Leftor MoveRightfrom the & " e stitutions
» topics levels Outline menu. 2 Government: 1 Government
3. Private Sector 2. Private Sector
Move Left

And subtopics Select the topic and choose . Gran

up or down in  Move Above or Move Below from  B- B

the outline the Outline menu. You can
also drag topic labels up and
down to reorder topics.

B. Grants

Move Above Subtopics move with topic
Up one level Select the topic and choosef; frants AB-grants
Qas Oans
RaISG TOpIC fr0m the OUtlme JM [ n=stitutional 1. Gowvernment

menu. 2. Government 2. Private Sector
3. Private Sector . al

Raise Topic

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

You can collapse (hide) or expand (show) subtopics to highlight main ideas
_ or show more details. When the subtopics below a topic are collapsed, the
> collapsing topic’s paragraph label changes as follows:

In the Help index,* see:

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

= diamonds change from black to gray

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

To Do this Example (before and after)
Collapse a topic Select the topic or outline and & rants & Grants
or outline so that chooseCollapse from the B Leans

. . 1. Institutional
subtopics are  Outline menu. 2. Government
hidden 3. Private Sector

Expand a topic Select the topic or outline and

. A ts
or outline so that chooseExpand from the & Grants
subtopics are  Outline menu. 1. Institutional
visible 2. Government

3 Private Sector

Expand the Click in the topic or select the

i i N 1. Planning 1. Planning
current topic or entire outline. Choosgpand [1. Funding IL. Funding
an entire outline To from the Outline menu, & Crants & Crants
to a specific and then type a number in the 1 Institutional 111, Building
level ial X. 2 Government .
eve dia 09 bo 3. Private Sector Outline

111. Building expanded to

. level 2 subtopics
Outline fully expanded

Collapse or Select all the topics in the I Planning I Planning
. . II. Funding 11. Funding
expand all outline, hold down Option 11 pyitaing & Grants
topics in an and choose€ollapse All or Collapsed B. Loans
H H 1. Institutional
outline Expand All from the Outline outline 5 Government
menu. 3. Private Sector
11T Building

Expanded outline

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

You modify an outline style by changing fieoperties(formatting options)
in the stylesheet palette. For more information about working with styles and
the stylesheet palette, see “About the stylesheet palette” on page 9-6.

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

< Harvard
Level 1
Level 2
Level
Level 4

Creating tables

In the Help index,* see:
» Assistants

» spreadsheets, tool

» tables

To modify an outline style:
1. Click |z8] on the Default button bar, or choSkew Stylesheet from the Window

menu.

. Click Edit on the stylesheet palette.

The pointer changes g5

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

example, selettarvard or Legal).

. Click the arrow next to the style’'s name, to make it point downward.

5. In the scrolling list on the left, select the outline level you want to modify.

. Change the properties of the outline level.

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

7. Repeat steps 5 and 6 for any other levels you want to change.

. When you finish, clicloone on the stylesheet palette.

There are several ways to create a table in AppleWorks word processing
documents. You can:

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

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

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

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

Tab stops

EL i 5 EET=[al=] [0[1]m

LI AL I L BNLE L BN Pt | L L | AL LA L =L L L L L B
o :(\1 [ . Iz ] | I5 lg, I o
Larem siamet ipsum Lorermn siamet [FsLUm
adipiscing sed dem aliguam adipicing  sed dem aliquarm
eulsmod lacreet rmagna gulsmod lacrest rmagna
Tabbed table Table in a spreadsheet frame

Use any of the following methods to make a table:

To make a table Do this

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

To convert the tabbed table to a spreadsheet frame, select the text in
the table and cIic on the button bar. See “Using the button bar”
on page 3-5.

By creating a Select the spreadsheet t{gz]  from the tool panel and drag the
spreadsheet frame spreadsheet pointer diagonally. (If you don’t see the tool panel,
chooseShow Tools from the Window menu.)

To make the spreadsheet frame move along with the text when you
make changes in the document, insert the spreadsheet frame as an
inline object, as if it were a character in the text. For more

information, see “Adding pictures and frames to text” on page 4-34.

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

Using an Assistant  ChoosgpleWorks Assistants from the(2] or Help menu. Select
Make Table and clickOK. See “Creating a document” on page 2-2 for
more information about Assistants.

You can change the design of all or some of the pages in a document by
formatting text in columns, putting text in tables, and adjusting page and
column breaks.

You can also add headers and footers to pages and show the current page
number, date, and time in the document. See “Creating headers and footers”
on page 3-14 and “Adding a date or time” and “Numbering pages” on

page 3-16.
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Creating a title page

In the Help index,* see:
> Cover pages

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

To create a title page, chodsetion from the Format menu. In the Section
dialog box, seleciitle Page, and then clickK.

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

Creating and changing columns

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

You can arrange text in multiple columns on every page of a document. As
you type, text flows from the end of one column to the beginning of the next.
When you make changes to the width or number of columns, the text adjusts
accordingly.

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

Lorem ipsum doloy | feugiat nulla facillisis at
molestie consequat,  Ver eros et accu. Qui

el illwm dolore en blandit pragsent ut let
fengiat nulla vos et | Iuptatom sl delenit
facillisis at wer eros | avgue dnis. Ut wisi
etaccu. Qui blandit | enum ad mimin
pragsent luptatum | beniswm. Se diam

Text formatted in columns

To specify the number of columns in your document or text frame, choose
Sectionfrom the Format menu, type the number of columns, and therDglick
You can specify up to nine columns, their widths (equal or variable), and the
amount of space between each one.

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

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

Click to add columns

] I
Shows the number of columns

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

You can change a column’s width and the space between two columns by
using the mouse to drag tbelumn guidgborder).

To Do this Example

Change a Press Option and move the Lagern ipswin dolor | feugiat nulla facillisis at
mmoleste consequat. | Ver erns et accu. Qui

column’s width po!nterpr_eciselyoyera column el il doors s1 ¥ Blandit prassent m lst
guide until the pointer looks like gg%m?;‘j;‘;{lie‘f:rg; mu? Ujssﬂlgﬂ:g;
this: . Then press the mouse ' '

button and drag right or left.  Before

Lorem ipsum Bro3 etaccn. Qui
dolor moleste hlandit pragsent
consequat, el Tuptanim sril delenit
illum dolore e angue duis. Tt wisi
feugiat nulla wos enum ad mimin

After column is moved left

Change the width Press Option and move the Lorem ipsum blandit prassent
. . dolor moles Tuptatom 2ril delendt
of two adjacent  pointerbetweerthe column corsequat, el amgue duis. Ut wisi

i i i i illum dolore i erm ad mimin
columns and keep guides until the pointer looks I|I<efwgmmlavibs ey

the space betweenthis: 4 . Then press the mouse,
them the same  button and drag right or left. ~ °¢°"¢

Lorem ipsum | benisum. 3e diam

dolor molestie  noromony et cmd liet parle.
consequat, el Lorem ipsum dolor moleste
illum dolore consequat, el illum dolore
en fengiat en fengiat nulla facillisis at

After column is moved left

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

. - Each page is preset to break (end) at the bottom of the page. Text continues
In the Help '”dexj see. at the top of the next page or column. You can end the page or column before
> columns, breaks in it fills up by inserting a break at the insertion point.

To set a page or column break, position the insertion point where you want
the break, and then chodssert Column Break or Insert Page Break from the Format
menu. IfShow Invisibles is selected in the Preferences dialog box, you see a
pagel¥] or columzt break character where you inserted the break. (For
more information about preferences, see “Setting preferences” on

page 3-21.)

Tip To show or hide formatting characters quickly, c[figk  on the Default
button bar, or typ8-; (semicolon).

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

Scrolling pages

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

In the Help index,* see:
» pages, guides
To change how the pages scroll, chdameament from the Format menu. In
the Document dialog box, seleét Page Above The Next or Facing Pages Side-By-
Side, and then clicloK.

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

In AppleWorks, sections in documents act like chapters in books: each

. section can have a different format. You can change its header and footer

> sections text, page numbering, and number of columns. You can also place a special
title page with no header or footer at the start of a section (see “Creating a
title page” on page 4-21).

In the Help index,* see:
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You can also divide a single page into multiple sections, each with
different formatting.

USIMOD

Loem ipsum dolor sit amet, Loem ipsum dolor sit amet,

volutpet. Ut wisi enim. al volutpet. Ut wis enim ad

mirim beniam, quis. minim beniam, quis.

nostrud exerc tation ullamcor  nosirud exerci taflon ullamcor
w

Vet

vl llum dolore eu feugiat el llum dolore eu feugiat
facilsisat

& iusio odio. etiusto odio.

L ; e

aliquam erat volutpat. Ut wisi enim ad minim beniam, quis
nostrud exerc tation ullamcorper suscipit Iobortisnist Ut aliquip ex
‘easten commodo cosequat.

vel o0
eos et accumsan el 1Ust0 odio.

You can insert sections into a word processing document only. You cannot
insert a section into a header, footer, footnote, or text frame.

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

In the Help index,* see:
» breaks

» deleting, text

» sections

To insert or delete a section, clifi]  on the Default button bar, oB8ype
(semicolon) to display the formatting characters. Then:

To Do this

Insert a section Choogmeert Section Break from the Format menu.
You see a section break charaEr where you inserted the section.

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

Delete a section  Select the section break charSjter  for the section you want to delete,
and press Delete.

For more information about formatting characters, see “Showing formatting
characters” on page 4-6.

Formatting sections

In the Help index,* see:

» columns, text
» sections

A new section uses the settings of the section preceding it. To change the
format of a section, click anywhere in the section, and then clRedise

from the Format menu. In the title bar of the Section dialog box, you see the
number of the section you're formatting.

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

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

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

Section: 2
r Start Section r Columns
Number Of Columns:
- Page Numbers [ Variable Width Columns

O Mirror On Facing Pages
@ Continue From Previous Section

) Restart Page Number EI

Settings For Column
r Headers and Footers g EI

@ Continue From Previous Section Space Before: |0in
) Different For This Section Column Width: |2.06 in
[JLeft & Right Are Different Space After: 0.17in
[Title Page
2 [ Cancel ] [[ 0K ]]
To Do this
Set where the section begins Select an option from the Start Section

pop-up menu.

Change the starting page number for ~ SelecRestart Page Number and type the starting
a section page number for the current section.

Make the header and footer informationSelecDifferent For This Section.
different from the previous section

Use different headers and footers on th&electLeft & Right Are Different.
left and right pages in a section

Add a title page to the current section SeleletPage.

Specify the number of columns in Type a number foumber Of Columns.
a section

Vary the widths of columns (if you haveSelect/ariable Width Columns, and then type widths
multiple columns) for Space Before, Column Width, andSpace After.

Create a mirrored column layout (left- SelectMirror On Facing Pages.
facing pages and right-facing pages have
the opposite column layout)

Set the width of equal-width columns Type widths@olumn Width andSpace Between.
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Varying the number of columns on a page

In the Help index,* see:
» sections

If you add more than one section to a page, you can vary the number of
columns on the page. For example, to create a page with one column on the
top half of the page and two columns on the bottom half, add a second
section to the page by selectiingert Section Break from the Format menu

and setting the section to start on a new line, and then add another column
to that section.

Tom Ipom dokr Atk dboaiier diowaby st ood du

Place the insertion point
where you want to insert a
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Insert a second

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

ke b i nin e, e column in the

mar  nesrd st Aol wa
A tborriA Al Ardp ottt il section
AR awdn ccmm ode aosepint A amdn oomm ok aomeqant
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Page before section break Page after section break

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

Numbering sections

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

You can place the section number in a header or footer, and have it print on
every page of the section. Doing so is useful if a section represents a chapter
in a book, and you want to show chapter and page numbers. For example,
you can show:

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

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

= the total number of pages in a section (“This chapter contains 32 pages”)

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To insert the section number, the page number, or the total number of pages
in the section or document, chodrssert Page # from the Edit menu. Then
select an option in the Insert Page Number dialog box.

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

Adding footnotes and endnotes

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

In the Help index,* see:
» footnotes

USIMOD USimgy
. y [t

Loem ipsum dolor sit amet, cibsectetyer Mipg,

aduouscubg ekut, sed diam nonummy nibh euismod USIMOD

tincidunt ut laoreet dolore magna aliquam erat

volutpat. Ut wisi enim ad minim beniam, quis o

nostrud exerci tation ullamcorper suscipit lobortis: a -

nisi ut aliquip ex easden commodo cosequat. usiM mu%mw‘”
890 5 G P o

Duis autem vel euiriure dolor in hendrerit gt T

in bulputate velit esse molestie consequat, ve! illum el g-m‘:’“",',,,;:;, 14

dolore eu feugiat nullafacilsis at vero eros et vuw:mm&w

accumsan et iusto odio. 2 TSRAIPE T inbeO

it o o

L oem ipsum dolor sit amet, cibsectetyer uﬁfﬂﬁuﬁ,";msﬂ’“m

‘aduouscubg ekut, sed diam nonummy nibh euismod o eﬂ""].l:u 15

tincidunt ut laoreet dolore magna aliquam erat oo @ ’,ﬂvaw:;;',wmﬂ

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

nostrud exerci tation ullamcorper suscipit lobortis e g‘},’;memﬂﬂ';&;ms

nisl ut aliquip ex easden commodo cosequat. umgﬁmsmm‘wsﬂ” 16

volapt U ion U o

Duis autem vel eum iriure dolor in hendrerit I ,m-v"””‘ Mm‘nmﬂ"f';, iflum

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

dolore eu feugiat nullafacilsis at vero eros et Dﬁ;",,evd;'ﬁ.w‘ﬂs"mmaw"

accumsan et iusto odio te feugait nulla faclisi. e (@92 gorele

I o™

1" Dolore magna Aliquam erat, 1972

2"Esse’ Molestie consequat, 1987

3 Feugiat nullafacilsis

Footnotes Endnotes

If you need help adding or formatting footnotes or endnotes, use the

. AppleWorks Assistant for inserting footnotes. ChotygdeWorks Assistants

> Assistants from the(2) or Help menu. Seldosert Footnote, and then clicloK. See
“Creating a document” on page 2-2 for more information about Assistants.

In the Help index,* see:

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

To Do this in the Document dialog box

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

Use footnote characters other than numbers Deseleciutomatic Numbering.
(such as t or *)

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

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

Finding and changing text

In the Help index,* see:

» finding text

You can use the AppleWorks Find/Change command to save time finding a
particular word or phrase in your document or to find and replace some or all

occurrences of specific text.
To find and replace text, chooBrd/Change from the Edit menu, and then
chooserind/Change.
El————————— Findx’l:hange | Type the text to be
Find: Change: used as the replacement
Type the word or phrase —{Lorem | [smoren] M (optional)
you want to find . )
] Whole word [ Case sensitive Click to find the next
occurrence without
2] [ changenll | [ cChange | [Change,Find] [ Find Next || making a change
] ]

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

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

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Once you close the Find/Change dialog box, you can find the text for which you
last searched by choosiFigd/Change from the Edit menu and thé&md Again.

Finding special characters

In the Help index,* see:
» hidden characters

Using writing tools

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

To find these characters, you enter special codes in the Find box in the Find/
Change dialog box. All of these codes are listed in onscreen Help and on the

Quick Reference Guide. You can also copy and then paste special characters
from your document into the Find box in the Find/Change dialog box.

Tip To show or hide formatting characters, c[fgk  on the Default button
bar, or typesé-; (semicolon). See “Showing formatting characters” on
page 4-6 for more information.

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

AppleWorks provides spell checking, thesaurus, and hyphenation services to
help you polish your writing. These are available in all AppleWorks
documents except communications.

Checking your spelling

In the Help index,* see:
» spelling

You can check all the text in the document, or text that you select.

To check Do this
All the text in the document CIi on the Default button bar, or choose

Writing Tools from the Edit menu, and then choose
Check Document Spelling.

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

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

The spelling checker verifies the words you are checking in the main
dictionary, which is installed with AppleWorks, and any installed user
dictionaries. If it does not find a word, it suggests alternatives. If the spelling
of the word in question is correct (such as the spelling of someone’s name),
you can add the word to a user dictionary by clickisag.

Join us For our 10th annual book far next Friday and Saturday. Several prominent local Click to replace
aLkhors will be there o sign your books. We'll have entertainment, bool The with the word

Jones Troupe—who| III———————== Spelling ————=| selected in the list
(changes to Done

T () | i
|‘ ) complete)

Type a keyboard shortcut Click to ad';jI the ’
to replace a word Learn questionable wor
[: to the user
(_cancel ] dictionary
Status: @ ti ble Spelli 2% Words Checked . .
oz Ruestionable SpeTing 2 Ell.lo:stsionazc]:ee\n"ords CIICk to hlde or
| show the word
| oo bhere B0 sign your neaw bodks, We'll Ilrave &rkertainment, too...| in context
I |
[ I
Shows the questionable word Shows the
in context word count

Tip If you need to check the spelling in a communications document, you
can copy and paste the text into a word processing document, and then check
spelling there. Or, save your communications document as text, then reopen
that text file as a word processing document.

Hyphenating words
. T You can use automatic hyphenation to prevent entire words from moving to
In the Help index,™ see: the next line. You can also change where words hyphenate.

» Auto-Hyphenate command
To turn automatic hyphenation on or off, chod&iéng Tools from the Edit
menu, and then choosato-Hyphenate.

To specify how a single word should be hyphenated, place the insertion point
where you would like the word to break and pi8ss-(hyphen).

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



4-32  AppleWorks 5 User's Manual

Finding synonyms

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

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

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

To find a synonym, select a word, cho®éting Tools from the Edit menu,
and then choosknesaurus. You see the Thesaurus dialog box.

Word Finder® Thesaurus

uncertainty:

Aaiys  concern, doubt, dubiety, incertitude, indecisian, mistrust,l 4 Select the
guestion, query, skepticism, suspicion, wonder. synonym
you want

=
Find: @I I Lookup I[é.z;ﬁ iinrd | [ Cancel | [Replace Jy— Clickto

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

Changing dictionaries
To install and select additional dictionary, hyphenation, and thesaurus files,
choosewriting Tools from the Edit menu, and then cho@slect Dictionaries.

In the Help index,* see:
» dictionaries
You can also create and select different user dictionaries for specialized
terms or proper nouns that don’t appear in the main dictionary.

For more instructions on changing dictionaries, see onscreen Help.

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

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

To edit words in your user or hyphenation dictionaries, ché/atig Tools

from the Edit menu, and then chositUser Dictionary or Edit Hyphenation

Dictionary. In the dialog box, you can edit dictionary entries, import dictionary
entries from a text file, or export the contents of a dictionary to a text file.
For more information, see onscreen Help.

Type a new entry, or edita

selected entry here
|
o J ] Click to add the entry to
User Dictionary: User Dictionary the dICtIOFIaI’y
reretan &=
efflux e
facticity (Remove | Click to remove an entry
foghow selected in the scrolling list
latrogenic from the dictionary
shanacle ] Cancel
Entry: Teut File Click to expand or collapse
the dialog box
(Import...] (Enport... |
I I

Click a button to import or export
dictionary entries

Counting words

In the Help index,* see:
» counting words

You can count words, paragraphs, and other text elements in any type of
document except communications. To count words, chisg Tools from

the Edit menu, and then chod¥d Count. A dialog box appears that displays

the number of characters, words, lines, paragraphs, pages, and sections in the
current document.

Note If you selecCountSelectionin the Word Count dialog box, you get a word
count for the current selection only.

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

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

» drawing, tools

> libraries, overview

There are two ways to place pictures and frames—such as clip art,
spreadsheets, drawings, and paintings—in a word processing document.
You can insert them agline objects, so that they move along, or flow, with
your text, or place them as independent objectdldaiton the page and are
not affected by the text.

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

: Loretm ipsum dolor st amet, «
léﬁ?serwolg Sub,f.cnifﬁriﬂ elismod tincidunt Ut laorest ¢

_ veriarm, quis ® = oir — Afloating object
veniam, quis nostrt o 1 fom ’ modke  has four handles

vuputate velt esse  Whenyou select

facilisis at vero  the object

Li An inline object has one bragsert ip @ Wt
................... COMIMae handle when you select Lorem ipsum dolor sk armet, «
vuppubake velt ease the object evismaod Hncidunt L laoreet ¢
eros et accumsan € weniam, quis nostrud exencit

To insert an inline or a floating object in a document, first show the tool
panel (choosghow Tools from the Window menu if the tool panel is hidden).
Then:

To insert Do this

An inline object in text Selectthe textt{A] in the tool panel, and then
place the insertion point in the text before you
paste, dragyr insert the object.

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

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Once you add an object, you can change how it's placed in text.

To change Do this

A floating object to an inline object Select the arrow poi[ k| in the tool panel and
select the floating object. Choo&g or Copy from

the Edit menu, and then select the text in
the tool panel. Then place the insertion point in

the text and choodaste from the Edit menu.

Select the text in the tool panel and select
the inline object. Choosit or Copy from the Edit
menu, and then select the arrow poil k]

Then choos@aste from the Edit menu.

An inline object to a floating object

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

Wrapping text around pictures

In the Help index,* see:
> text wrap

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

Uk laorest dolors rmagna aligquo exch

Fipt nec - ponam. In he
Uk laorest B dolors magr
donam. TN Uk suseript
Tod tneidunt uk
n ullameone
m.ln henderet it
tdolong magna alic
‘donarm. Ut suscript v
Tl tneidunt ok bz
n ullameorper sic etdonam. Uks

Picture placed as an object with
text wrapped around it

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To Do this
Wrap text around a Place the picture in your document as an object (see the previous
picture in a word section). Click the picture to select it, and then chdes®#/rap

processing document  from the Options menu. To wrap text around the contours of the
object, chooskregular. The number in the Gutter box determines
how close the wrap is to the object. You can also k on the
Default button bar for an irregular wrap.

Wrap text within a text ~ Select the item you want to wrap text around and place it over a
frame linked text frame. (Select the frame and séwaifie Links in the
Options menu is checked.) With the item selected, chiestse

Wrap from the Options menu, and then chokegglar or Irregular

i 5| on the Default button bar). For more information,
see “Linking frames” on page 9-29.

Remove the text wrap ~ With the object selected, chookst Wrap from the Options
effect menu, and then choolene.

Tip If the text doesn’t flow smoothly around the object, the object may be a
PICT file. (If it is, you seéngroup Picture in the Arrange menu.) To modify

the object, select it, and then chobsgroup Picture from the Arrange menu.

If the ungrouped picture has a border, you can delete the border by selecting
the object and choosimpne from the pen width pop-up menu.

Creating links in word processing documents

In the Help index,* see:

» book marks
» links

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

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

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



Chapter 5: Drawing

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

When to use a drawing

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

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

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

= create professional-looking forms, such as invoices and project planning
sheets

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

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

hain. Street

Elm- Shreet

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

Beledere Avenue
Z

Chestnuk Street

Drawing basics

You use the same tools and commands any time you work with the drawing
tools.
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Creating a drawing

To Do this Example

In the Help index,* see: Create a blank Choose\ew from the File menu
draw document selectDrawing, and then clicloK.

[ e |
or, click | on the Default
button bar. (If you don't see the%
button bar, choosshowButtonBar |15
from the Window menu.) i
A draw document

» documents, creating
» documents, opening

Draw objects in any type Select a drawing tool from the §j555as
of document (except tool panel and drag the pointer ;.1222
communications) in the document. (If you don't !?22Ri22E.)

see the panel, chooSkeow Tools :
li the Window menu. The Circle drawn in a
rom - spreadsheet document

frame tools appear

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

About the draw window
When you open a new draw document, you see the draw menus, tool panel,

: * .
In the Help index,™ see: andgraphics grid(a guide you can use to size, position, and align objects).
» draw documents
> grids
> rulers I Draw menus
> tOOIS _ % File Edit Format Arrange Options Window & %]
LR EE R E e EEEERIUEEES | g0 o
@ EBEE common tasks in
= @WL!T{DM : draw documents
= e = and frames
| & Ll
~ O
(] o)
i
Tool panel — fg g‘n Working area with
] graphics grid
E0
4
HE
==

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

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

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

Every object has a border (which you can hide) and a fill (the area within the
border).

Another type of object is a frame. Most of what you can do with an object

you can do with a frame as well.

Text frame (hidden border and transparent fill)

Border

Using the drawing tools

You use the tools in the tool panel to create, select, move, resize, and reshape
objects. (If you don’t see the tool panel, start by chodiowgTools from the
Window menu.)

You use the first four tools in the tool panel to work with frames and objects.
For more information, see “Working with frames” on page 3-9.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Use the remaining tools in the tool panel to create and change different types

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

The eyedroppe#] is a special tool used to pick up and apply an object’s
attributes (such as color and pattern). For more information, see “Copying an
object’s attributes” on page 5-11.

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

To Do this

Limit movement of the line, arc, Hold down Shift as you draw. (Holding down Shift also
polygon, bezigon, and regular  limits the movement of the arrow poin( k] as you
polygon tools to 45°, 90°, and 180Aove selected objects.)

Set the number of sidesona  Select the regular polygon td<>]  and choRsygon
regular polygon Sides from the Edit menu. Type the number of sides
(from 3 to 40), and then clidBK.

Set the angle of rounded corners  Select the object and cbmséfo from the Edit
menu. Choose an option, type a value for the angle of
curvature, and then clidBK.

Set the angle of an arc Select the object and chieosfe from the Edit menu.
ChooseNormal to omit frame edges; chodsame Edges to
include frame edges (to make a wedge). Type values for
the position and angle of curvature, and then @ik

Use the same tool repeatedly Double-click the tool. This highlights the tool and locks
it. To unlock, select another tool.

You'll find complete instructions for customizing the AppleWorks drawing
tools in onscreen Help.

For information on In the Help index,* see:
Closing polygons automatically polygons
Creating a custom line width pen

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

Automatically smoothing curved lines in
freehand objects

Speeding up the gradient display

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

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

\oae SR h——— To select a transparent object, click the

. == - = object’s line or border

Handles indicate an object is selected

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

To Do this

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

Select a deselected object Click the selection[ &k | and then click anywhere on
the object.

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

at atime

Select a transparent object Click any of the object’s outlines.

For more information on selecting objects, see onscreen Help.

For information on In the Help index,* see:

Other ways to select multiple objects selecting objects

Deselecting one object while several are selected

Selecting all objects of a certain type

Selecting objects within a frame

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

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



Using the graphics ruler and grids

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

In the Help index,* see:
» autogrid

» graphics, grid

> rulers

Drawing 5-7

1 Tz — Graphics ruler

Dotted lines move
with the pointer

Graphics grid

S A——— Pointer

You can change the ruler settings, turn the autogrid off, or hide the

graphics grid.

To

Choose

Show or hide the graphics grid Show Graphics Grid or Hide Graphics Grid from the

Options menu

Show or hide the ruler

Show Rulers or Hide Rulers from the Window menu

Set ruler type, divisions, and unit8ulers from the Format menu, choose options from the

Rulers dialog box, and then cli€k

Move objects freely, without beingTum Autogrid Off from the Options menu

constrained to the autogrid

Turn on the autogrid so objects Tum Autogrid On from the Options menu

“snap” to the grid

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

the list and click Go To Topic.
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Moving objects

Move selected objects with the pointer, the keyboard, or by using menu
commands.

Remember that you can usually reverse your most recent action by clicking
on the Default button bar, or choosbirgo from the Edit menu. To revert

to the most recently saved version of your document, chieasiefrom the

File menu.

Note To move objects freely, without being constrained to the autogrid,
chooseTum Autogrid Off from the Options menu.

To move Select the object(s) and Example
In the Help index,* see: Any object, Hold down the mouse button while . .
. . including a frame dragging the object to the new .
> obje_c_t S'.Ze palt_ette position. (Don’t drag a handle. If . -E» h
> positioning objects you do, you'll resize the object.)
An object in small Press the arrow keys
increments @

An object by specifying Choosedbject Size from the Options

its location menu, type values in the top four
boxes in the size palette, and then
press Return

il

Gi Size B

1.36 in

0.38 in

2751n Type here

163 in

1.36 in

0.75 in

L A R U

Duplicating, copying, and deleting objects
Once you create objects, you can duplicate, copy, or delete them.

In the Help index,* see:
» duplicating
» removing

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Remember that you can usually reverse your most recent action by choosing
Undo from the Edit menu. To revert to the most recently saved version of your
document, chooseevert from the File menu.

To Select the object(s) and
Duplicate an object Choos$eplicate from the Edit menu.
Space duplicates evenly After duplicating the object, move it immediately to a

new position. The next duplicate you create appears at the
same distance from the last copy.

Copy an object and paste it Click on the Default button bar, or chod&py from
elsewhere the Edit menu. Click where you want the copy to go and
choosePaste from the Edit menu.

Delete an object permanently Press Delete

Delete an object and store it on Click |#&]] on the Default button bar, or chodae from
the Clipboard the Edit menu. Anything you store on the Clipboard stays
there until you cut (or copy) something else.

Changing the appearance of objects

Use AppleWorks to change or fine-tune the appearance of objects (or
frames). Your changes affect all selected objects.

Changing lines, borders, colors, patterns, and textures

Use the fill palettes to change an object’s color, pattern, gradient, or texture.

» objects, modifying

. * . .
In the Help index, ™ see: Use the pen palettes to change lines and borders of objects.
Fill sample Pen sample
Fill color palett < ; A
1il color palette Eﬁ Fill pattern palette T Pen pattern palette
HE
Fill gradient palette | ' Arrowhead palette
Fill texture palette Pen width palette
Pen color palette

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Your changes affect selected objects. If you choose from the fill and pen
palettes when no objects are selected, AppleWorks applies the settings to the
next objects you create.

To choose from afill or pen
palette, hold down the pointer |
on the palette control, and then [
drag the pointer to your o
selection o

]

R B
BRI EE

et

Select the object(s) Example
To and choose (before and
after)

or pattern of a line or pattern palettes

Change the width, color, From the pen width, pen color, and pen D D
border
nn

Fh
£

Hide a line or border None from the pen width palette D
Show a hidden line Aline width from the pen width palette 4 153
or border

Make a line, object, or  The transparent iccg from the pen

frame transparent pattern palette (for a line) or the fill patterr@ @
palette (for an object or frame)

Add, change, or remove An arrowhead oPlain Line from the
an arrowhead arrowhead palette \ \

Change the fill color of an A color from the fill color palette B
object or frame B

Change the fill pattern, A pattern from the fill pattern palette, a
gradient, or texture of an gradient from the fill gradient palette, or a‘ A

object texture from the fill texture palette. (You
can't add patterns, gradients, or textures to
spreadsheet frames.)

For information on customizing the palettes, or using custom palettes from
other applications, see “Creating custom colors, patterns, gradients, and
textures” on page 5-18.



In the Help index,* see:
> styles

Select the objects to
change

Drawing 5-11 ‘

Tip You can creatstyles—combinations of formatting information—and

then apply the styles with a single click. (To show the stylesheet[&lick  on
the Default button bar, or chod®®w Stylesheet from the Window menu.) For
example, if you create a style callide Borderyou can apply it to objects

and frames any time you want. When you change a style, all the objects with
the same style also change. For information on creating and using styles, see
onscreen Help and “Using styles” on page 9-5.

) -789 : File Edit
i 4 Black Fill/Red B...  |L1]
: . Checked Fill/Ba...
. . Red Fill /Blue Bo...
Then click t0 — v wide Border
apply a style Default 1
Before that you
created
Properties of the selected
7] style
v ) (e ]
After To see a style’s properties,
click Edit and then select

the style

Copying an object’s attributes

In the Help index,* see:
» objects, copying, attributes

Use the eyedropp{z#] to pick up (copy) an object’s attributes (color and
pattern, gradient, or texture, and pen width and arrowhead settings) and
make them the current settings, without having to select them from a palette.
You can also use the eyedropper to apply the current settings to another
object.

To copy an object’s attributes, select the eyedropper and click the object
whose attributes you want to copy. The fill and pen samples change to reflect
the new settings.

To apply the new settings to another object, select the eyedropper, position
it over the object, and hold dov88 as you click.

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

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

To resize one or more objects or frames, use the mouse or AppleWorks
commands.

To resize objects by Select the objects and Example
Using the mouse Place the pointer on a handle and hol”
down the mouse button as you drag a
handle. To scale proportionally, hold 7
down Shift as you drag.
Specifying a ChooseScale By Percent from the Arrange Sto ey rarcem

percentage (scaling) menu. Type values in the boxes for the
percentage by which to enlarge or
reduce the area, and then cl@k

Type here
Setting new Choosedbject Size from the Options ArETEE
. . . Use these
dimensions menu, type values in the bottom three (& [in settings to
boxes in the size palette, and then pres| | 2=x ~reposition the
Return. i || Object

213 in

122 |—Type here

(S E = LA

See onscreen Help for additional information on resizing objects and frames.

For information on In the Help index,* see:

Adding extra handles to objects to help you change  graphics, preferences
only the width or the height

Setting the angle of constraint (limitation) for the
pointer's motion

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

In the Help index,* see:
» reshaping

Use AppleWorks commands and controls to reshape objects and change
their curves or angles. See onscreen Help for more ways to reshape objects
and curves, as well as how to add and delete control handles and anchor
points.

Select the object(s) Example
To and choose (before and after)
Modify the corners and  Corner Info from the Edit menu (or I:I (:)
ends on rectangles and double-click the object). Choose an
squares option, type a value for the angle of

curvature, and then clidbK.

Modify an arc Arc Info from the Edit menu (or double- -\ D
click the object). Choose an option for
omitting or including frame edges (to
make a wedge), type values for the
position and angle of curvature, and
then clickOK.

Reshape arcs, polygons, Reshape from the Arrange menu. Use the

regular polygons, reshape pointeg to drag the anchor Nl
bezigons, and freehand points to new positions. Then choose @‘

shapes Reshape again.

Change the bend of a  Reshape from the Arrange menu. Click ¢

curve in a bezigon or an anchor point on the curve to chang - [
freehand object and drag either end of the control ™ >

handle. Then chooseshape again.
4— Control handle

@//e:;— Anchor point

)

Smooth out or restore  Smooth or Unsmootl

h from the Edit menu _ Q
sharp angles of a polygon, -
bezigon, or freehand gl =

shape

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

When you want to make an intricate design with many curves or angles, you
can connect a series of shapes. You can connect any combination of freehand
shapes, polygons, regular polygons, and bezigons.

Start by creating the two objects you want to connect. Then select one of the
objects and choo&eshape from the Arrange menu. You see anchor points on
the object and the reshape pointer.

Anchor point
Reshape pointer —— ¢W

Objects to be connected

Choose Cut or Copy from Example
To the Edit menu, and then (before and after)
Connect the end of one objecselect the second object and cIickw
to the start of another on the Default button bar, or “ \@}/’h
In the Help index,* see: choosePaste from the Edit menu. A

Then choos@eshape again.

Connect the starting points Select the starting point of the w %’

» connecting objects

of two objects second object and cliZ] on the
Default button bar, or chooﬁ’este
from the Edit menu. Then choose
Reshape again.

Create a pattern of duplicateClick |[2| on the Default button
connected shapes bar, or choos@aste from the Edit S NA N

menu one or more times. Then
chooseReshape again.

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

To align, rotate, flip, or group the objects you draw, or to change how they
overlap, select the object or objects to arrange, and then choose a command
from the Arrange menu. Start by selecting one or more objects.

Select the object(s) and choose this Example
To command from the Arrange menu (before and after)

In the Help index,* see:

» objects, arranging ,tbr\llign otbje(_:ct’s to Align to Grid @ Q)
e autogri i S

Align objects to each Align Objects. In the Align Objects dialog
other or distribute  box, select dop to Bottom andLeft to Right | ‘ ||| I ﬁ i

space evenly betweeroption, clickApply, and then clicloK.
objects (You can also choose the appropriate

button on the Default button bar.) | mn 1
Rotate objects freely Free Rotate. Select the object to rotate and .

~m -
drag a corner handle. Then choése ‘ .\*:x‘ 3 i’ .

Rotate again.
Rotate objects Rotate. Type a value for the degree of A" . =
rotation, and then clickK. . »* . -

Flip objects Flip Horizontally or Flip Vertically .' *‘ "\*‘
Group two or more  Group

objects into a ‘* . *

single object
Separate grouped  Ungroup. You can ungroup objects more * S "
objects than once if necessary. ‘ .‘ *

Change how objects Move Forward, Move To Front, Move Backward, or
Il T

overlap Move To Back

Important If you seeUngroup Picture in the Arrange menu, it means the
selected object is an imported PICT file. If you continue, you may lose some
of the picture. To regroup the picture, immediately chtlodefrom the Edit
menu.

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

To protect objects from being changed, or frames from being deleted or
moved, lock them.

- B Unlocked objects have black handles

1992 748
1993 B398 ‘
1994: T2T4

1995 792

LI

Locked objects have dimmed handles

To Do this
In the Help index,* see: Lock objects Select one or more objects and chbmkdrom the Arrange menu.
» locking Lock an ChooseSelect All from the Edit menu, and then chodasek from the
entire drawing Arrange menu.
Utr:_lock locked Select the objects and choasnck from the Arrange menu.
objects

As you work with locked objects, keep these points in mind:
= You can change the contents of a locked frame.

= [f you group an object with a locked object, AppleWorks locks the
entire group.

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



Drawing 5-17

Creating a master page

A master page is text or graphic information that repeats on every page of a
draw document. Unlike a header or footer, information on a master page can
occupy the entire working area of the page, and stays behind everything else
on the pages of a document.

In the Help index,* see:
» master pages
» stationery

New I

=Ben
=Jocelyn Agenda
=Jill

= New members
= Building reports
= Future plans

Master page Document pages

Consider using a master page to:

= show a company logo, or text suchDaaft or Confidentialin
text frames behind the main body of text

= create a border around the contents of each page
= add a common background to slides in a presentation

To create a master page, chodiévaster Page from the Options menu. (You
seeMaster Page in the page indicator at the bottom of the window.) Add the
page elements you want to appear on every page of the document. Then
choosetdit Master Page again from the Options menu.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Keep these points in mind:

To see master page elements as you work on your document, choose
Page View from the Window menu.

You can save a document with a master page as stationery, a reusable
template. See “Saving document formatting as templates (stationery)” on
page 2-12.

If you select an object on a normal page (not a master page) and choose
Move To Back from the Arrange menu, the object may move out of sight
behind an object on the master page.

For more information about slides, see “Creating a slide presentation” on
page 9-18.

Adding pages to a draw document

In the Help index,* see:
» Document command

By setting up your draw document to use multiple pages down and across,
you can produce a large drawing or newsletter, or draw an object larger than
one page. You can drag objects from page to page until you have the

arrangement you want.

To change the number of pages in a draw document, changent from the
Format menu. In the Document dialog box, type values in the Pages Across
and Pages Down boxes, and then dligk

Creating custom colors, patterns, gradients, and textures

In the Help index,* see:

» editing, colors and gradients
» editing, patterns and textures
» palettes, preferences -

To customize colors, patterns, gradients, and textures in AppleWorks, you
can:

add colors, patterns, gradients, and textures to the fill palettes
add colors and patterns to the pen palettes

use 256-color palettes from the Palettes folder, which is in the
AppleWorks folder in the Application Support folder (in the System
Folder) or other applications

Each palette has its own editor that you open by double-clicking a color,
pattern, gradient, or texture in a palette. Complete instructions are in
onscreen Help.

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

the list and click Go To Topic.
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Adding clip art
You can incorporate AppleWorks clip art and other types of art in a drawing.
Anything that you add to a drawing becomes an object.
To Do this

In the Help index,* see: Add AppleWorks clip art to Choosedlibrary from the File menu, choo$ipen, and

» duplicati a drawing then choose a category. In the library palette, select an

uplicating image and clickise. For more information, see “Using
> Insert command libraries” on page 3-18.

» libraries, overview

Copy one or more pictures from arlJse one of the following methods:
AppleWorks document, or a
document from a different
application, to a draw document

= Open the document containing the picture to copy,
select the picture, and cIi< on the Default
button bar, or choodgopy from the Edit menu.
Open the AppleWorks document to contain the
copy, click where you want the picture to go, and
then cIick on the Default button bar, or choose
Paste from the Edit menu.

= Use drag and drop to drag the picture from a
different document into the AppleWorks document.

Import pictures created in a differen€lick |g€] on the Default button bar, or chodssert

application from the File menu. In the Insert dialog box, select a
file type from the Show pop-up menu, locate the
document to import, and then clitksert.

Adding text, spreadsheet, or paint frames

Use text, spreadsheet, and paint frames to add a professional touch to a

S drawing. Once you add a frame to a drawing, it becomes an object that you
g can select and then work with just as you can any object. For example, you
4 can rotate it, change its borders, or make it transparent.

Rotated text frame

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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If you don't see the tool panel, cho@ew Tools from the Window menu.

To do thisin a

draw document Do this Example
In the Helo index.* see: Type text Select the text tofA] ~ and click once in theyry
P o document. Choose from the Font, Size, and 7
> frames, creating Style menus, and then type your text.
Change the appearance @elect the text frame and choose from the s> = 1,78
text in a text frame Font, Size, Style, Text Color, Alignment, andSpacing a4 _ diad
commands in the Format menu, or choose = =

from the pop-up menus below the buttons cB&ore After

the button bar.

Add a spreadsheet frame  Select the spreadshe{gajol and draf—52 s
the document to create a spreadsheet fram|_ 139z e39s ‘

You see the spreadsheet pointer and 12247234
1933 Traz

spreadsheet menus.
(Column and row
headers have been
hidden)

Paint Select the paintto[@] and drag in the
document to create a paint frame. You see tl M ‘
pencil, painting tools, and paint menus.

As you work with frames, keep the following points in mind:

= You can also place text, spreadsheet, or paint frames in a drawing by
choosing them from a library. See “Using libraries” on page 3-18.

= To switch between working in a frame and the rest of the document, click
the area in which you want to work.

= You can add an equation to a text frame in a draw document. See “Typing
equations” on page 4-5.

= To display handles on a newly created frame, to treat it as an object, click
d outside the frame.

= You canlink frames so that their contents are connected. (For example,
have text flow from one frame to another by linking the frames.) See
“Linking frames” on page 9-29.

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

When you plan to use an AppleWorks draw document onscreen, on the
Internet, or World Wide Web, you can select an area of the document and
create dink (a connection or jump) to a different area of the same document,
a different document, or a document or other information on the Internet.

In the Help index,* see:

» book marks
> links

To create a link in a draw document, select a graphic object, text (in a text
frame), a spreadsheet cell (in a spreadsheet frame), paint image, or frame,
and then create the link. You can place all types of links (document links,
URL links, and book marks) anywhere in a draw document. For more
information, see “Creating links” on page 9-1. To create a link to information
on the Internet, see “Linking Web pages” on page 11-6.

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






Chapter 6: Painting

This chapter describes what you can do with an AppleWorks paint document
or paint frame. All paint features, including procedures, buttons, and
troubleshooting, are described completely in onscreen Help.

When to use a painting

Use a painting when you want to create airbrush or brushstroke effects, to
tint colors, or to transform shapes (for example, to add perspective to an
image), or add special effects (for example, blurring an image). Because
paintings are made of individual pixels (dots) that you can change, you have
very precise control over textures, colors, and shapes.

Use an AppleWorks paint document or frame to:

= create “hand-painted” artwork for invitations, holiday decorations,
posters, and announcements

= jllustrate reports
= work with scanned pictures

When you are painting, you use the same tools used to make drawings
(described in “Using the drawing tools” on page 5-3) plus additional painting
tools, such as the spray can.
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In the Help index,* see:
> pixels

Painting basics

How paintings and drawings differ Drawings are made of objects that can be
selected, moved, or changed while retaining their individual identity. For
example, when one object in a drawing overlaps another, the back object
remains intact. Paintings are made of many separate pixels. Shapes drawn in
a painting lose their individual identity and become part of the collection of
pixels. For example, when one image in a painting overlaps another, the back
image is permanently replaced with the front image.

f;. —

Ina drawing, changes affect the Ina painting, changes affect only
entire selected object selected pixels

A painting can be a document or a frame. You use the same tools and
commands any time you work with a painting, whether it's a document or
a frame.

Creating a painting

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

» paint documents

» paint tool

To create a Do this Example

Blank paint document Choobew from the File menu, =
selectPainting, and then clickK. EE

Or, click[B)] on the Default :
button bar. (If you don't see the|z
button bar, choosghow Button Bar
from the Window menu.) A paint document

Paint frame within another Selectthe paintto{ @] (choosd= EEEE e s ==

type of document (except Show Tools from the Window

communications) menu if necessary), move the
pointer into the working area of
the document, and then draw th
paint frame.

A paint frame in a word
processing document

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Tip If you see a message telling you that the document size has been reduced
to fit the available memory, see “Working with large files” on page 6-16.
About the paint window

When you open a paint document or create a paint frame, you see the paint
menus and the tool panel.

I Paint menus
% File Edit Format Transform Options Window © 4]
CIEETEEEEEE | o or
common tasks in
paint documents
and frames

Tool panel —

Working with paint frames

A paint frame provides a view into a painting. A paint frame is like any

Hex other object. You can move it, resize it, change or delete the border, or
> frames, working in apply a fill color. Within a frame, you have full access to the paint tools
> paint frames and commands.

In the Help index,* see:

E===] & B Ealalz] @
PRI T B L P e B B e e P I IR = Te T
I Click once to select the
T3 Lorem ipsum dolor s amet, consectstuer adipiscing | frame asan Object. CIle

K | nenummy nizh eismad tinsidunt U laorest dolors mag . P
% erat volulpat, Ut wisi enim ad minim veniam, quis nosh again to work inside the

tation ullamcorper suscipk lobortis nisl uk aliquip ex ea frame
comsequat. DU autem vel eum Fiure dolor in hendrer

velit esse molestie consequat, vel illum dolore eu feugi
Handles show that the facilisis at verc eros et accumsan et iuste odic dignissit

H pragsernt lup tatum 2zril delent augue duis dolore te feugait nulla facilisi
frame IS SEIECtEd dolor sit amet, consectetusr adipiscing elk, sed diam nonum msy nibh euisr
ut laoreet dolore magna aliquam erat volupal. Ut wisi enim ad minim ver
nostrud exerci tation ulameorper suscipit bbortie nisl ut aliquip ex ea corr
consequat.

Click twice outside the frame to work in
the rest of the document

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Here are some ways to adapt a paint frame to suit your needs:

To Do this
In the Help index,* see: Resize a paint frame Select the frame and drag a handle.
» frames, formatting Open the frame to see  Select the frame and chod3en Frame from the Window
» frames, working in more of the painting menu. When you open the frame, you see the painting in a new

window. The open frame is linked to the original document.
Any changes you make in the open frame are also made in the
document. (To close an open frame, chd@ise from the File
menu.)

Change the width and Select the frame and chod3en Frame from the Window

height of the painting menu. When you open the frame, you see the painting in a new
window. Choos®ocument from the Format menu, and then
type new size values. (To close an open frame, cltlase
from the File menu.)

Close an open frame Chod&ese from the File menu.

Display a different part of Select the frame and chodsane Infofrom the Edit menu. Type
the painting in the frame  values in the Origin box, and then cliok. The new values
become the coordinates of the upper-left corner of the frame.

For information about linking paint frames in a document, see “Linking
frames” on page 9-29.

Working with images

In a paint document, you use the painting tools to cissges(painted
shapes and effects).

Using the painting tools
The painting tools include the drawing tools and additional painting tools.

For information on the drawing tools, see “Using the drawing tools” on page
5-3. The remaining tools are unique to paintings.

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



In the Help index,* see:

» tools
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To select a tool on the tool panel, click it. Once you select a tool, it stays
selected until you choose another tool.

To use the Select the tool and Example
Brush Drag the pointer to paint strokes with the current gy
fill color, pattern, or texture
Pencil Drag the pencil to paint fine lines in the current
fill color

Paint bucket Click an enclosed area to fill it with the curren’y,
fill color and pattern, gradient, or texture '

Before After

Spray can  Drag the pointer to spray the current fill color, PN
pattern, or texture

Eraser Drag the eraser to remove part of an image @ @

Before After

As you use the painting tools, keep the following tips in mind:

To Do this

Change the size, shape, and other settir@fsooseBrush Shape or Spray Can from the Options
for the brush and spray can menu.

Change the brush effects Double-click the b{ &) . Chifeste from

the pop-up menu, set the options, and dlikk

Set the number of sides on a regular  Double-click the regular polygon to&] |, type
polygon the number of sides (from 3 to 40), and then click
OK.

Set the angle of curvature for an arc, orDouble-click the arc tod ] , set options, and
frame the arc’s edges to make a wedgethen clickOK.

Set the angle of curvature for the ends aBwuble-click the rounded rectangle t{@] , set

corners of a rounded rectangle options, and then clicBK.
Erase the entire painting Double-click the er{&}
Reverse your most recent change C:on the Default button bar, or ch@os

Undo from the Edit menu.

Use a selected image as a paint brush Hold down Ogfiasyou drag the image.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Setting lines, colors, patterns, and textures

In the Help index,* see:

> fill palettes
> palettes

> pen

> styles

Use the fill and pen palettes to set the fill color and pattern, gradient, or
texture, and set the line color, pattern, width, and arrowhead style.

Select the fill and pen settings before you paint an image. It's easier to set
them up ahead of time than to change an image once it's been painted.

Use To

@‘f- Fill palettes ~ Set the fill color and pattern, gradient, or texture used for closed
E images (such as the oval) and the paint bucket tool, and set the fill
color and the pattern, gradient, or texture used for the brush tool

and spray can tool

I Pen palettes Change settings for lines and image borders or to add arrowheads

You can use the eyedropf#] to pick up (copy) a color from an image to
use in the fill or pen palettes, without having to select it from a palette. Click
the eyedropper, and then click in the image where the color you want
appears. The color of the pixel you click appears in the fill sample. To
change the pen color instead of the fill color, hold down Option as you click.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Tip Save combinations of fill and pen attributes at/be and then apply the

style to change the palette settings in one step. (To open the stylesheet, click
on the Default button bar, or chodhew Stylesheet from the Window

menu.) For more information on styles, see “Using styles” on page 9-5.

File Edit File Edit
Elack Fill/Red ... L] ~ Basic Styles ||| |Properties
Create a style, and [ |+ Checked FiTl/Bo... Black Fill /Re... Base Style: Nane I
then select it to Red Fill/Blue Bo... + Checked Fill /... Obj. Pen Size: Hane
change the palette Wide Border Default 55 Obj. Fill Cotor : [
settings Default bl Reed Fill/Elue ... Obj. Fill Pattern : [
‘wide Border
[* Paragraph ... 1
Default 1
[* Outline St... i
7| [> Table Styles HH [rT]| 1]
e i
To see a style’s properties, click Edit and Properties of the style Checked
then select the style Fill/Borderless

You can customize palettes by editing the colors, patterns, gradients, and
textures. You can also load new color palettes. See “Creating custom colors,
patterns, gradients, and textures” on page 5-18.

Overlapping colors and patterns

The paint mode determines how patterns and colors interact when they
overlap. To set the paint mode to opaque, transparent pattern, or tint, choose
Paint Mode from the Options menu, or click the corresponding button on the
Default button bar.

Opaque Transparent Tint
pattern

@ @ (@

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

In the Help index,* see:
» Paint Mode command
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Selecting and moving images

In the Help index,* see:
» images, arranging

Before you can change an image, you must first select it.

To select Do this Example

A rectangular area Click the selection rectaEzk and dra
it over the area to select. You can select all
or part of an image.

The outline of an image Hold dovi8 as you drag the selection
rectangle around the image you want to
select.

Everything in the document  Double-click the selection rectd il

An irregular shape without ~ Click the lass{&2] and drag it around tht;
selecting the surrounding  area you want to select. The loop closes!
white space automatically.

By color, when you want to  Click the magic wan{_.*] and clickan = si3

select shapes that are difficularea. AppleWorks selects all adjacent

to lasso pixels of the selected color. To select more *
than one color area, click the magic wand ===
and drag it across multiple colors.

You can move a selected image with the pointer or the arrow keys on the
keyboard.

To Do this

Move a selected image with the pointer Move the pointer over the image until it becomes
an arrow, and then drag the image to a new
location. The image stays selected until you click
elsewhere in the document.

Move a selected image vertically or ~ With the autogrid off (chooskim Autogrid Off from
horizontally one pixel at a time the Options menu), press the arrow keys.

Move a selected image eight pixels at With the autogrid on (choodarn Autogrid On
atime from the Options menu), press the arrow keys.

Change the distance that the image Chooselum Autogrid On from the Options menu.
moves each time you press an arrow kéyoosebsrid Size from the Options menu, and then
select a size.

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

You can delete, copy, or duplicate an entire image, part of an image, or
several images at once. Remember that you can usually reverse your most
recent action by choosingpdo from the Edit menu. To revert to the most
recently saved version of your document, chéeget from the File menu.

" * To Do this
In the Help index,™ see:
» editing, images Delete an area Select the area and then press Delete.
Delete part of an image Drag the erd 2]
Delete all images in a painting Double-click the eraser.
Copy or cut an area and paste it Select the area and from the Default button bar,
elsewhere click [ig] or[s5)], or choos€opy or Cut from the

Edit menu. To place the image in the document,
choosePaste from the Edit menu.

Duplicate an area Hold down Option as you drag the selected image.
Duplicate an area continuously Hold down Opté8ras you drag the selected
image.

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

You can change the zoom level (magnification or reduction) of a paint
document as it’s displayed in the window.

Zoom in to edit pixels ——— Zoom out to see more of
the painting

To Do this
H * .
In the HeIP index,™ see: Zoom out or in Click the zoom-old or zoomlah  control (at the
» zooming in and out bottom of the window).
Zoom out quickly to 800% Double-click the per{ # |
Return to 100% view Choosel00% from the zoom percentage
(actual size) pop-up men(ioa | , or double-click the pencil.

Transforming a selection

You can change an image by transforming its shape, changing its orientation,
or refining its color.

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

To reshape a selection, select the area you want to change, choose a command
from the Transform menu, and then drag the handles that appear.

Select the area and
To choose Example

In the Help index,* see:

. Slant an image vertically or horizontally ~ Shear
» transforming

Stretch an image in any direction Distort

Add the appearance of depth or distance Perspective

4T

When you finish reshaping, click anywhere outside the selection rectangle.

Resizing or turning a selection

To resize or turn a selection, select the area you want to change, and then
choose a command from the Transform menu.

Select the area and
To choose Example

In the Help index,* see: ,
P Rotate an image freely Free Rotate, and then drag a

» transforming handle to the degree of rotation
you want

degree of rotation, and then
click OK

Rotate an image by 90° on the Default button bar

Flip an image horizontally or vertically Flip Horizontally or Flip Vertically

Rotate an image by a set amount Rotate, type a value for the q

* Choose Index from the (2] or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Select the area and
To choose Example

Resize an image by dragging a handleResize, and then drag a handle to
the size you want E E

percentage the percentage to enlarge or
reduce the selection, and then
click OK

Resize an image by specifying a set  Scale By Percent, type values for E E

When you finish resizing or turning, click anywhere outside the selection
rectangle.

Coloring and tinting images

In the Help index,* see:
» transforming

To refine an image’s color, select the area you want to change, and then
choose a command from the Transform menu.

To Choose Example (before and after)

Fill the selected part of an Fill, or click[%]
image or fill an image that ison the Default
already partly filled (as with button bar

a gradient)

Reverse the colorsina  Invert, or click[]
selection to make a on the Default
“negative” image button bar

Blend the edges of an imagélend, or cIick
with the background color on the Default
button bar

Tint the color in a selection Tint, or cIick
with the current fill color  on the Default
button bar

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



Combining images

In the Help index,* see:
» picking up attributes
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To Choose Example (before and after)
Lighten or darken each pixeLighter or Darker, or
in a selection click 5] or[5g

on the Default

button bar

When you finish coloring and tinting, click anywhere outside the selection
rectangle.

To combine the colors and patterns of two images, select an image or area
and move it over the image whose color and pattern you want to pick up.
Then clicki@] on the Default button bar or choBiskeUp from the Transform

menu.
T ' ot Image of horse combined
o g with the background
B

Before After (paint mode set to Tint)

Note The way AppleWorks combines the images depends on the paint mode.
In opaque mode, the colors from underneath replace the colors in the
selected image. In transparent mode, the colors underneath are added. In tint
mode, the colors blend.

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

To add text or a spreadsheet to a paint document:

1. Click the tex{A] or spreadshd®] tool, move the pointer into the
document, and then drag to draw the frame.

In the Help index,* see:
» frames, creating
» text, frames
2. Choose options from the Font, Size, and Style menus, and then type the
text or numbers.

3. When you finish, click outside the frame.

The frame contents become part of the painting. You can change the
pixels that make up the image, but you can’t edit the contents by using text
or spreadsheet commands.

Tip To include a spreadsheet frame in a painting, create and add data to the
spreadsheet frame in a draw or text document, and then copy the frame and
paste it in the paint document.

Text in a painting

[
m
m

— Spreadsheet in a painting

2
=]
2]

Creating text effects Add interesting visual effects to text by creating a text
frame in a paint document. Try typing a newsletter title in an outline font
style. Zoom in to enlarge your view of the title, and then use the paint bucket
to add a gradient or texture to each letter. Finish by selecting the title and
changing its perspective (chod&espective from the Transform menu).

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



Adding clip art

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

» copying
» libraries, overview
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You can incorporate AppleWorks clip art and other types of art in a painting.
Anything you add to a painting becomes an image made of pixels.

To Do this
Add AppleWorks clip art to Choose.ibrary from the File menu, choo$ipen, and
a painting then choose a category. In the library palette, select an

image and clicklse. For more information, see “Using
libraries” on page 3-18.

Copy one or more items from an Use one of the following methods:
AppleWorks document, or a clip arf,

. Open the document containing the picture you
document, to a paint document P 9 B Y

want, select the picture, and then cl on the
Default button bar, or choo$epy from the Edit
menu. Open the AppleWorks document into which
to paste the art, click where you want the picture to
go, and then clic[] on the Default button bar, or
choosePaste from the Edit menu.

= Use drag and drop to drag the picture from a
different document into the AppleWorks document.

Import scanned pictures or the entir@hoosdnsert from the File menu. In the Insert dialog
contents of a document created infaox, select the file type from the Show pop-up menu,
different application locate the document to import, and then clisbt.

Customizing resolution and depth

In the Help index,* see:
» depth
» resolution

A new paint document or frame is preset for a resolution of 72 dpi (dots per
inch). The number and range of colors in the preset palette depends on the
monitor you're using.

You can customize the resolution (number of pixels per inch) and depth (the
number of colors in the color palette) for a paint document or frame using the
Resolution & Depth command in the Format menu. For a complete description
of how to do this, see onscreen Help.

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

Your computer sets aside a certain amount of memory for AppleWorks. If
In the Help index,* see: you're working on a paint document or other large document, using many
> increasing memory graphics, or working on multiple documents, AppleWorks may require more
memory than is available.

When you need to provide more memory for AppleWorks, you may see one
of these messages:

= Not enough memory to complete this operation.
= The document size has been reduced to fit the available memory.

For complete information on providing more memory, see onscreen Help
and the documentation that comes with your computer.

Changing the size of a painting

To change the size of a painting, choba®ment from the Format menu. In

. * . . H I
In the Help index,™ see: the Document dialog box, type valuesHizels Across andPixels Down, and then
» size, documents click OK.

Tip In a new paint document, 72 pixels equals 1 inch. (To change the number
of pixels per inch, see “Customizing resolution and depth” on page 6-15.)

Creating a preview of a paint document

You can create a preview image of a paint document, which is saved with the
In the Help index,* see: document. The preview image is displayed when you ch@mesdrom the
> general preferences File menu and select the paint document in the list Sttt Preview selected
(see “Opening a document” on page 2-10). You can also create a custom icon
of the paint image, which is displayed as the document icon on your desktop.

To create a preview image or custom icon for paint documents, choose
Preferences from the Edit menu. In the Preferences dialog box, chémsel
from the Topic pop-up menu, and then selegzte Preview or Create Custom Icon.

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



Creating links in paint documents

When you plan to use an AppleWorks paint document (or a document that
contains a paint frame) onscreen, on the Internet, or World Wide Web, you
can select an area of the document or frame and créake(a connection

or jump) to a different area of the same document, a different document, or
a document or other information on the Internet.

In the Help index,* see:

» book marks
> links

To create a link in a paint document or frame, use the lasso to select the area,
and then create the link. For more information, see “Creating links” on page
9-1. To create alink to information on the Internet, see “Linking Web pages”
on page 11-6.

Note If you move the pixels in the area you selected, the link remains with
the area in the document or frame and does not move with the pixels.

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






Chapter 7. Spreadsheet

This chapter describes what you can do with an AppleWorks spreadsheet
document or spreadsheet frame. All spreadsheet features, including
procedures, buttons, and troubleshooting, are described completely in
onscreen Help.

When to use a spreadsheet

Use a spreadsheet when you want to organize text and numbers in rows and
columns. For example, you can:

develop a budget

analyze financial performance
track loans, mortgages, and stock and bond performance
maintain a checkbook

schedule projects

manage business and personal assets

chart your children’s growth and medical information

produce profit-and-loss statements

Expense categories in rows,
months in columns

~January :February

Supplies $2e0 $276 $150
$50;  $355 $279

$2500;  $2500: 2500

$1200 $0:  $1300

i $4900  $5200 %450
Total ewpenzes: $5500: $3651: $5179

I

own title
Utilities
Insurance
Rent

Telephone

Supplies

; ; ; - i
$0 $500 $1000 $1500 $2000 $2500

Use a formula to calculate totals

Spreadsheet

Chart based on first two
columns of the spreadsheet
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You can also use a spreadsheet to present text in a table. For example, use a

In the Help index,” see: spreadsheet document to type a schedule or list, or use a spreadsheet frame
> spreadsheets, documents to format a table in a word processing document. For more information about
> tables

using a spreadsheet frame as a text table, see “Creating tables” on page 4-19.

Diear Laurie and Bob,

e’ e planning the following dinners for next weeks camping top:

Monday Lentil stew green salad strawherries
Tuesday Clog au vin fruit salad thubarh pie Spreadsheet frame
Wednesday Chili carrot sticks cookies

Let us kmows what you think and then we’ll make adjustments and go shopping.

Word processing document

Spreadsheet or database? You can use either a spreadsheet or a database
document to store and organize information. Use a spreadsheet when you
primarily want to do computations or when you want to do simple (numeric
or alphabetic) sorts. Use a database document when you want to print labels,
present the information in various layouts, or do complex sorting. For more
information on databases, see chapter 8, “Database.”

Spreadsheet basics

A spreadsheet can be a document or a frame (a spreadsheet within another
document). You use the same commands and controls any time you work
with a spreadsheet, whether it's a document or a frame.

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

To create a Do this Example
; * . Blank spreadsheet ChooseNew from the File menu, L | —
In the Help index,™ see: document selectSpreadsheet, and then clicloK. !

» New command

on the Default button
» spreadsheet frames

bar. (If you don't see the button bar
chooseshow Button Bar from the
Window menu.)

EMRRERRRER

A spreadsheet document
Spreadsheet frame Select the spreadsheet t{ ] o
within a document (chooseshow Tools from the ‘ :
(except communi- Window menu if it isn't visible)
cations) and drag the pointer in the
document.
(In a spreadsheet document, hold

down Option as you draw the A spreadsheet frame in a
frame.) word processing document

About the spreadsheet window

When you create a spreadsheet document or frame, you see the spreadsheet

. * . X
In the Help index,™ see: menus and the entry bar in the spreadsheet.
» spreadsheets, documents

Spreadsheet menus

Buttons for common
tasks in spreadsheet
documents or frames

[
=

% File Edit Format Calculate Options Window

E @T==I%II IIII

untitled (§5) =——————————@

Entrybar—|g Al e[|

i A B © D E F 6 Column
Active cell T headings
Function button =
Row headings 2 Cell grid
m Cell

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

A spreadsheet frame provides a view into a spreadsheet. A spreadsheet frame
_ is like any other object. You can move it, resize it, change or delete the

> frames, creating border, apply a fill color, or wrap text around it. Within a frame, you have

> frames, working in full access to the spreadsheet tools and commands.

In the Help index,* see:

To select the frame as an To work inside the spreadsheet frame, select
object, click once the frame, and then click to select the cell
|
z|§|§|§| =] =] [&]
P L A PRI IR N P B B B1 |ﬂﬁt‘lxl\/l56?
ElEIEIE=E =] = AI Al Al =
LML TL R B L P S B o e
Lorem ipsum doloy sit amet, consecte tuer ad
laoreet dolore magna aliguam erat volutpat.
ullameo:
A B Tinis ant Lorem ipsum dolor sit gmet, consecte wer adipiscing eli
1 molestie laoreet dolore magna aljguam erat volutpat. 1t wisiend
2 8103 Bt & ullar
3 zzrildel A B c coin
dolor sit 1 456 567 759| hend
& enizmod 2 1235 734 245 illun
5 wisi eniy 3 432 543 654 | 3650
Fuacipit ___ " - Tupit:
Diis anten el ewm idure dolor in hendre bt facilis. ]I.orem ipsum dolor sit amet, consectetuer adipi
Handles indicate that the To work in the rest of the document,
frame is selected click twice outside the frame

Here are some ways to adapt a spreadsheet frame to suit your needs:

To Do this
In the Help index,* see: Resize a spreadsheet frame Select the frame, and then drag a handle.
> frames, formatting Open the frame to see mor&elect the frame and then cho@pen Frame from the Window
» frames, working in of the spreadsheet menu. When you open the frame, you see the spreadsheet in a

new window. The open frame is linked to the original
document. Any changes you make in the open frame are also
made in the document.

Open a frame that's inline Select the spreadsheet t{n] (choghse Tools from the
in text Window menu if it isn't visible), click in the frame to select a
cell, and then choospen Frame from the Window menu.

Change the number of Select the frame, and then choOpa Frame from the Window
rows and columns in the menu. ChoosBocument from the Format menu, and then type
spreadsheet frame new size values.

Close an open frame Chod3ese from the File menu.

Change which part of the Select any cell in the frame, and then chdisgay from the
spreadsheet shows in the Options menu. Type a cell address in the Origin box and then
frame click OK.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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As you work with spreadsheet frames, keep the following points in mind:

= You can't change or open any type of frame in a paint document. See
“Adding text and spreadsheets” on page 6-14 for more information.

= You can link two or more spreadsheet frames in a document. See
“Linking frames” on page 9-29.
Typing in a spreadsheet
Each cell in a spreadsheet can contain numbers, words, or formulas.

In the Help index,* see:
» entering spreadsheet data

» spreadsheets, documents Click [] to

To type numbers or words confirm the entry

in a cell, click a cell and or [x] to cancel

begin typing

A2 £ %[ /] 123— What you type A2 w <[] 123
A B appears in the A B The entry

! entry bar L o appears in
= = the cell

To enter a negative number, begin the number with a minus sign (-).

To enter a formula or function, begin the entry with an equal sign (=). See
“Working with formulas” on page 7-21 and “Examples: Entering formulas”
on page 7-25 for more information.

Note You can also print, or merge, database information on a spreadsheet.
For more information on merging documents and printing them, see
“Merging data into documents (mail merge)” on page 9-22.

Selecting cells and ranges

You must select a cell @ell range(group of adjacent cells) before you can

B * . .
Inthe Help index,™ see: change, format, or work with data.
» Go To Cell command

» selecting cells

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

Editing data

In the Help index,* see:

» entering spreadsheet data
» finding text

» spelling

» spreadsheets, preferences

Address of —=___ B3 [~ [ <[ ] Address of — AZ [~ [ <] ]
selected cell A B upper-left cell A B |
1 in the selected 1
2 range 2
E , E
I
The selected cell has AppleWorks highlights
a heavy border the selected cell range
To Do this
Select a cell range Hold down the mouse button and drag the pointer over the cells
you want to select.
Select a cell range Hold down the mouse button and drag the pointer over the cells
you want to select.
Select an entire row Click the row or column heading.
or column
Select the entire ChooseSelect All from the Edit menu.
spreadsheet
Go to a cell Choos@o To Cell from the Options menu, type the cell address

(for example A42 or R7), and then clicloK.

Go to a named cell or cell Choose the name of the cell or range from the bottom Bw
range menu (in the entry bar). For more information, see “Naming
cells and ranges” on page 7-12.

AppleWorks provides many ways to modify and correct your data.

Note You can't edit, delete, or move data in locked cells. To unlock cells,
select the cells and then chodséock Cells from the Options menu.

Edit data in the entry bar, or use AppleWorks commands to check spelling
or find and change cell data.

To Do this

Edit the data in a cell Select the cell. In the entry bar, make your changes, and then
click [4] to confirm the entry.

Move the insertion point  Click where you want the insertion point to be.
right or left in the entry bar

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

Check spelling Choos#friting Tools from the Edit menu and then choose
Check Document Spelling.

Find and change cell data  Choés®/Change from the Edit menu and then chodse/
Change. Type in the Find and Change boxes, and then click
Find Next or Change All.

Find data that matches a Select a cell or text, chooBied/Change from the Edit menu, and
selection then chooséind Selection.

Note When the insertion point is active in the entry bar, the arrow keys move
the insertion point. Otherwise, the arrow keys select an adjacent cell. To use
the arrow keys to always select cells, chdsferences from the Edit menu.

In the Preferences dialog box, cho8preadsheet from the Topic pop-up

menu, selecklways Selects Another Cell, and then cliclkoK.

Moving data
You can move selected cells using the keyboard and mouse, or using menu
commands.
To Select the cells you want to move and then
Move the cell contents andChooseMove from the Calculate menu. Type the cell address
. % ] retain the original cell of the new location (for examplg22), and then clickK. (For
Inthe Help index,™ see: references a cell range, type the new location for the upper-left cell in the
» entering spreadsheet data range.)

> transposing rows and columns Move cell contents quickly Hold dowd8-Optionand click in the cell (or at the top left cell

for a range) where you want the selection to go.

You can also use the mouse to drag the cells to another location
on the spreadsheet.

Transpose a column of dat&€hooseCut from the Edit menu. Then select the target cell or

into a row, or a row of datarange and choosRaste Special from the Edit menu. In the Paste

into a column Special dialog box, clickranspose Rows and Columns, and then
click OK. (Transposed data overwrites any existing data.)

Important When you move cells that are part of an absolute reference in a
formula, be sure to move the entire range of cells in the calculation.

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

In the Help index,* see:
» entering spreadsheet data

Copy and delete procedures are the same throughout AppleWorks. The
AppleWorks spreadsheet also provides other methods to copy and delete
data.

To Do this

Copy or cut cell contents Select the cells you want to work with. Then, on the Default
and formatting button bar, cIick to copy or to cut (or choo$epy or
Cut from the Edit menu). You can also copy cell contents by
pressing Option and dragging the cells to a new location on the
spreadsheet.

Copy only the value of a  Select the source cell or cell range, cli on the Default

cell that contains a formulabutton ba or chooseCopy from the Edit mienu), and then select
the target cell or range. Chod%ete Special from the Edit menu,
selectPaste Values Only in the Paste Special dialog box, and then
click OK.

Place a copy of cell contentSelect the cells and drag them to another document or to the
on the desktop or in anothedesktop. (When you drag cells to the desktop, you see a text
document using drag and clipping.) To insert a text clipping into a spreadsheet

drop (if you have Mac OS document, drag the text clipping from the desktop to a cell on
drag and drop installed on the spreadsheet.

your system) For more information, see “Copying objects using the drag and

drop feature” on page 3-10.

Paste cut or copied data Select the cell or cell range where you want the data to go, and
then click on the Default button bar to paste (or choose
Paste from the Edit menu).

Delete the cell contents  Select the cells and chooSlear from the Edit menu.
and formatting

Delete the cell contents andelect the cells and press the Delete key.
retain the cell formatting

Important When you cut or copy cells that are part of an absolute reference
in a formula, be sure to cut or copy the entire range of cells in the calculation.

Filling a range of cells

You can copy cell contents to adjacent cells and fill cells automatically with
patterns of data, such as the days of the week.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To copy cell contents—including formulas—into adjacent cells, drag to

In the Help index,* see: select the cells with the data to duplicate and continue dragging down or to
> filling cells the right over the cells you want to fill. Then choEi#&own or Fill Right from

the Calculate menu.

1 b=} 10
1 b} 1o
1 S 1o
z 15 20 a

Result of a —— )
formula
Fill Right

Selected cells AppleWorks copies the
formula to the selected cells

Use the Fill Special command in the Calculation menu to fill cells with:
= alogical series of numbers, times, or dates

= a day (Monday), month (January), or quarter name (Qtr 1)

= any pattern of text or data

For example, you can prepare a schedule by filling a range of cells with times
and another range of cells with the days of the week. To fill a range of cells
with a logical series or a repeated pattern of data, select the cells and then
chooseFill Special from the Calculate menu. Select options and €lickor a
complete description of the Fill Special command, see onscreen Help.

I:» Monday . Tuesday ‘wednesday:
10:00 A i0o0aMi  f [ T
11:00 Ak - - 11:00 Ak
12:00 Pr4 FI" SpeCIaI 12:00 Pr4
1:00 PM 1:00 PM
2:00 Pr 2:00 Pr
=00 Pr =00 Pr
& :00 P & :00 P
S:00 Pr S:00 Pr
Cells filled with a Selected cells AppleWorks fills the
sequence of times selected cells with data

Formatting cell data

You can change the format of any part of your spreadsheet. Start by selecting
In the Help index,” see: the cell, cell range, column, or row that you want to change.

» spreadsheets

» spreadsheets, formatting

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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You can also copy a cell’s formatting or specify a default font to be used in

the entire spreadsheet.

To Do this

Example

Change text appearance
or alignment

Select the cells you want to
change. Choodent, Size,
Style, Text Color, or Alignment
from the Format menu and
then choose a formatting
option from the appropriate

submenu (or use the pop-up

menus and buttons on the
button bar).

Plain text

Centered

Wrap cell contents so thatSelect the cells containing
long entries aren’t cut off the text and clic] on the
Default button bar (or

: Unwrapped Wrapped

chooseAlignment from the

Format menu, and then

choosénrap). (To adjust the

row height, see “Resizing or

hiding rows and columns”

on page 7-17.)
Format numbers, dates, Select a cell or cell range i $1.00
and times—for example, and then choog@mber from ! 100%
to add a percent sign, placéhe Format menu. Select the——-= i 0(010)
negative numbers in options you want and click 171/54 Jan 1, 1994
parentheses, oradda  OK. 22PN 17:20

comma to large numbers You can also C"C’ ,
or [2g] on the Default button
bar.

Some number, date,
and time formats

Select the cell whose forma
you want to copy and
chooseCopy Format from the
Edit menu. Then select the
cell or range where you
want to apply the format and
choosePaste Format from the
Edit menu.

Copy a cell's format to
other cells

Before

Set the default font Choo®efault Font from the

Options menu. Choose a

font and font size, and then
click OK.
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Tip AppleWorks comes with preset table styles that you can use to change a
cell's formatting and appearance in one step. For example, you can apply a
style to format the data, highlight the titles, and apply colors to the rows.
Start by creating a small spreadsheet and entering some data. Th[] click
on the Default button bar (or chod@ew Stylesheet from the Windowmnenu)

to display the stylesheet. Select rows and columns that you want to highlight
and click3D Table 1. AppleWorks applies the 3D Table 1 style to the selected
cells. For information on applying styles or creating your own, see “Using
styles” on page 9-5.

E tylesheet . ] [
File Edit File Edit
Default 55 & < Basic Styles Properties
Default " Default 55 Base Style: None [
Then click to 3D Table 1 | b Paragraph .. 1 Text Fant: Geneva
Select the cells apply a style 0 Table 2 i Default q Texct Size: 10 pt
to format Accounting H > Outline St... iE Cell Alignment : Center
i Blue Gray 1 il <7 Table Styles [
Eflue Gray 2 H [pvr 30 Table 1 |
Before Classic ] [ 30 Table 2 H
Colorful i) [ Accounting i)
Auto Expenses i [ Elue Gray 1 ] |
Repairs  $102.00 .
Gas $31.00 New [EF few &
Tolls $12.00
Total $145.00
After To see a style’s properties, click Edit, Properties of the style
and then select the style 3D Table 1

Sorting cell data

In the Help index,* see:
» sorting spreadsheet data

Sort data in numeric or alphabetical order to organize it. You can specify a major
order key(the cell where the sort starts) and two minor order keys. If you are
sorting a list containing duplicate entries, use second and third order keys to
further organize your data, for example, by first name and middle initial.

To sort spreadsheet data, select the cells you want to sort arfisflick  to sort
in ascending order or clidt] to sort in descending order. You can also
choosesSort from the Calculate menu. In the Sort dialog box, select the
options you want and clidBK.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Before sorting After sorting on first After sorting on first order key

order key (A2) only A2, second order key B2, and
third order key C2

Locking cell data

Protect data or formulas from accidental changes by locking cells. To lock a
In the Help index,* see: cell or arange of cells, select the cells, then chiomkE&ells from the Options

> locking menu. To unlock a protected cell or cell range, select the cells and then
chooselnlock Cells from the Options menu.

Naming cells and ranges

You can assign mameto any cell or range of cells. Naming cells can help
In the Help index,* see: you:

» named cells and ranges

= remember the purpose of data in a particular cell or range
= visually locate a named cell or range
= simplify formulas by using named cells instead of cell addresses

When you select a named cell or Cell B5 contains the
range, you see its name here (you formula =Shares*Price
must select every cell in a range to instead of =B3*B4
see that range’s name)
"shares  [w[f&[x[v] BS [=[fie]x] ] =Shares*Frice
A [ B A [ B C
1 1997 Stock Purchase 1
2 January 2 February
3 |Shares 3 |Shares 00 00
4 |Price 4 |Price 750 $42.25
5 |Total Yalue 5 |Total Yalue $18,750.000 $21 125.00

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Assigning names to cells
To name cells, choose commands from{~Je ~ menu in the entry bar

[ s [=lsfx][ ]
To Do this Example
Name a cell or cell range  Select the cells to name g Al | Revenue
chooseDefine Name from the A [ 1 A
menu. Type a name in |- JEN =Y
the dialog box, and then CellALis Cell ALis
click Define. unnamed named

Revenue

Name cells or ranges usingelect all of the cells to

row and column titles name (include both row ang

you've already typed column headings in the
selection) and choogeto
Name from theE menu in  Cells B3and C3 are named Shares

Cells B4 and C4 are named Price

the ent.ry bal.-' Selecta nameCells B3 and B4 are named January

then clickDefine. Cells C3 and C4 are named February

You can assign more than

one name to a cell or range.

. " Note Some characters, such as operators (like + or +) and punctuation
In the Help index,”™ see: marks cannot be included in a cell name. For complete information about
> named cells and ranges naming a cell, see onscreen Help.

Editing and deleting names

If you change your mind about the name or location of a named cell or range,
or if you want to delete a name, cho&dieNames from theE menu in the
entry bar. Then, make changes in the Edit Names dialog box.

To Select a name from the scrolling list, and then

Rename a cell or range Type a new name, and thenMditifl

Change the cell address Type a new address for the cell or range, and then Mdtidik/
referenced by a name

Delete the name of a cell oClick Remove.

range If the name you want to delete is used in a formula, you must

first replace the names in the formula with cell references. (See
“Replacing cell references with named cells” on page 7-14.)

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Note When you edit a name, AppleWorks updates all of the formulas that
use the name you edited.

Using named cells in formulas
Once you've named cells and ranges, you can use the names in place of cell

In the Help index, ™ see: addresses in formulas. You can also use a name in a formula before it has
> formulas, spreadsheet been defined to refer to a particular cell or range. (For information on
> named cells and ranges entering formulas, see “Working with formulas” on page 7-21 and onscreen
Help.)
To Do this

Use named cells or ranges in a Select a cell and begin typing the formula. Then, add
formula named cells or ranges where you would normally add
cell and range addresses.

To add a named cell or range to a formula, choose the
name from th{x] menu in the entry bar. (You can also
type the name directly into the formula.)

Enter named cells or ranges in a Select a cell and begin typing the formula. Then type the
formula before you define the  name you want to define, and finish entering the
names formula. You se¢NAME! in the cell (because you

haven't assigned the name to any cells yet).

Assign a name to a cell orrange  Select the cell or range to name and Rficei$ene
from the[~| menu in the entry bar. In the Define Named
Range dialog box, choose a name from the pop-up
menu, and then clicRefine.

Replacing cell references with named cells

You can replace named cells or ranges (such as Shares or Price) with cell
addresses (such as A5 or B1..B3) in a formula. To do so, cReplaseNames

from the[~] menu in the entry bar. To replace cell addresses with named
cells or ranges in a formula, cho®sglace References from the[x] menu in the
entry bar.

To Do this

Replace named cells with Select the cell or range that holds the formula you want to work

cell addresses in formulas with. ChooseReplace Names from theEl menu in the entry bar.
Deselect the names you want to exclude from replacement
with cell addresses and cli@kplace.

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

Replace cell addresses witlselect the cell or range that holds the formula you want to work
named cells or ranges in  with. Choosekeplace References from theB menu in the entry

formulas

bar. Then deselect the cell addresses that you want to exclude
from replacement with named cells or ranges and Béjdlkce.

Example 1: Using cell names in a formula
This example shows you how to name two cells and use the names in a

formula.

1. Open a new, blank spreadsheet document, and thendyye , Expenses

andProfit

in cells Al, A2, and A3, respectively.

A

X[ |

A

Incorme,

Expensesz

Profit

LR N LN R

2. Format column B for currency.

~N OO O bW

Select the entire column, cli{® on the Default button bar (or choose
Number from the Format menu, seleafrrency, and then cliclok).

. Select cell B1 and chooBefine Name from the[x] menu in the entry bar.
. Click Define to accept the suggested namegme .

. Select cell B2 and chooBefine Name from the[x] menu in the entry bar.
. Click Define to accept the suggested nafwgenses .

. Cells B1 and B2 are now named Income and Expenses.

Cell name appears here

Expenses

A

[l X[ ]
B

Incorne:

Profit

1
2 |Expenses
3
4

8. Typel000 and800 in cells B1 and B2, respectively.
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vl x] |
B

A

-

Inconne,

$1000.00

$200.00

9. Select cell B3 and type an equal sign (=).
10. Choosgncome from the[>] menu in the entry bar and type a minus sign (

11. ChooseExpenses from the[~] menu in the entry band press Enter.

The formula contains the named cells Income and Expenses.

B3

~ [f5e| <[ /[ =Income-Expenses

A

C

D

Inc:orne:

$1000.00

L]

Expenzes

200,00

]

Profit

$200.00

Example 2: Replacing named cells with cell references
This example shows you how to replace the named cells you defined in

Example 1 with cell references.

1. Select cell B3 and chooReplace Names from the[>] menu in the entry bar.

2. In the dialog box, note thEfpenses andincome are suggested for replacement
with cell addresses. You want to replace them both, scRefilzke.

The named cells are replaced with their corresponding cell addresses.

B3

= [&[x][]=61-B2
B C

A

Incorne

$1000.00

Expenses

W

$200.00

™

Profit

200,00
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Changing cells, rows, and columns

There are several features that control how you display and work with data
in rows and columns. You can resize, hide, insert, and delete rows and
columns.

Resizing or hiding rows and columns

In the Help index,* see:
» hiding
» resizing, spreadsheet cells

1 ||n.,
A 1

I
Resize pointer

To resize all the rows or columns in a range by the same amount, start by
selecting multiple rows or columns. Then specify a size or use the mouse.

To resize rows or columns by specifying a size, select the rows or columns
to change. Then chooBaw Height or Column Width from the Format menu, type

a new measurement (typeo hide the row or column, or seldist default to

revert to the default row or column size), and then @ick

To resize or hide rows or columns by using the mouse, move the pointer to
the bottom of the row heading or to the right edge of the column heading to
change. The pointer becomes a double a+»w

To Do this

Resize a row or column Drag the pointer until the row or column is the
desired size.

Hide a row or column Drag the pointer up or to the left until the row or

column disappears.

Restore a hidden row or column Drag the pointer down or to the right until the row
or column reappears.

Resize rows and columns to the Double-click the divider at the bottom of the row
smallest size that holds the data heading or at the right edge of the column heading. (You
see the double arro4+  when you're in the right place.)

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Inserting and deleting cells, rows, and columns
Important When you delete a cell, column, or row, you also delete its data.

In the Help index,* see:

» spreadsheets, arranging To insert or delete an entire row or column, click one or more headings to
select rows or columns, and then on the Default button bar[iEick  to insert
cells or clickfEg| to delete cells. You can also chdoset Cells or Delete Cells
from the Calculate menu.

To insert or delete a few cells, make a selection before you choose
Insert Cells or Delete Cells. In the dialog box, specify how you want existing cells
to be shifted, and then click.

The cells below are
shifted up

Select the cells to
delete

Changing the number of rows and columns

A new spreadsheet contains 500 rows and 40 columns. A new spreadsheet
frame contains 50 rows and 10 columns.

To Do this
In the Help index,* see: Change the number of rows and  ChooseDocument from the Format menu, type
columns in a spreadsheet numbers foColumns Across andRows Down, and then
» Document command click OK.
» frames, formatting
» opening Open a spreadsheet frame so that ySelect the frame and chodzen Frame from the
can change the number of rows an&indow menu. When you open the frame, you see
columns in the spreadsheet the spreadsheet in a new window. The open frame is

linked to the original document. Any changes you
make in the open frame are also made in the
document. To close the spreadsheet frame, choose
Close from the File menu.

Resize a spreadsheet frame to displ8glect the frame and then drag a handle.
more cells

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Adding borders, colors, and patterns to cells

In the Help index,* see:
» borders, spreadsheet cells
» spreadsheets, formatting
» styles

You can add borders, colors, and patterns to one or more cells, or to entire
rows or columns.

To add a border, color, or pattern, start by selecting the cells, rows, or
columns you want to change. (If you need to use the tool panel, choose
Show Tools from the Window menu.)

To Do this

Add a border Chood#orders from the Format menu, select border options, and
then clickOK. Or click one of the border buttons on the Default
button bar. Choose a color from the pen color palette on the tool
panel.

Remove a border ChooBerders from the Format menu, deselect border options, and
then clickOK. Or click the border button again.

Change a cell's border Select a bordered cell and then choose a color from the pen color
color palette on the tool panel.

Fill cells with color Click a cell and choose from the fill color and pattern palettes on
or pattern the tool panel. Textures and gradients cannot be added to cells.

Tip AppleWorks comes with preset table styles that you can use to change a
cell's appearance and formatting in one step. To apply a style or create your
own, see “Using styles” on page 9-5.

Locking row and column titles

In the Help index,* see:
» locking

To lock row and column titles in a spreadsheet document so they won’t
move as you scroll the rest of the spreadsheet, select the rows or columns
and chooseéock Title Position from the Options menu. Choose it again when
you want to unlock titles.

This cell was selected when ——Frear Jan Feb —]

Lock Title Position was chosen 1935 F—— Cells in the locked area
1996 have solid borders

1937

Note You can't select cells in locked titles, and you can’t lock titles in a
spreadsheet frame.

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

Spreadsheet pages break automatically when the page is full.

In the Help index,* see:
» pages, breaks To Do this

Add page breaks manually that Select the cell, row, or columns where you want the page
occur before the automatic pageo end. Then choodgeld Page Break from the Options
breaks menu. AppleWorks marks the break with a dotted line.

Remove a manual page break Select the cell, row, or column where you previously set
the page break and then choRswrove Page Break from the
Options menu.

Remove all manual page breaks  Chadtes®ve All Breaks from the Options menu.

Changing the display

To change how AppleWorks displays the cell grid, row and column
: headings, formulas, and circular references, chbiedey from the Options
> Display command menu. Select or deselect options in the Display dialog box andO&lick

In the Help index,* see:

Note If the spreadsheet is in a frame, you must first open the frame before
changing the display. To open the frame, select the frame and ¢pense
Frame from the Options menu. (See “Working with spreadsheet frames” on

page 7-4.)

This option Displays

Cell Grid Dotted gridlines that separate the rows and columns

Solid Lines The cell grid with solid gridlinesCgll Grid must be selected)

Formulas Formulas (rather than computed values) in cells that
contain formulas

Column Headings Column and row headings

Row Headings

Mark Circular References Dots in cells that contain circular cell referendesrulas must

be deselected)

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

In the Help index,* see:

» printing, spreadsheets
» Set Print Range command

You can control various aspects of how your spreadsheet document prints.

To print Choose

Row and column titles on every page Lock Title Position from the Options menu

The range of cells that you Set Print Range from the Options menu. In the
specify, rather than all formatted Print Range dialog box, clidkint Cell Range, type
cells and cells that contain data the range you want to print, and then cloik

Row and column headings or the Click |&] on the Default button bé&r chooserint

cell grid from the File menu). In the dialog box, select or
deselect thé@rint Column Headings, Print Row Headings,
andPrint Cell Grid checkboxes.

Working with formulas

Use formulas to perform calculations on spreadsheet data. You can combine
numbers, cell references, named cells or rangefuantons(predefined
formulas) to build your formulas. For some simple formula examples, see
“Examples: Entering formulas” on page 7-25.

Important The examples in this documentation are based on U.S.
conventions. For example, dates and numbers are shown in U.S. formats. In
English-speaking countries other than the United States, functions, formulas,
and calculations might be formatted differently. For example, in the U.S.,
commas act as separators in formulas. In other countries, semicolons might
be used as separators.

Understanding formulas

In the Help index,* see:
» spreadsheets, calculations

Within a single formula, you can calculate a result using:

= values, such as $4.95, Ms. Jane Smith, or February 2, 1997
= operators, such as +, -, *, =, >, or ()

= cell references, such as B2, P66, or D7

» functions, such as =SUM(B2+N66) or =PRODUCT(A1..C1)
= named ranges

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Formulas can be simple or very complex, with many parts. All of these are
legitimate (and simple) formulas:

This formula Does this

=B6+B8 Adds the values in cells B6 and B8

=E9*3.5 Multiplies the value in cell E9 by 3.5canstant(fixed value)
that you supply

=Shares*Price Multiplies the values in two named cells (see “Naming cells
and ranges” on page 7-12)

=“California” Places a text constant (California) in a cell

=SUM(D4..D12) Uses the SUM function (a predefined formula) to add the

values in the cell range D4 to D12

See “Working with functions” on page 7-26 for more information on
functions.

Cell references in formulas

In the Help index,* see:
» cells, references

A formula can contain references to a cell or a range of cells. AppleWorks
uses the data in the cells to compute the formula’s result. There are two types
of references: relative and absolute.

= A relative referencgives the location of a cell relative to the location of
the current cell. If you copy and paste a formula with a relative reference
to another cell, AppleWorks changes the reference to reflect the relative
position from the new source cell.

= An absolute referencstays the same when you copy and paste a formula.
To enter an absolute cell reference, type a dollar sign ($) before each part
of the cell address. You can also mix absolute and relative addresses in
the same formula (for example, =$A$1+B1).

Relative reference Absolute reference
A B A B
1 25 20 1 23 20
2 S0 40 2 a0 40
3| 75 en 3] 75,75
The formulain cell A3 is =A1+A2. If The formula in cell A3 is =$A$1+$A$2.
you copy the data in cell A3 to B3, If you copy the data in cell A3 to B3, the
the formula becomes =B1+B2. formula is still =$A$1+$A$2.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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. Circular references  Avoid circular referencesn a spreadsheet. A circular
circularreference Feference occurs when two or more cells refer to each other—for example
when cell Al contains =B2*3 and cell B2 contains =Al+4. A circular
reference also occurs when a cell refers to itself, for example, in the formula
A10=SUM(A1..A10).

AppleWorks marks cells that contain circular references with bullets. To
turn off the markings, choo$isplay from the Options menu, and then
deselecMark circular refs.

Entering formulas

You can type each of the formula elements or have AppleWorks enter cell

In the Help index,* see: references and functions for you. To enter a formula, select the cell where
> arithmetic operators you want the formula’s result to go and type an equal sign (=) in the entry
» spreadsheets, calculations bar. Type the formula after the equal sign (you can put a space before or after

any operators), and then cliizt ~ to confirm your entry.

Tip You can quickly total the values in selected cells and display the result
in the row or column cell adjacent to the selected cells. Select the cells
(including a blank cell to display the total) and c[Zk  on the Default button

bar.
A A A
1 1 5 1 1 5 ........ 1 1 5
2] .12 2 WREE 2112
3|7 s e e
4 4 5 =
= 5 : =
Before Select the cells to be totaled After
and the cell for the result
To Do this Example

Enter a reference to Click to select the cell that you wantto =B1+Cl
a single cell refer to. AppleWorks enters a plus sign (+)
when you click the next cell. (To use a
different operator—such as * to multiply—=B1*Cl
type the operator before you click the next
cell.) AppleWorks inserts the cell reference
at the insertion point in the formula.

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

Enter a reference to Drag to select the range that you want to=SUM(BL..C1)
a cell range refer to. The reference to the cell range

appears at the insertion point in the

formula. Then enclose the range in

parentheses.

Or type the addresses of the cell at the
upper left of the range and the cell at the
lower right with two dots between them
and enclose the range in parentheses.

Enter an absolute Click in the entry bar before the part of thebA$1+B$1+$C1
cell reference cell address that you want to make absolute
and then type a dollar sign ($).

Enter a reference to Choose the name of the cell or range fromRevenue-Expenses
anamed cellor  the[~] menu in the entry bar.

range For more information, see “Naming cells
and ranges” on page 7-12.

Have AppleWorks Begin and end the entry with a double  =1992”
interpret a number quotation mark. _npm

or punctuation as '
text

Use a function See “Entering functions” on page 7-27. =DATE(95,10,10)
(ready-made
formula)

: " Tip If you want a paper copy of all the AppleWorks functions, you can print
In the Help index,™ see: an alphabetical summary from onscreen Help. See “Printing a document or
> Help, printing Help topic” on page 2-20.

Calculating formula results

When you enter and confirm a formula, AppleWorks computes the result.
In the Help index,” see: AppleWorks is preset to calculate formulas automatically each time you

» Auto Calc command confirm an entry in a cell. To turn automatic calculation on or off, choose
Auto Calc from the Calculate menu. When Auto Calc is on, you see a
checkmark next to the Auto Calc command.

Because automatic recalculation of large spreadsheets can be time
consuming, you may want to work with Auto Calc off. To calculate formula
results when Auto Calc is off, chooGaculate Now from the Calculate menu.

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

In the Help index,* see:
» formulas, spreadsheet

> resizing, spreadsheet cells
» troubleshooting

el ]
#ALLE!

Error messages

If you seei# in a cell, it means the column is too narrow to display the
number. To widen the column, select the column and then increase its width
by choosingolumn Width from the Format menu. Type a width, and then click
OK. For more information on changing the size of a column, see “Resizing or
hiding rows and columns” on page 7-17.

HEHEEE $12,267.00
SR H $42,754.00
HEHHEH $E62 194,00
dyerage [HEEHER Average 1 $41,10900
Before After

AppleWorks tells you if it can’t evaluate a formula you've entered. Error
messages start with the symbol # and end with an exclamation point (!), or
you may see a message on the screen. Check your formula for the correct
placement of parentheses, be sure parentheses are correctly paired, and
check to see that you have entered operators between the cell references. For
more spreadsheet and formula tips, see onscreen Help.

Examples: Entering formulas

These examples show how to use formulas to add numbers.

Example 1: Simple arithmetic
To enter a formula that sums three numbers:

1. Click a cell to make it active.
2. Type=12+3-5 inthe entry bar.
3. Click [4 to confirm the entry.
AppleWorks sums the numbers and displays the result, 10, in the cell.

Tip To total the value quickly, select the cells and d2k  on the Default
button bar.

Example 2: Using cell references
To sum three numbers using cell references:

1. Type75, 150, and725 as shown here.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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s 725
150

L]

L]

2. Click cell B3, type an equal sign (=) in the entry bar, and then click cells A1,
A2, and C1.

AppleWorks inserts the addition operator (+) between each cell reference.
Your spreadsheet should look like this:

Address of the

selected cell Operators
Entry bar —"53 [+l <[/ T=a1ta23 1 Formula
A B C >
i s 735
2 150 ’
i The formula’s result goes

in the selected cell

To change the formula, for example to use a different operator, use the
text editing techniques described in “Editing data” on page 7-6.

3. Click [ to confirm the entry.

AppleWorks adds the numbers and displays the result (950) in
cell B3. If the result doesn’'t appear as you expect, check to be sure that
you started the formula with an equal sign (=).

Working with functions

AppleWorks provides$unctions or built-in routines, that you can use alone

In the Help index,” see: or include in a formula. Use functions to perform computations—such as

> functions summing a group of numbers or deriving a square root—without having to
type the entire formula. You can use a function by itself in a formula, or you
can combine it with other values, operators, cell references, and functions.
For an example of a simple function, see “Example: Using the AVERAGE

function” on page 7-28.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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AppleWorks provides over 100 functions in nine general categories. A
complete list of these functions is in onscreen Help.

Category Purpose Example

Business and Calculates mortgage and payment values PMT (Payment)

Financial

Date and Time Manipulates dates and times DATE

Information Looks up and evaluates information in LOOKUP
spreadsheet cells, cell ranges, and database fields

Logical Evaluates Boolean expressions, which resulti8BLANK
either TRUE or FALSE

Numeric Performs general mathematical calculations ROUND

Statistical Calculates general statistics, such as standaAVERAGE
deviation and variance

Text Finds, compares, and manipulates text CODE (ASCII code)
expressions

Trigonometric Creates and evaluates mathematical and ~ SIN

scientific values

Entering functions
To enter a function:

In the Help index,* see:

) 1. Click the cell where you want the result to appear.
» functions

If you're including the function as part of a larger formula, click in the
formula where you want the function to appear.

2. ChoosePaste Function from the Edit menu (or clid& on the entry bar).

3. Choose the type of function you want from the Category pop-up menu in the
Paste Function dialog box, select a function from the alphabetical list, and then
click OK.

4. In the entry bar, select the sample values and replace them with values, named
cells, or cell references.

For more information, see “Naming cells and ranges” on page 7-12, and
“Cell references in formulas” on page 7-22.

5. When you're satisfied with your entry, cliiz}  to confirm it.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Select the sample values Replace the sample values
| B3 R 2 B = e 1 number2, . [ B3 [ =] =sunicio+Ci)
s
Cell address of result Function Click to cancel or

confirm entry

Tip If you know the name and format of a function, you can type it, rather
than paste it, in the entry bar.

Example: Using the AVERAGE function

This example shows how to use the AVERAGE function to calculate the
average of three numbers.

1. In your spreadsheet, tygé, 88, and93 in cells A1, B1, and C1.
2. Click cell D1 to select it.

o1 5]+
A B C D
28 EES —F

L

Numbers to average

-
Iy

Function’s result goes here

3. ChooseéPaste Function from the Edit menu.
4. SelectAVERAGE from the list and clickK.

5. Hold down the mouse button and drag the I-beam pointer in the entry bar to
select the sample values between the parentheses.

| ] R e umber 1 number2, ]
Address of cell where Select the sample values
function is stored but not the parentheses

6. In the spreadsheet, hold down the mouse button and drag the pointer over the
three cells whose values you want to average, and the[Llick  to accept the
function.

AppleWorks replaces the sample values with the selected cell range and
displays the average value (85) of the selected cells as the result.
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Cell range
D1 ~[foe| <[ V[ =AVERAGE(AT.C1)
[ A B I T | D |
[ bk 88 e | sgi— The result

Displaying data in charts (graphs)

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

A chart (or graph3hows graphic relationships and trends among data. You
can chart data in a spreadsheet frame as well as in a spreadsheet document.

Unit Sales:istgur iznd gitr Srd ot iath gtr Unit Sales
Opal a5 990 104 97
Silver, a2z 23 28 2
i 1o Mo
5l
Data 100 Dsmver

Line chart #07
a0

— T T T
1=t Qtr  2nd Qtr  3rd Qtr  4th Qtr

Making charts

In the Help index,* see:

» charts, creating
» charts, modifying

To make a chart, select a cell range and then ctMais€hart from the
Options menu. In the Chart Options dialog box, click a chart type in the
Gallery, and then clickK. AppleWorks draws the chart and places it on top
of the spreadsheet.

Tip To create a chart quickly, select the cells and click one of the chart
buttons on the Default button bar. Double-click the chart to change chart
options.

You can create more than one chart for each spreadsheet or spreadsheet
frame.

Updating chart data The chart is linked to the spreadsheet, so when you
change data in the spreadsheet, AppleWorks updates the chart. Copying (or
cutting) and pasting a chart severs its link to the spreadsheet data. If you then
change the spreadsheet data, AppleWorks won't update the pasted chart.

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

You can change the way data is plotted as well as the appearance of a chart’s
_ elementgthe title, axes, series, series labels, or series symbols). Each type
> charts, creating of chart (this one is an X-Y scatter chart) contains most of the same elements.

In the Help index,* see:

o ten ieow Lrom eoss —— Use this data to make the chart

California poppy (Eschscholzia) |—— Title

0 -Germination rate [T L6gend
23 |
0

T
e
ms I ] Series box
e
r
a
t

Y axis

Series symbols

20 i X X axis
e| 0% S0% 100%
Axes labels Termination rate

To revise an existing chart, double-click the chart, or select the chart and
chooseChart Options from the Edit menu.

In the Chart Options dialog box, select chart options and make your changes.
To view other chart options, click ti@allery, Axes, Series, Labels, andGeneral

buttons and choose among the options that appear. When you're satisfied
with the chart, clicloK.

Use this option in the

Chart Options dialog box To set or change
In the Help index,* see: Gallery Chart type
» charts, modifying Axes Label, scale, and tick marks on an axis
» charts, options - -
Series Format and symbol for the data series (value)
Labels Position and format of the title and legend
General Chart range, series orientation (in rows or in columns)

How number data (if any) in the top row or left column is
treated (plotted or used for labels)

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Note AppleWorks provides numerous techniques for setting and changing
the chart's elements. You can experiment with the various techniques for
working with chart elements described in onscreen Help. If you don't like
the results, cIicI on the Default button bar, or chabde from the Edit
menu. You can also chooReert from the File menu, or delete the chart and
make a new one.

Deleting, copying, or moving a chart

A chart is an object that you can delete, cut, copy, move, or resize. To start,
select the chart by clicking it. A selected chart has handles.

To Select the chart and then
In the Help index,* see: Cut or copy a chart On the Default button bar, c[s=)]  to ct&]to copy (or
» charts, modifying chooseCut or Copy from the Edit menu). Cutting or copying a

chart breaks its link to the chart's spreadsheet.

Move a chart to another  Drag it to a new position (not by a handle). Moving a chart

location in the same maintains the link to the chart’s spreadsheet.

document

Resize a chart Drag one of its handles

Scale a chart to a specific ChooseScale By Percent from the Arrange menu and then enter

percentage percentages to scale the chart horizontally and vertically.

Hide a spreadsheet frame If necessary, resize the spreadsheet frame to make it smaller

under a chart than the chart. Then select the chart and drag it over the
spreadsheet.

Bring a hidden spreadsheeSelect the chart and then cl{f]  on the Default button bar, or
frame back into view chooseMove To Back from the Arrange menu

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

Because a spreadsheet chart is an object, you can change the chart’s
appearance by selecting all or part of it and using the fill and pen palettes and
text formatting commands.

|Ca1ifornia poppy (Eschschalzia) li— Title
Yaxis ————
; 30 Il Germination rate l—— Legend
23 t

e

H 20

Series symbol NEE i i Series box
e 10 s
Fo3
a 0
t -5
u =10
F-15
§ 20 y 1 X axis
% SO% 100%
Axes labels rrination rate

Original chart

Hide the — California poppy (Eschschalzial . .
chart’s border '— Hide the title and
. 3 ] legend borders

T Germination rate
Change the data ——s————

series symbol to m | | x
a 3.p0|nt line 'i 10 ol Y S ——
¢
s O
:
ltalicize the text —— ——— Paste a picture into
along the axes ¢ 2% o . the spreadsheet and
Germingtion it drag the picture over

the chart

Enhanced chart
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Chooseshow Tools from the Window menu to display the tool panel, then try
some of the following techniques using the fill and pen palettes. (For
information on using the pen and fill palettes, see “Changing lines, borders,
colors, patterns, and textures” on page 5-9.) The effect you achieve varies with
the type of chart. Feel free to experiment. If you don't like the resultshdse

in the Edit menu dRevert in the File menu, or delete the chart and make a new

one.
To Select the chart or chart element, and then

In the Help index,* see: Change th(_e background of Choose from the fill color, pattern, texture, or gradient
the chart, title, or legend palettes

» charts, creating
» charts, formatting Change the chart, legend, or titte Choose from the pen color, pattern, and width palettes
border, or the axis line

Hide the chart, legend, or title ChooseNone from the pen width palette
border, or the axis line

Change the appearance of text  Chooseront, Size, Style, or Text Color from the Format
along an axis menu and options from the submenu, or use the pop-
up menus on the button bar

Change the color, pattern, or bordeglick the series box once, and then choose from the
of a series (for example the bars onfidl and pen palettes
bar chart or the symbol on a scatter

chart)
Make a chart or the series Choose the transparent ich  from the
(for example the bars on a fill pattern palette

bar chart) transparent

Note To change the appearance of chart elements in one step, select the
element and apply a style. For information on applying styles or creating
your own, see “Using styles” on page 9-5.

Adding pictures or a text frame

AppleWorks provides you with several methods for adding pictures to a
spreadsheet. You can also add text frames to create special effects. Pictures
or text frames that you add to a spreadsheet are objects, and can be moved
and manipulated just as other objects can. See “What are objects?” on

page 5-3 for more information about objects.

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



7-34  AppleWorks 5 User's Manual

Note Pictures (and frames) are layered on top of the spreadsheet. You can't
place a picture in the entry bar or directly in a spreadsheet cell.

Add clip art from an Draw a rectangle and
AppleWorks library fill it with a gradient a'00-3:50
9:55-10:45
10:50-11:40
..... _ Voot s
----- Type in a text frame, 155-2:45
----- rotate the frame, and drag
it over the rectangle 200-2:50

$5625.90

Start by choosinghow Tools from the Window menu to display the

tool panel.
To Do this Example
In the Help index,* see: Add AppleWorks From the File menu, choosibrary and then
. P clip art to a spreadsheetselect a library. In the library palette, selec %
> drawing, tools the item you want and clidbse. Catendar_|!
» frames, creating - [Cad Use
> libraries, using Clipartinalibrary
Draw directly in Select a drawing tool, move the pointer into_
the spreadsheet the document, and drag to create an objec
“a00:

Add a paint frame to  Select the paint to{Z] , move the pointer

a spreadsheet into the document, and drag to create the
frame. Then, use the painting tools to paint in
the frame.

Add a text frame Select the text t{A]  and click once in the..

spreadsheet. Select a font, size, and style, a
then type your text.

Display handles ona  Click the frame once.
frame so you can treat it
as an object

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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For information on In the Help index,* see:
Copying and pasting pictures in a spreadsheet » Copy command
Inserting (importing) pictures created in another application » Insert command

Creating links in spreadsheet documents

When you plan to use an AppleWorks spreadsheet document (or a document

H * . . .
In the Help index,™ see: that contains a spreadsheet frame) onscreen or on the Internet or World Wide
g Folsk marks Web, you can select an area of the document or frame and clie&téaa
> [INKS

connection or jump) to a different area of the same document, a different
document, or a document or other information on the Internet.

If you paste text with links assigned to it from a word processing document
or text frame to a spreadsheet cell, the links are not pasted. If you paste text
with links assigned to it from a spreadsheet cell to a word processing
document or text frame, the links are not pasted.

To create a link in a spreadsheet document or frame, select the cell, and then
create the link. For more information, see “Creating links” on page 9-1. To
create a link to information on the Internet, see “Linking Web pages” on
page 11-6.

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






Chapter 8. Database

This chapter describes how to design an AppleWorks database document to
help you manage information. AppleWorks makes it easy for you to create a
database, enter your data, format it in different layouts, and present custom
reports. Once a database contains records, you can search through and sort
them, change the data they contain, and design and print a report of some or
all of the data.

All database features, including procedures, buttons, and troubleshooting,
are described completely in onscreen Help.

When to use a database

Database basics

Use a database to:

= maintain address lists, and then print names and addresses onto labels,
form letters, and personalized notices

= maintain customer lists for automated mass mailings, or information
about guests and vendors for parties and events

= create attractive invoices and reports
= create lists you need to sort, such as bibliographies for school papers
= catalog recordings, stamps, and other collections

If you have not previously worked with AppleWorks database documents,
take a few minutes to read about some general database concepts, the basics
of setting up a database, and entering information.
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What's a database?

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

Each category of information ——centribution 4.56

A set of fields is a record ~( Month

A database is a collection of related information, or data, which you can sort,
search through, and print as needed. Using a database, you can organize and
analyze information in various ways so that you understand its significance.

These are the elements that make up a database.

Chris Wan Gough
Februal

Hame
Month
The information in each field is a
value; values can be text, numbers,
dates, times, pictures, references to
movies, or formulas that calculate
values

is a field
Hame Pat "ong

Month January
Contribution 10

Elena Galdez
Februany
Contribution 10.65

Hame

Using Browse, List, Find, and Layout modes

In the Help index,* see:

» Browse mode

In AppleWorks there are four modes in which to work with a database—
Browse, List, Find, and Layout. You select a mode using the corresponding
command in the Layout menu.

Name Chris ¥an Gough
Month Februaty
Contribution 4.5

&

Month Contributions

| Hame
Recorde: Name Fatwong || = Chris VanSough  iFebruary 456
9 Month January A LR Janiar
Conlribution 10 Eiena Galdez

February 10.65%
January .60
January g.50
Januany 9.50

Sorted

21 [ ey Hanes

Maria Durand
Barbara Graves

Browse mode

Records :

List mode

In Browse and List modes, you view, add, change, and delete records

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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- Name [
= Month
- Contribution
Requests : -A Name | Marmne
| & Month MorEh
Find from | Olrgeggy  Contribution
(21 Vizible =] =] 5 5 B
i S T R
||:| Ornit 2| 2
Sl
AL ]
..............................................
Q@ B0
-k s
=
I T D
In Find mode, you search for specific El=
records to work with In Layout mode, you design the way you want the data to

appear when viewed or printed

Creating a database document
Note You can't create a database document within another document.

In the Help index,* see:

» documents, creating To create a database document when AppleWorks is running, dfeaose
from the File menu. In the New Document dialog box, s&laatiase, and
then clickOK.

Or, click[2) on the Default button bar. (If you don’t see the button bar,
chooseshow Button Bar from the Window menu.)

When you open a new database document, you begin by defining fields. The
field definitionconsists of the field name, field type (such as text or number),
and other options. Once you have defined the fields, you make new records
and enter valuegléta) in the fields.

Example: Creating a simple database

In this section, you set up an example database with two fields and three
records.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Part 1: Start a new database document

1. If AppleWorks isn't running, start AppleWorks as described in “Starting
AppleWorks” on page 2-1.

2. Click |&]] on the Default button bafOr, choosélew from the File menu. In
the New Document dialog box, selBatabase, and then clickK.)

You see the Define Database Fields dialog box, where you set up database

fields.
Define Database Fields
Field Name: Field Type:
21
New field names appear here ‘
=
Field Name:| | Field Type: Teutvl
[ Create ] [ Muodify ] [ Delete ] [ Options... ]
Type a field ndme and select 2 field type.
=]
Type the field names here Select a field type here

Part 2: Define two fields
1. In the Field Name box, tyggontinent , and then clickreate.

2. Inthe Field Name box, ty@suntry  (replacing the field nan@antinent), and
then clickCreate.

Field Name Field Type
Continent Texnt
3. Click Done.

You see the first record of your database, in Browse mode.
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Type field values here

! i T
Field names —| Continent |
Country

Part 3: Enter two values into the fields
1. Click in the Continent field and tyfieirope .

If the entire record becomes highlighted, it means you clicked outside the
field. To select a field, click inside the field borders. Don't click the field
name.

2. Press Tab or click in the Country field and tiAmnce .

) The first record
Continent Europe looks like this
Country [France |

Part 4: Make new records
1. Click 8] on the Default buttonds, or choosKew Record from the Edit menu.
You see a new record under the first record.
2. ChooseNew Record from the Edit menu again.
Three records now appear in the database.

Part 5: Finish entering data in the new records

1. In the second record, click in the Continent field, #gia , and then press
Tab.

2. Click in the Country field of the same record and tiaman .

3. In the third record, typSouth America in the Continent field, press Tab,
and then typ8razil in the Country field.

Continent Eurcpe
Country France
Continent Asia

Country Japan
Continent South America
Country [Brazi[

Your database with three records
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Part 6: Close the database

Note You may want to save your example database and use it to practice
other database operations described in this chapter and in onscreen Help. For
example, you could try adding different field types, changing the layout of
the fields, and searching for specific records.

To save your database before closing it, d&llon the Default button bar,
or choosesave from the File menu, type a name for the document (choose a
different folder, if necessary), and then clzke.

To close the database document, ch@imse from the File menu.

Designing a database

Before you create a database, it's a good idea to plan your database design
_ on paper, to reduce the time and effort of redesigning. When planning your
> planning databases database, decide:

= what you want the database to accomplish
= which fields the database will contain and the type of data they'll hold

In the Help index,* see:

= what each record in the database will represent (for example, an employee
or an invoice)

= how the database can help you work more efficiently, by using options
such as formulas and automatic data entry

Tnvpices

Diate (ants-oxtry today's date)

Eurk title

List the fields each record — A athor
will hold — Identify fields that are

A automatic entries or the

C Crst= Pric results of calculations

Flamper srdeved

Total grice (ants-calenlnte)

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Tip When you design a database that holds names and addresses, you can
start quickly by using the Address List Assistant, and then changing the
database as needed. For more information about using Assistants, see “Using

an Assistant” on page 2-4.

Defining database fields

Once you plan the design of a database, the next step is to define the fields

In the Help index, ™ see: to store the data. When you define a field, you give it a name and then select

> fields, defining a field type to determine what kind of data (for example, numbers or a date)
can be stored in the field. When you open a new database document, you see
the Define Database Fields dialog box, where you set up database fields.

Define Database Fields
Field Name: Field Type:
Invoice Date Test ||
Invoice Number Teut
. . Book Title Tent
Field names and field Author Text
types appear in a list Price Number
Oty Sold Number
]
Field Name: [ty Sold | Field Type: — tsyelectafield
Pe
[ Create ] [ Modify ] [ Delete ] [[ Dptions...
o Select a field and click Options to change attributes, or change the name
b=l o field type and then click Modify .

Click to set up entry

Type afield name
options for a field

Note You can also change the appearance of text and the format of numbers,
dates, and times for existing fields. For more information, see “Changing the

appearance of data” on page 8-34.

Adding fields to an existing database
To add fields to an existing document, choleiee Fields from the Layout
menu. When you create new fields, AppleWorks automatically adds them to

the layout you have chosen.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Assigning field types
. " To assign a field type to a field, choose from the Field Type pop-up menu in
In the Help index,™ see: the Define Database Fields dialog box. Field types affect the way you enter
> fields, types and use your data.

Tip Use atext field (or a field that holds text, such as a pop-up menu) for
postal codes so you can sort addresses by postal code number. If the postal
code is a number field, AppleWorks ignores leading zeros. As text, the codes
are sorted properly and retain any leading zeros.

Important  The examples in this documentation are based on U.S.
conventions and are shown in U.S. formats. In English-speaking countries
other than the United States, numbers, dates, times, functions, formulas, and
calculations might be formatted differently. For example, in the U.S.,
periods act as decimal points. In other countries, commas might be used as
decimal points.

Use this Example
field type To (in Browse mode)
Text Enter any text, numbers, or symbols (Up Firstname [Luis & Julia

1008 characters, depending on custom Address
styles—such as italic—assigned to the

field)

Number Enter any number Score
Score 555

Date Enter the day, month, and year Date (a7 7999
Date January 1,1999
Date [1/1/99

Time Enter hours, minutes, and seconds Time 23515
Time (135

Name Enter names that sort by the last, first, cHame

other word in the field, depending on howName Paul 4. Baker
you type the name. See “Entering data iiName Jaries Simith Jr.
fields” on page 8-13. Name Trestop Books

Pop-up Menu Choose from a menu of preset values [FErSrmm

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Use this Example
field type To (in Browse mode)
Radio Buttons Choose among options Ship By
OGround
QA
@Overnight
Check Box Select or deselect the field B Sentsample
Serial Number Have AppleWorks assign a unique, Ticket Ho.
sequential number to the field in each .
Ticket Ho. 104
record
Ticket Ho. 105
Ticket Ho. 106
Value List Choose from a scrolling list of preset

values, or enter a different value

Multimedia Display a picture, movie, or library object=
A picture in a multimedia field is stored
with the database document. A movie in
multimedia field is a reference to a movie
file, which is stored separate from the
database document.

Record Info Display the time and date that the recoi 3tere

was created or modified, or the name of Time

the creator or modifier entered 227
Calculation Produce the result of a formula that  weeriytota

calculates values from the current recora
in the database. For more information, see
“Defining calculation and summary

fields” on page 8-11.

Summary Produce the result of a formula that  veadytota FIga7sa0
summarizes values from one or more
records in the database. The field appears
only in the summary part of a layout. For
more information, see “Creating a layout”
on page 8-30.
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Checking or entering data automatically

In the Help index,* see:
» fields, defining

Set criteria for having

AppleWorks can enter or check data when you create records. For example,
you may want the data in a number field to be unique and within a certain
range.

To set up a field for data checking or automatic entry, select the field from
the list in the Define Database Fields dialog box and Optsns. You see

the options available for the type of field you selected. For example, this
dialog box shows the options available for number fields:

AppleWorks check the
data as it's entered

Field type Field name
Options for Number Field “0ty Sold”
Derification ——— Default Data
[JCannot Be Empty Automatically Enter:
[ Must Be Unique I i Type the data you want
[]Must Be In Range AppleWorks to enter
automatically
From:
o [ ]
2] (cancel | [ ok ]

Other field types, such as pop-up menus, radio buttons, serial numbers, and
value lists, have different options:

Options for Popup Menu Field “Department”

r Items for control ————— ~ Default Select the item
v Accounting it Automatically Choose: that AppleWorks
Scrolling list Shipping [Accounting v} automatically
of items Markeling choosées foranew
recor
— Label for control
k8
|I]epartment I Type a new
Item Label: field name
Type the items you IMarketing | (optional)
want to appear as
choices [Ereate] [Modifg] [ Delete ]

2] (cancel ] [ ok

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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For complete information on every field type available in AppleWorks, see
onscreen Help.

Defining calculation and summary fields

You define afield type as a calculatimnsummary field when you want the
value in the field to be the result of a formula. A formula can include values
> formulas, database from one or more other fields in the database, operators, functions, and
constant values.

In the Help index,* see:

For example, suppose you have a database that contains two number fields,
Qty Sold and Price, and one calculation field, Total. You can set up a formula
in the calculation field to multiply the values in the two number fields. Then,
each time you type values in the Qty Sold and Price fields, the formula
multiplies those values and displays the result in the Total field.

=———— Enter Formula for Field “Total” El
|

Fields: Operators: Functions:

Invoice Date |5 ABS(number)

Invoice Number ACOS(number)

Book Title AND(logicall logical2,..)
Author ASINRumber)

Oty Sold AT ANCumber)

Price ATANZ0: nurnber g nurnbet)
Total - AVERAGEChumber 1 number2,...) -

Name of field that
holds the formula

i =3
i =3

ANV L+

]

Formula:
'Oty Sold*Price|

Format result as: |[Number w [ Cancel ] [[ 114 ]]

Choose a format for Click field names, operators, and functions
the formula result to include in the formula

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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You enter a formula for a calculation or summary field just as you do for a
spreadsheet cell. (See “Working with formulas” on page 7-21.) The type of
operation a formula performs depends on the field type of the values it
calculates and whether the formula’s field type is calculation or summary.

= Use a calculation field to calculate a value from values in other fields in
the current record.

= Use a summary field to calculate a summary value using values from one
or more records in the database.

You immediately see the result for a calculation field in Browse mode and
List mode when you add records, and when you change values used in a
calculation.

Note To see the result for a summary field, you must create a summary part
in Layout mode, and insert the summary field. Then, sort the records and
switch to page view. For more information about summarizing data, see
“Presenting and summarizing data with parts” on page 8-36.

Adding, changing, and deleting fields

In the Help index,* see:
» Define Fields command

You add, change, and delete database fields in the Define Fields dialog box.

To select a field name, click the name in the Field Name list.

To Choose Define Fields from the Layout menu, and then
Add a field Type the name of the new field, choose a type from the
Field Type pop-up menu, and then cli@rkate
Delete a field Click the field name in the Field Name list, and then Béletk
Change a field name Click the field name in the Field Name list, type a name, and

then clickModify

Change a field type Click the field name in the Field Name list, choose a type from
the Field Type pop-up menu, and then cldklify

Change a calculation or Click the field name in the Field Name list, cligkdify, make
summary formula your changes to the formula, and then clikk

Change field entry options Click the field name in the Field Name list, @fieks, make
your changes in the dialog box, and then dikk

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

When you finish defining the database fields, you see them displayed in

H * . . .
'”_the Help 'rfdex= see: Browse mode in a standard layout, in the order you created them. You can
> fields, changing now start entering data.
» fields, entering data
> fields, navigating You enter data in Browse mode (or List mode, when you dédeitom the

Layout menu) by selecting a field and typing a value in it. You can’t select a
field that contains a formula or a field whose type is Record Info, because
AppleWorks enters those values for you.

Drag the control up or down to move

quickly through records
=l Customer Cooks and Books
i Street 45 First St.
= City Belmaont
2 State G Fields for one
—_—— Postal 84002 record
Current number of 4 Monthly $80,555.00
records Unsorted Sales
ey Customer  [Equestian Bocks ——— Toselect afield,
_ _ _ Sfreel 12 Mam St click within its
Click outside a field border - City Wondside borders

to select the whole record
Fields in a standard layout (in Browse mode)

Note If the entire record becomes selected, it means you clicked outside a
field and selected the whole record. To select a field, click within the field
borders. To deselect a record, press Enter (on the numeric keypad), and then
try again. Or, make the first field active by pressing Tab.

To Do this

Move to the next field Press Tab.

Move to the previous field Press Shift-Tab.

Edit data in a field Click in the field and edit the data.
Insert a tab within a field Preg&Tab.

Enter the current date in a date fielBress8-Hyphen.
or current time in a time field

Enter a date, time, or number Type numerals and punctuation characters.

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

Enter a name in a name field For names that you want to sort lastisord in the
field, type the first and last name (for exampkme
Adams sorts by Adams). For names that end with a
title, type Option-space between the last name and the
title (for example JJames Smith Jr. sorts by
Smith).

For names that you want to sort by finst word in the
field, type @ at the beginning of the field (for example,
@Treetop Books  sorts by Treetop). You see the @
symbol only when you select the field.

Enter a picture or movie in a Use one of the following methods:

multimedia field = Copy and paste a picture or movie from a different

document.

= Choosdnsert from the File menu, and then select the
picture or movie file using the Insert dialog box.

= Add or drag and drop an object from a library
palette.

= Use drag and drop to drag the picture or movie file
into the AppleWorks database field.

When a field contains a picture, you see the picture in

the field. When the field contains a movie, you see a

preview image of the movie. To play a movie, see

“Playing movies in multimedia fields” on page 8-17.

Choose a value from a Select the field to see the predefined list. Then
predefined list double-click a value, or select the value and press Enter
(on the numeric keypad).

Adding records
To add a record, chooBmwse or List from the Layout menu, and then click

In the Help index,” see: on the Default buttonds, (orchooseNew Record from the Edit menu).

> New Record command AppleWorks displays the record in the current layout and increases the

> drag and drop record number in the status area by one. You can quickly add a new record
by typing88-R.

AppleWorks adds new records after all the records in your database. You can
move selected records between existing records by using drag and drop. (To
view records in a particular order, regardless of the order in which you
entered them in the database, you can sort them. See “Sorting records” on
page 8-22.)

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

In the Help index,* see:
» tabbing

Thetab orderis the order in which you move from one field to the next when
you press Tab in Browse mode. The tab order is preset to the order in which
you place the fields on the layout. Changing the tab order does not rearrange
the fields—it simply changes the order of field selection when you press
Tab.

To change the tab order, chod&savse from the Layout menu, and then
chooseTab Order. In the Tab Order dialog box, cli€kear, and then move the
field names into the Tab Order list, in the order you want data entered into
them. To move a name, click the field name in the Field List, and then click
Move.

Tip To change the tab order in List mode, reorder the fields. See “Moving
columns and formatting data” on page 8-20.

Note Fields you don’t move to the Tab Order list will not be accessible by
pressing Tab. To select such a field in Browse, List, or Find mode, click
within the field.

Duplicating, deleting, and moving records

In the Help index,* see:

» records, adding
» records, deleting

When records are similar, you can save time and prevent data entry errors by
duplicating records. Once you duplicate a record, you can change only the
values that are different in the new record, and avoid retyping identical
information.

You can also copy and paste a record to duplicate it, or delete one or more
records at a time.

Select the record to duplicate, delete, or move,
To and then

Duplicate a record Choog$eplicate Record from the Edit menu. AppleWorks
adds a copy of the record to the end of the database and
places the insertion point in the first field, ready for you to
enter data.

Copy and paste a record into  Click on the Default button bar, or chodXpy from

another document, application,the Edit menu. Then cIi or chodRaste. If you're

or database pasting the record into an AppleWorks database, the copy
is added to the end of the database.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Select the record to duplicate, delete, or move,
To and then

Delete a record Chooelete Record from the Edit menu. If you change
your mind, before you do anything else, cI on the
Default button bar, or choosledo from the Edit menu to
restore the record.

Temporarily delete a record thaClick |s<J| on the Default button bar, or cho@sefrom the
you want to move or paste bacledit menu. Keep in mind that if any other records or text
in later are copied or cut in the meantime, the record is lost.

Move one or more records Use drag and drop to drag the records to the new position.

within the same database, to (You can view records in a particular order, regardless of

reorder them the order in which they were entered, by sorting them. See
“Sorting records” on page 8-22.)

Move one or more records to aOpen the other database, and then use drag and drop to
different database with similar drag the records to the other database.
fields

Moving through records

Use the record book to move or browse through records. Start by choosing
Browse or List from the Layout menu.

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

Click to go to the

previous record ——] Drag to move across many

= records at once

Click to go to the ——
next record

NET

Click here, type the number of the record to go to, and
then press Return

To go to the same field in the next record, p8édReturn. To go to the same
field in the previous record, preg&sShift-Return.

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

You can view records in various ways to suit your needs.
In the Help index,* see:

» records, viewing To Do this

Example
View records ina  SelectBrowse from the Layout [T Continent  Europe
continuous list menu, and then choose .H*l Country France
Show Multiple. (If Show Multiple is Continent  Asia

)

dimmed, deseledage View Country

X " Japan
from the Window menu first.) |zeearas:

Continent South Ametica

)

C ki i

Selected: ountry Brazil
View records in  Selectist from the Layout T | [Continent Country
rows and fields in menu. ey l Eu_rope jrance
=1= apan

columns South America iBrazil

w0

South America :Peru
Morth America iCanada

Recards:

9 Asia Yigtnam
View one record at SelectBrowse from the Layout [[— | Continent  South America
atime menu, and then deselect l Country Uruguay
Show Multiple from the Layout
menu. (IfShow Multiple is 2
dimmed, deselediage View Records:

from the Window menu first.) [*

View the records as SelectPage View from the
they will printon  Window menu. Continent  Europe
paper

Country France

3
Continent Asia

Records: Country Japan
9

Continent South America
Country Brazil

Selected:
1

Playing movies in multimedia fields

When a field contains a QuickTime movie, you see a preview image of the
movie.

In the Help index,* see:
» playing movies
To play a movie in a multimedia field, in Browse or List mode, double-click
the field containing the movie. To pause the movie, click outside the field.

Important  If a database document includes a multimedia field that displays
movies, and you move the document to a different computer, you must move
the movie files to the same computer.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Note You can also add a movie to an entire document. For more information,
see “Working with movies” on page 9-31.

Working with rows and columns in List mode

List mode allows you to view and work with many records at once. In List
mode, you see all the fields in your database in a columnar layout. To work
in List mode, chooskst from the Layout menu.

In the Help index,* see:
» List mode

Fields are in columns

Customer Street City State Postal

Adventure Books 1100 Aspen  :Durango CO 09332

. Book Cellar 23 5kake 5B iPortland OR 97201

Records are in Eooka and Books 45 First SE 7 Bmont A g4I
rows Brjlisctian Bosks T R St Wesdeide ek AT
.Treetop Books 23 Forest Oakland CA, 94220

You work with records in List mode much like you do in Browse mode: you
can enter data, select, hide, or sort records, or create new records. In addition,
you can resize or format rows and columns, and reorder the columns.

Selecting rows and columns

In List mode, you select a row or column with a single click. Select multiple
rows or columns when you want to resize or reformat several at once.

To select Do this Example of selected area
One row Click the area to the left of the
- * first column.
In the Help index,™ see:
» List mode Multiple rows Drag the pointer in the area to th Custmer
left of the first column. b
| Equestrian Book
One column Click the column heading. Customer
Adventurs Books
Book Cellar
Cooks and Books
Multiple columns Shift-click adjoining columns. [customer Street

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

Example of selected area

MUltlpIe fields [Customer
Adventure Books

1y

Drag the pointer across the
fields. (If the first field in your
selection is a pop-up menu or a
checkbox field, press Option as
you drag.)

|Street
00 Acpen

2 hain Sk

Equestrian Books

Note To change the appearance of text in selected rows and columns in List
mode, see “Moving columns and formatting data” on page 8-20. (For more

information about text attributes, see “Changing text appearance” on page

4-7.)

Resizing rows and columns

In the Help index,* see:
» List mode

Bottom of
row heading

When you first choose List mode, you see data in rows and columns of
uniform size. To see more data, resize the rows or columns.

To resize rows and columns, move the pointer to the bottom of the row
heading or to the right edge of the column heading you want to resize. The
pointer changes to a double arrcd+ r 4 ). (If your pointer looks different,
move the cursor until it's directly over the row or column border.) Then drag
the pointer to the right or down until the row or column is the size you want.

Customer Street
Adventure 100 Aspen
Books Lane

Book Cellar 23 Skake St

Right edge of column heading

Resized row

Customer Street

Adventure 1100 Aspen

Book Cellar (23 Skhake 5E

Before

Customer Street
Adventure Books 100 Aspen Lane
Book Cellar 23 Stabe SE

Resized columns

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

the list and click Go To Topic.
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Moving columns and formatting data

As you work in List mode, you can change the position of a column or the
appearance of data in a column or row

To Do this Example
In the Help index,* see: Move a column  Move the pointer to the column Pointer
. heading. The pointer changes to
> List mode this+» . Drag the column to the [State_«b [Fostal  [Postal State
new position CO 0332 00337 8]
: o] YU AT (o]
Before After
Change the Double-click the column i
format of a heading, choose options in the =——== Number fFormat ==
column of Format dialog box, and then clich 5 . o O] Commas
number, date, or OK. () Currency [0 Negatives in ()
: 2 1 Percent
time fields "y Scientific Precisinn:
1 Fined
Change the Double-click the column headinGstate «»

appearance of  and select options in the

textin a column Text Style dialog box. Or, selec
the column and choose from th
Font, Style, Size, and Text Color
pop-upmenus in the button bar.

Change the Select the rows and choose fro Teastomer [Strest |

appearance of all the Font, Style, Size, and Text [ [Adventure Books 100 Aspen Lane |

the text fields in  Colorpop-up menus in the buttor|§ =

one or more rowsbar. (Your changes don't affect
number, date, or other non-text
fields.)

Note You can change the appearance of text in a column in one step by
applying a style. See “Using styles” on page 9-5.

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

You can select and hide individual records or a range of records in Browse

In the Help index,™ see: mode or List mode. Hidden records are not printed, sorted, or included in
> status panel, databases summary calculations.
To Do this Example
Select a record Click anywhere in the Continent  Asia
record, outside of a field. Country Japan
In Browse mode, Continent
click here .
Country [__::;;_
. |Continent |Countrg
In List mode, A5ia “Japan
click here i an

Select multiple  Drag through the records to =G

records select, or select a record andgrpmme
thenShift-clickanother
record to extend the
selection.

Continent

Country

Continent Europe
Country France

Hide unselected Selectthe records you don’ Continent  Asia
records want to hide, and then Country Country Japan
chooseHide Unselected from

i i Conti t i
the Organize menu. Continent ontinen Asia

Country 1l Country Yietnam

Continent Europe

Country France
Before After
Hide selected Select the records you wan e A Continent  Asia

records to hide, and then cIic Country Country Japan
on the Default button bar
(or choosetide Selected from
the Organize menu).

Continent A Continent Asia
Country Tl Country “istnam

Continent Europs
Country France
Before After

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

In the Help index,* see:
» records, sorting

To Do this Example

Deselect records 8-click the record.

in a selection, [
or select non- Country
contiguous Continent  Asia

records Country Yigtnam

Continent

Country

Continent Morth Ametica
Country Canada

Show all records Clic on the Default Continent  Agia

button bar (or choosghow Country Japan

AllRecordsfrom the Organize  continent  asia

menu). Country Yietham
Continent Europe
Country France

Continent Motth America
Country Canada

You can sort records alphabetically or numerically based on the fields you
specify. You can also save a set of sort criteria (calteh@zed sortjor
reuse. You can sort records in Browse mode and List mode.

Tip To sort records quickly by field, select the field and then, on the Default
button bar, click®] to sort in ascending order or cfitk  to sortin
descending order.

Hidden records are not sorted.

To save a set of sort criteria, chodise Sort from the Sor{li] pop-up menu.
To sort records without saving the criteria, cho@siRecords from the
Organize menu.

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



Select fields to sort by;

field names move to

the Sort Order list

M[A]

h Mew Sort..
Edit Sorts...

Postal

Selecting a
named sort

Click to move fields

Database

between the Field Listand ~ Click to clear the Sort Order of fields
the Sort Order list ~ Order list from first to last

=———————— %ort Records %l

Field List: Sort Order:

Customer [ [ clear al State | [+

Street al Customer

City Move

State

Postal

Muonthly Sales

2 2
_ Sort Name: al @ Ascending order
|State+l:ustomer1 | h. (i) Descending order
T for the sort Select sort order for
Yype aname for the so selected fields

Cooks and Books
45 First 5t
Belmant CA 54002
Adverture Books — Records are sorted by State,
100 Aspen then by Customer
Durango Co 99332
Treetop Books
23 Faorest
Boulder co 80302
To From the Sort [Iii] pop-up menu, choose

8-23

Use a named sort

The named sort

Change the sort order

EditSort. Select a named sort from the list and chitokify.
Select a field, choosscending or Descending, and then

click OK.

Rename a named sort

Edit Sort. Select a named sort from the list, and then click
Modify. Type a new name, and then cli@k

Delete a named sort

EditSort. Select a named sort from the list, clbelete, and
then clickOK.

Note AppleWorks sorts name fields (fields whose type is Name) by the last,
first, or other word in the field, depending on how you type the name. For
more information, see “Entering data in fields” on page 8-13.



\ 8-24  AppleWorks 5 User's Manual

Finding information

There may be times when you want to view, update, or print a specific group
of records. To find information in a database, you can search for particular
text, create a find request to search for records that meet your criteria, or
write a formula to select records that match the formula’s result.

Finding text
: " To find text within a field, choosénd/Change from the Edit menu. For more
'”_the_ Help index,”™ see: information about finding and changing text, see “Finding and changing
> finding text text” on page 4-29.

» find requests
Finding records with a find request
Create dind requesto find and display only the records that satisfy the

search criteria that you set. After the search, AppleWorks displays the results
in Browse mode.

To create a find request, choé®e from the Layout menu, type or select the
search criteria in the find request, and then dliak

Restaurant
T French
C;:e | e | Type or select the
i Ava. Pri Fovameq | Value youwant to find
g Frice (5] Reviswe: in one or more fields
Requests:
1
The status panel changes — |rind from
in Find mode 3 Wisible -
@ AN Searchvisible records
] ot or all records
" (including hidden
records)
[N
MmE
Click to create or choose Click to start the Click to show records
anamed search search that do not meet your

search criteria

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



Database 8-25 \

To narrow your search, you can use relational operators (such as < and >),
enter values in multiple fields, or require that a record eid&trone set of
search criteri@r another. There are many ways to combine different search
methods. The following table provides some common examples.

For example, In Find mode, do this in the
. * to find find request Example
In the Help index,™ see:
» New Request command ?onr:i/ariﬁcgrsdpsetcri]ﬁé Type or select the value. Restauant [
» operators value LT::: tatian ]
Avy. Price [l Reviewed

Finds the Italian restaurants

Only records that Type or select the set of Restawrant [ ]

contain a set of values. Type [italian ™ |
specific values City
Avy. Price [ Reviewed

Finds the Italian restaurants that
have been reviewed

All records that contain Type or select the first value Restaurant

one or the other set of or set of values and then Type [ltalian ¥ |
values chooseNew Request from the City
Edit menu. Enter another value avg. price [l reviewed
or set of values in the new find
request. Restaurant
city
Avyg_ Price [IReviewed

Finds the Italian restaurants and any
restaurant in Calistoga

All records that do not Type <> or# (Option-= Restaurant
contain a specific valuebefore the value to find records -
not including empty fields. Or, TC::"
=Mapa ]

type or select the value, and vy, Price ETE—"
then click the Omit box to find

all records (including ones  Finds all restaurants not in Napa
with empty fields).

Records with a value Type< before the value. Restaurant
less than a specific Type
number City

Avy. Price El Reviewed

Finds restaurants with average meal
prices less than $10

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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As you work with find requests, keep the following tips in mind:

= You can save and reuse a find request by creating a named search. For
more information, see “Saving a find request (named search),” next.

= Pop-up menus, radio buttons, or checkbox fields are initially excluded
from a find request. If you select a value for a find request and then change
your mind, you can still exclude the value.

To exclude a Do this in the find request

Pop-up menu Choodmnt Care.

Radio button Click the radio button again.

Checkbox field Click the checkbox until you see a hyphen.

= When you sort, search for, or hide records, AppleWorks renumbers the set
of displayed records, beginning with 1 for the first record in the current
set. To display all records in the database, {Ek on the Default button
bar, or choos8how All Records from the Organize menu.

Saving a find request (named search)

You can save a find request by creatingpened searchOnce you create a
named search, you can use it whenever you want to find records. You can
also rename, modify, or delete named searches.

In the Help index,* see:
» named searches

[EIEN e Search.. To From the Search pop-up menu, choose
M

Create a named search New Search. Type a name for the search criteria, and then click
OK. Type the search criteria in the find request, and then click
Store (on the status panel).

wWestern Region
California
Selecting a
named search Use a named search The named search

Modify a named search Edit Searches. Modify the search criteria, and then clikre.

Rename a named search  Edit Searches. Select a named search from the list and click
Modify. Type a new name, clig®, and then cliclstore.

Delete a named search Edit Searches. Select a named search from the list, clielkte,
click OK, and then cliclStore.

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

In the Help index,* see:
» matching records

For complex searches, use the Match Records feature in Browse mode or
List mode. When you match records, you enter a formula in a field to use for
the search. AppleWorks selects records that match the result of the formula.

When youind records, AppleWorks shows the records it finds and hides the
rest. When yomatchrecords, AppleWorks selects the matching records and
leaves all other records in the document open on the screen. To work only
with the matching records, hide the others by chodditedynselected from

the Organize menu.

Tip To match records quickly in Browse or List mode, click in a field and
then click one of the operator buttons on the Default button bar. For example,
to find all records that contain Colorado in the State field, click in a State
field that contains Colorado and then cl(=]

In Browse or List mode, click in a
field and on the Default button bar,
To find records that click

Match the value in the selected field E

Do not match the value in the selected field EI

Contain a value less than the value in the selec{<]]
field

Contain a value greater than the value in the
selected field

To match records, in Browse or List mode, chddateh Records from the
Organize menu.

Important To search for specific text values, surround the values with double
guotation marks.

In Browse or List mode,
To matchrecords choose Match Records from
that contain the Organize menu, and then Example formula

A specific value Click the field name, click the
operator, and then type the valug
in double quotation marks

'City'="Petaluma"

Selects restaurants in Petaluma

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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In Browse or List mode,
choose Match Records from
the Organize menu, and then Example formula

To match records
that contain

A specific value in Click the NUMTOTEXT(number)

a pop-up menu or function and replaceumber by

radio button field selecting it and clicking the field )
name. Click the= operator, and Selects the Italian restaurants
then type the value in double
guotation marks.

WUMTOTERT( Type') =" 1talian"

Click the field name and click
the= operator. Then typigue
to find selected fields, or
false  to find deselected
fields.

A value that's Click the AND (logicall, logical2,...)
more than one function, and then replace
value and less tharlogicall, logical2,... with the values  Fings the restaurants with meal prices more
another value you want, separating each with &han $5 but less than $15

comma.

A selected or
deselected
checkbox field

‘Reviewed'=true

Selects the reviewed restaurants

AND('Avg. Price>5,'Avg. Price'<15)

A date that is later Click the field name, click the

than the specified operator, and then use the

date TEXTTODATE function to specify
the date.

‘Date visited > TEXTTODATE["12/21/36")

Finds the restaurants visited in 1997

Working with layouts

When you work with a database in Browse mode, you see the fields arranged
in alayout an arrangement of fields, field labels, and other objects that
determine the way data looks when it's displayed and printed.

AppleWorks automatically creates the standard layout you see in Browse
mode when you create a database. You can change the layout and create
additional layouts for the same data, each one for a different purpose.

Understanding layouts

In the Help index,* see:
» Layout mode

You create and work with layouts in Layout mode. You can use all the
drawing tools and commands available in AppleWorks to design your
layouts. You don’t enter or edit data in Layout mode, so creating or changing
a layout has no effect on the data in the database.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To edit the current database layout, chdag®it from the Layout menu.

Add graphics and text

3

30 I R,
= Weekly Sales

SIE| %/ by Category

e ¥ .

e | g | g |

g | Category Tile - ~Axthor - - - - - - - - - Quy Solk - Price +  Total <+ - -

|Categ0ry | :|Title -fAuﬂlor | : |Qty Eold ”Pl‘i.CB | |T013.1 |

i T : . ; ; :

[ . . . . . . ;

E W ...... S R S S G ml total .

Field labels and fields become
objects in a layout

You can create five types of layouts in the New Layout dialog box.

Layout type Description Example
Standard Contains all the fields create Name [Mame
for the database, stacked =~ Address 1 [Adcress |
vertically, in the order you ~ Address2  [Address 2
created them City, STZIP |Clt}’, STZIP
Field names to the left of each field
Duplicate Creates a copy of the layout
you're currently using. In List
mode, duplicates the first
layout in the database.
Blank Contains no fields. You add

the fields you want using the
Insert Field andinsert Part

commands in the Layout

menu.

Eod:

Insert the fields and arrange them manually
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Layout type Description Example
Columnar Shows and prints fields Name . Address 1
report in columns. Ea [Meme [Address 1

(You can also use List mode to

see data in columns, by Fields are arranged horizontally
choosingList from the Layout

menu. See “Working with

rows and columns in List

mode” on page 8-18.)

Labels Shows and prints field MNarme

- Address 1
contents arranged for use withz ez =

mailing or other labels City, ST2IP
Avery 5160/5260/5660 mailing label format

In all layouts, you can:

add objects and other enhancements

add, rearrange, or delete fields

change the appearance of text

change the format of numbers, dates, and times

change the appearance of pictures and movies in fields

change the appearance of pop-up menus, radio buttons, and checkboxes

add layout parts to organize and summarize data (see “Presenting and
summarizing data with parts” on page 8-36)

Creating a layout

To create a layout, chooNew Layout from the Layout menu or from the
Layout[E| pop-up menu.

In the Help index,* see:
» New Layout command

New Layout

Name: | Weekly repord] } Type a name for the layout
Type
@ Standard ) Columnar report
(> Duplicate () Labels — Select the layout type
O Blank
2 [ Cancel } [[ 0K ]]

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

the list and click Go To Topic.
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New layout names are added to the bottom of the Layout menu and the
bottom of the Layout pop-up menu. You can quickly change the layout of
your data in Browse mode by selecting a different layout name from either
menu.

Mew Layout...
Edit Layouts...

W Data Entry
For Printing
Avery 5160

Selecting a layout
Columnar layouts
To create a columnar layout, cli€klumnar reportin the New Layout dialog
box, and then clickK. Move the field names to the Field Order list, in the
order you want them to appear, and then @itk

File  Customer Lty State File Customer Ciry State
|T=ile |:|Cust0mer - ||City: ||State | 107 Advwenture.Books Durango Co
Ed . : : '
106 Boaok-Cellar Partland OR
103 Cooks.and.Books  Belmont CA
Columnar layout in Layout mode Columnar layout in Browse mode
Label layouts
: " To create a layout for labels, clickbelsin the New Layout dialog box,
In the Help index,™ see: choose a label from the pop-up menu, and then @KckAvery 5160/5260/
> layouts, mailing labels 5660 are the most common label sizes used for shipping and postal service

mailers.) In the Set Field Order dialog box, move the field names to the Field
Order list, in the order you want them to appear on the label, and then

click OK.

Marms Adventure Books

Address 1 100 Aspen Lane

Address 2 Euilding 2, suite 300

Cihy, ST ZIP Durangs, CO 99332
Avery 5160/5260/5660 label Avery 5160/5260/5660 label layout
layout in Layout mode in Browse mode

If you choose&ustom in the New Layout dialog box, AppleWorks asks you to
specify the size and number of the labels on the page.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Tip To create labels quickly, create your database and then use the
Create Labels Assistant. ChodggleWorks Assistants from the(2) or Help

menu, chooseEreate Labels, and then clicloK. For more information about
Assistants, see “Using an Assistant” on page 2-4.

Editing a layout

In the Help index,* see:
» fields, arranging
» layouts, editing

To change the arrangement and appearance of data, you must be in Layout
mode. You can use the tool panel to make changes.

Tip When you work in Layout mode, it's often convenient to use two views
of the document—one in Layout mode and the other in Browse mode—to
see your changes immediately as you make them. ChNewgiew from the
Window menu, and then cli88 on the Default button bar (or chlese
Windows from the Window menu). (For more information about arranging
windows, see “Arranging windows” on page 3-3.)

In Layout mode, fields and field labels appear as objects. You can add,
modify, resize, or move a field or field label in the layout without changing
the data in the database. You change only the field’s appearance, and not its
data. (To change field data, see “Adding, changing, and deleting fields” on
page 8-12. To change the way data appears, see “Changing the appearance
of data” on page 8-34.)

You control the appearance of data in Layout mode.

To Do this

Insert a field in the ChooseénsertField from the Layout menu, select a field and cliék
layout

Move a field or Select the field or field name and drag it to the new location.
field name

Resize a field or field Select the field or field name and drag a handle.

name
Align fields or field Hold down Shift, select the fields and field names to align, and
names then choosalign Objects from the Arrange menu, or click one of the

alignment buttons on the Default button bar.

Add text to the layout  Select the text t{A] , click in the document, and then type the
text. Text added to the Header part appears only at the top of each
page; text added to the Body part is repeated with each record.

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

Add a picture Use one of the following methods:

= Choosd.ibrary from the File menu, choo$gen, and then choose
a category. In the library palette, select an item, and then click
Use. For more information, see “Using libraries” on page 3-18.

= Copy and paste a picture from a different document.

u CIick on the Default button bar, or chodrsert from the File
menu, and then select the picture file using the Insert dialog
box.

= Use the drawing tools to draw directly in the layout.

= Create a paint frame.

= Use drag and drop to drag the picture from a different document
into the AppleWorks layout.

Deleting, duplicating, and renaming a layout

Duplicating, renaming, or deleting a layout has no effect on the data in your
records.

To From the Layout menu or the Layout pop-up menu, choose

Delete a layout Edit Layouts. Select a layout from the Current Layouts list, cDekte,

B * .
In the Help index,™ see: and then confirm the deletion.

» duplicating
» layouts, editing Duplicate a layout New Layout. Type a new name, seldplicate, and then clicloK.
» layouts, deleting

Rename a layout  EditLayouts. Select a layout from the Current Layouts list, and then click
Modify. Type a new name, and then cligk

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

While you work in Layout mode, you can change the way text, numbers,
dates, times, and multimedia values appear in Browse mode and List mode
and when you print. You can work with layouts as they are or change them
to suit specific purposes.

Start by choosingayout from the Layout menu.

In the Help index,* see: To Do this
» editing, text
» fields, formatting

Change the appearance of text irDouble-click the field to modify, select options, and
text, pop-up menu, radio button, othen clickOK.
checkbox fields

Show or hide field labels, or set Double-click the field, select options, and then chgk
other options for pop-up menu,
radio button, or checkbox fields

Change the appearance of text irBelect the field and choose from foet, Style, Size, and
a non-text field (for example, to TextColor commands in the Format menu, or use the pop-
display a date in italic) up menus on the button bar.

Change the format of numbers, Double-click the number, date, or time field, select
dates, and times formats, and then clicgK.

Change the appearance of a pictub®uble-click the field, select options, and then cl&k
or QuickTime movie in a
multimedia field

oy | [ Change text appearance or formaghift-click the fields to change, and then double-click a
for several fields of a similar typeselected field (or choose from thaat, Style, Size, Text
&[] E=] Color, Alignment, andSpacing commands in the Format

Fill palettes Pen palettes menu).

Add a color, pattern, gradient, Select the field(s) and choose a fill color, pattern,

texture, or border to any type of gradient, or texture from the fill palettes, and a line

field color, width, or pattern from the pen palettes on the tool
panel.

You can't change the border width for a pop-up menu.

Add styles to text in Browse mode Select the text and choose a style from the stylesheet
palette.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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change
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Note To change a field’s format in one step, you can cragtes

(combinations of formatting information). For example, create a style called
Highlight, and then apply it to selected fields (objects) when you're working
in Layout mode. When you change a style, all the fields with the same style

also change. To create styles, c[igk  on the Default button bar, or choose

Show Stylesheet from the Window menu. For more information, see “Using

styles” on page 9-5.

File Edit

Properties

Then click to — e m < Basic Styl... o
Price [Price | apply a style Body 1 Default 53 Base Style: Mone i
- you created Eullet 1 + Highlight Cell # Format: Currency
Total _’Eﬂ- CheskTist 1 < Paragraph... el Decimal Places: 2
3 : Default 1 Body Cell Cormmas : OFf
Before Footer 1 BuTlet Cell Negatives in (1: OFF
Header 1 Checklist Obj. Pen Size: Mone
Hurnber 1[5 Default Obj. Fill Color: [__]
17
Price : [ Mew ] [ Edit ]IE [ Mew ] [ Done ] &
Total TR} — Highlighted field in To see a style’s properties, click Properties of the style
Layout mode the Edit button and select the Highlight
style
Price  $10.95
Price  $12.95

Total $23.80 — Highlighted field in
Browse mode
After



\ 8-36 AppleWorks 5 User's Manual

Presenting and summarizing data with parts

In the Help index,* see:

» layouts, parts for
» summaries, database

Parts in Layout mode

You use databagmrtsto present and summarize data on the screen and
when printed. A standard layout has one part—a body—which contains the
data from all current records. Other parts you can add are a header,
sub-summaries, grand summaries (leading and trailing), and a footer.

To insert a layout part, choolgyout from the Layout menu, choobeert Part
from the Layout menu, and then select the part to add.

| Quarterly contributions I

Name Month Contribution
[Mame | [Fonth | [Confribution]
Bod
Contributor total  |[Conribubor tokal ) ] )
(Subsurnmary by Fame | — Summary fields are defined with
Total contributions  [Tokal conrbubions the formula =SUM(‘Contribution’)
Quarterly contributions Q11 1995 page 1
Footer |
Parts in Browse mode
(Page View on) Quarterly contributions | Aheader part repeats
Name ot Contibtion information above the data on
CrvisVanCough  January 2035 every page of a layout in a
database document. You can
Chris Yan Gough February 4.56 place text OI’ pICtUI’eS here
Chris Yan Gough March 34.21
Contributor total ~ 9.12
Elena Galdez January 201
The bOdy pan contains — Elena Gaklez February 1065
the data from

individual records

A grand summary contains one or

Elena Gaklez March 0.2z

A sub-summary part contains one or more
summary fields that summarize data in a
group of sorted records. It appears only
when records are sorted by the field it
summarizes (in this example, records are
sorted by the Name field). You can place a
sub-summary part above or below the data it
summarizes.

Contributor total 5098

Pat Wong danuary 10

PatWong February 4591

Pat Wong March 20.34

Conlributor total 76,

nore summary fields that summarize
data in all records in a document. A
leading grand summary goes above
the information, and a trailing grand
summary goes below.

Total 196.35

A footer part repeats information below the
me——1 data on every page of a layout in a database
document. You can place text or pictures in
a footer part.

Quarterly contributions Q11 1995

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Keep the following points in mind:

= A header or footepart differs from apageheader or footer. A page

header or footer is text or pictures that appears at the top or bottom of a
page in any AppleWorks document (except communications). It appears
on every page of a document, (unless you create a title page in a word
processing document using eetion command). A header or footer part
appears on every page of a database document.

To add a page header or footer to a database document, in Browse or List
mode, choosksert Header or Insert Footer from the Format menu. (These
commands aren’t available in Layout mode.)

To display or print summary data on separate pages, add a page break
before or after a sub-summary part. In Layout mode, chisesBart from

the Layout menu. In the Insert Part dialog box, select a summary part, and
then choose an option for a page break.

Copying summary data

In the Help index,* see:
» summaries, database

You can copy data in summary fields when you're in page view and when a
sub-summary, leading grand summary, or trailing grand summary exists. For
example, copy values from summary fields into a spreadsheet, and then
display a bar chart using those values.

To copy summary data, choddewse from the Layout menu, then choose

Page View from the Window menu. Choo8epy Summaries from the Edit menu.

Open the application or document to hold the copied data, and then paste the
data (for example, select an area in the document and dbesieseom the

Edit menu).

Resizing and deleting parts
Start by choosing Layout from the Layout menu.

In the Help index,* see:
» resizing, layout parts

To

In Layout mode, do this

Resize a part Move the pointer over the line dividing the parts until it looks like this

+, and then drag the line to resize the part area.

Delete a part Delete all fields, text, and graphics in the part. Move the pointer over the

bottom edge of the part until the pointer looks like +is . Hold down the
mouse button and drag the line up until the part disappears under the part
above it or disappears at the top of the page. Then release the mouse
button.

*

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

In the Help index,*

» reports

EH{EN

see:

Using named searches, named sorts, and layouts you have already created,
you can make reports that find and reorder records and print the result. For
example, you might want to set up a report to print the California addresses
from your database on Avery 5164 mailing labels.

To create a report, choosev Report from the Repor@ pop-up menu.

New Report ="——

Report Name: — Type a name for the report

Layout: |Avery 5160 v |
Search: |California v| Choose report options

[ Print the Report

Z (Ceameer) (o)

MNew Report...
Edit Reports...

Monthly Report
‘weekly Report

Selecting a report

Once you create a report, you can reuse or change it.

To From the Report pop-up menu, choose

Reuse a named report The report name

Change a report Edit Report. Select a report from the list and cliidkdify.
Make your changes, and then clizk

Rename a report Edit Report. Select a report from the list and cliidkdify.
Type a new name, and then cligk

Delete a report Edit Report. Select a report from the list, cli€klete, and
then clickOK.

Importing data from other documents

In the Help index,*

» importing
» Insert command

see:

When you want to work with information from another database, you can:

= import a database created in a different application (if AppleWorks
supports the format). You open the entire database as an AppleWorks
document.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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= insert information from another AppleWorks database. AppleWorks
pastes the whole database into the current database.

= insert information from saved ASCII, DBF, DIF, or SYLK formats. You
select the fields to insert from the other database.

Any changes you make in AppleWorks affect only the AppleWorks
document into which you import or insert the data. The document that the
data comes from remains unchanged.

Important Make a backup copy of your AppleWorks database before you
insert from another document.

To Do this

Import a database Choo8gen from the File menu, and then choose
Database from the Document Type pop-up menu. Choose
a file format from the File Type pop-up menu, and then
click Open.

Insert a database Create a database, or open a database to insert into.
Click 28] on the Default button bar, or chodsert from
the File menu, and then select the file to insert.

If you selected an AppleWorks database, AppleWorks
inserts it. If you selected an ASCII, DBF, DIF, or SYLK
database, choose the fields to insert in the Import Field
Order dialog box, and then cli€k.

AppleWorks supports these formats:

Supported format Used by

AppleWorks DB AppleWorks

ASCII text Most applications

DBF dBASE files

DIF Some spreadsheet applications, database applications,
and AppleWorks

MS Works 2.0 DE Microsoft Works 2.0

SYLK Spreadsheet applications such as Apple Resolve, Wingz,

and Microsoft Excel
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Note You can import a FileMaker Pro database document into AppleWorks.
To do so, export (save) the FileMaker Pro document as a DIF document.
Then, import (open) the DIF document with AppleWorks. You can also or
import an AppleWorks document with FileMaker Pro. To do so, export
(save) the AppleWorks document as a DIF document, and then import
(open) the DIF document with FileMaker Pro. When you import a FileMaker
Pro or AppleWorks database document from the DIF format, the field names
are preserved.

Printing a database document

You print a database document in Browse, List, or Layout mode. In Browse
or List mode, the Print dialog box gives you the option of printing the current
record or all visible records.

Printing labels

In the Help index,* see:
» mailing labels

You can print labels on continuous sheets or on individual sheets of label
stock. Before printing labels on label stock, make one or more trial printouts
on plain paper to make sure that the spacing is correct and all the text prints
within the label boundaries. You may have to make the fields in the layout
slightly smaller to fit within the label.

AppleWorks sets the layout margins automatically when you use a preset

Avery label layout. If you print custom labels on a laser printer, you must set
the layout margins yourself. For more information, see “Setting margins” on
page 3-17.

Closing up space when you print

In the Help index,* see:
» printing, labels

When you print labels, unused spaces created by blank fields are closed up
and don’t print. When you print from any other layout, field data is preset to
print as it appears on the screen.

To change the layout of the data when it prints, chBdideyouts from the

Layout menu. Select a layout from the Current Layouts list, and then click
Modify. In the Layout Info dialog box, select the settings you want, and then
click OK. You can control the number of columns and close up unused spaces
to the left of or above fields. Your settings apply to the entire layout, and not
to just the selected fields.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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So that space closes as you intended, make sure that:
= fields don’t touch each other

= you align fields first (select the objects to align and chaébge0bjects
from the Arrange menu)

= fields to close up are the exact same size






Chapter 9: Beyond the basics

Creating links

In the Help index,* see:
> links

Use the features covered in this chapter to help you make the most of
AppleWorks. With these features, you can combine different document
types, make presentations, automate the way you work, create book marks in
areas of a document you want to return to, create links to a different
document, include other applications in your documents, and easily share
data with other documents and applications.

This chapter gives instructions for using links, styles, frames, master pages,
the slide show, QuickTime movies, mail merge, and macros. All features,
including procedures, buttons, and troubleshooting, are described
completely in onscreen Help.

AppleWorks documents (except database and communications documents)
can be linked. When you plan to use an AppleWorks document onscreen or
on the Internet or World Wide Web, you can select an area of the document
and create bBnk. In AppleWorks, there are three types of links: book marks,
document links, and Uniform Resource Locator (URL) links.

Use To

Book marks Jump to a different area of the same document

Document links Jump to a link within the same document or to a different
document

URL links Link to other information on the Internet or World Wide Web

To create a link, you select text, a spreadsheet cell, paint image, frame, or
object (such as a graphic object in a drawing), and then create the link. If a
selection has more than one link assigned to it, the last link assigned will be
the active link.

For more information about links, see the following sections or onscreen
Help.

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



9-2  AppleWorks 5 User's Manual

Creating book marks

Tip To create a book mark quickly, select the text, object, cell, frame, or
paint image. Then clic€] on the Default button bar. Type a name for the
book mark and clickk.

To create a book mark:

1. Select the text, object, cell, frame, or paint image in which to place the

In the Help index,* see: book mark.

» book mark i i
ok Marks 2. Chooseshow Links Palette from the Window menu.

3. ChooseBook Marks from the pop-up menu on the links palette.

Choose from the links

Choose the type of palette menus
link to create - _ _
Intreduction List of links for the current
Chapter 4 sunopsis document

4. If you want to create a folder for book marks, chdesé&older from the Special
menu on the links palette, type a name for the folder, and thefitlick

5. ChooseNew Book Mark from the Links menu on the links palette.

6. In the New Book Mark dialog box, type a hame for the book mark (select a
folder from the pop-up menu, if you want), and then €ick

To go to a book mark you created, see “Going to a specific link” on page 9-5.

Creating document links

You can create document linkrom text, a spreadsheet cell, paint image,
frame, or object (such as a graphic object in a drawing) to a different
document.

In the Help index,* see:

> links

> URL links . o . - .
For example, create a link from statistics in a financial report to the original data in

a spreadsheet. When other people view your report onscreen, they can also see
how you obtained your results by clicking the link to open the spreadsheet.

Note The following steps describe how to create a link from one document
to another or to another area in the same document. To create a link to a
URL, see “Linking Web pages” on page 11-6.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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The pointer changes™ when you move it over a link. If the link is text, the
text appears underlined.

Tip To create a document link quickly, select the text, a spreadsheet cell,
paint image, frame, or object. Then cl8  on the Default button bar. Type
a name for the document link, select a document, and@Hick

To create a document link:

1.

(2B~ OC BN N

7.

Select theext, a spreadsheet cell, paintimage, frame, or objedte the
link from.

. ChooseShow Links Palette from the Window menu.

. Choosebocument Links from the pop-up menu on the links palette.

. ChooseNew Document Link from the Links menu.

. In the New Document Link dialog box, type a name for the link, and then

choose the destination.

. To link to an area in a different document, clibkose Document, select the

document, and then cli€lpen. From the Book Mark pop-up menu, choose the
name of a book mark in the selected document.

In the New Document Link dialog box, cliék.

To open a linked document (or go to a linked area in the same document),
make sureive Links is selected in the links palette and click the area indicated
by theds pointer.

Keep the following points in mind:

Creating links to other areas of the same document is especially useful in
the design of a Web page. For more information, see “Linking Web
pages” on page 11-6.

When you print a document that contains links to other documents, the
other documents are not printed.
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Editing links

In the Help index,* see:
» links

When you edit a book mark or document link using the Links menu in the
links palette, the contents of the document containing the book mark or link
remain unchanged.

To edit a link:

1. Open the document containing the book mark or link to edit.

2. Chooseshow Links Palette from the Window menu.

3. From the pop-up menu on the links palette, choose the type of link to edit.

4. Click the name of the book mark or link to edit.

If a link you want is in a folder, open the folder (by clicking the triangle
next to the folder name), and then click the link name.

5. Choosetdit Link (for the selected link typdfjom the Links menu.
6. In the Edit Link dialog box, make your changes, and then@fick

Deleting links

In the Help index,* see:
> links

When you delete a book mark or document link using the Links menu in the
links palette, the part of the document containing the book mark or link is not
deleted.

To delete a book mark or link:

1. Open the document containing the book mark or link to delete.

2. ChooseShow Links Palette from the Window menu.

3. From the pop-up menu on the links palette, choose the type of link to delete.
4. Click the name of the book mark or link to delete.

If a link you want to delete is in a folder, click the triangle to open the
folder, and then click the link name.

5. Choosebelete Link (for the selected link typdfom the Links menu.

If you select part of a document that contains a link and then delete the
selection, the links are also deleted.

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

In the Help index,* see:
» links

Sorting links

In the Help index,* see:
» links

Using styles

In the Help index,* see:
> styles

To go to the location of a specific book mark or link within a document:
1. Open the document containing the book mark or link to go to.

2. ChoosesShow Links Palette from the Window menu.

3. From the pop-up menu on the links palette, choose the type of link to go to.

4. Click the name in the list, and then chos® Link (for the selected link type)
from the Links menu.

If a link you want is in a folder, open the folder (by clicking the triangle
next to the folder name) and then click the link name.

To display book marks or links in the links palette by name (alphabetically)
or by position (from first to last as they appear in the document):

1. Open the document containing the book marks and links to sort.
2. Chooseshow Links Palette from the Window menu.

3. ChooseSort By Name or Sort By Position from the Special menu on the links
palette.

Your selection applies to links of all types in the current document.
Folders always appear at the end of list of links, sorted alphabetically.

Styles are collections of formatting information you can apply to text,

objects, spreadsheet cells, or database fields. Documents often use different
elements with consistent formats, such as chapter headings and subheadings,
tables, and draw objects. To ensure uniformity and to save time in formatting
these elements, you can creaiistomstyles that store your formatting

settings. Or, apply the preset styles that come with the AppleWorks
stylesheet palette. If you change your mind about the formatting in your
document, you can edit styles once and have the formatting change
throughout the document. You can also transfer custom styles between
documents.

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

You use the stylesheet palette to create, edit, and apply styles. Some style
types are more complex than others. For example, outline and table styles
contain a series @ubstylesvith their own set oproperties(formatting
options).

To show the stylesheet palette, c[i8k  on the Default button bar (or choose
Show Stylesheet from the Window menu).

To view the properties of a style, cliédit on the stylesheet palette and select
the style you want to view. Clidbone when you're finished.

“File Edit
= Basic Styles FProperties
Default 55 Base Style: Mone ||
Footnote Indes: Fara. 1st Line Indent : O i
== Paragraph ... 1 Para. Left Indent: 0.5 in FOrmaﬁing
Footnote Indes = Eiody 1 Fara. Topic Label: Bullat OptiOHS for the
v Body = You see a BuTlet q selected style
Bullet 1 checkmark Checklist 1 Bullet (you can
Checklist 1 next to the Defaut q edit these
Default 1 currently used Footer q options)
Footer 1 Style Footnote 1 17|
Footnote 1 Header Ll
Header 1 Nurnber Ll The quick brovwn fox
Murnber T = e 6 = {jumped overthe lazy
. — = o

[riarnond = [+ Diamond g

Harvard

e ) (oo o —
1
o -
Stylesheet ready for use Stylesheet being edited To show or hide a sample of the selected

style, choose Show Sample or Hide Sample
from the stylesheet palette’s Edit menu
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The four style types are represented by symbols on the stylesheet palette.

Style type and

symbol Description Example(s)

Basic (No Formats text, numbers,

symbol) objects, and spreadsheet ceIIsL orem
Sets paint fill and pen Lorem .
attributes.
Basic styles contain all style . -
information except paragraph Basic text styles Basic object styles
formatting information.

Paragrapl] Formats entire paragraphs Lorem ipsum

(line spacing, alignment,
indents, tabs, and labels). e Dolor sit amet,

. . consectetuer adipiscin
Paragraph styles contain basic pieciig

style information as well as o Hibh euismod tincidunt ut
paragraph formatting laoreet dolore magna.
information. Except for the

Default paragraph style,

paragraph styles show only in

text documents and frames.

Outline =

Formats paragraphs as .
paragrap Lorem ipsum

outlines.

Outline styles contain 1. Dolor sit amet
paragraph substyles for the A. Consectetuer
levels of an outline. Outline B. Adipiscing elit sed

styles show only in text 1L Hibh euismod

documents and text frames.

Table
(spreadshee FH

Formats the text and cells in a A T B |
range of spreadsheet cells. 1 [Lorem Ipsum |
. |2 | $97.20 $22.90

Table styles contain the table [ 3| $33.00 $100.00
substyles for different parts of = Sl e
|5 | $22.00 $57.00

a spreadsheet. Table styles [&] $285 52 $319.50

show only in spreadsheet
documents and frames.
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Styles in documents and frames

You can use styles in frames and in every document type except
communications.

For

This style
type

Does this

In the Help index,* see: Text

> styles

Basic

Formats text with combinations of font, size, and other
attributes and enhancements, but not paragraph
formatting information

Paragraph

Formats entire paragraphs with any attributes available
to you (for example, indents, paragraph labels, and basic
style attributes)

Outline

Formats paragraphs as topics in an outline. You can
modify the preset outline styles or create your own.

Objects

Basic

Saves combinations of colors, patterns, textures,
gradients, pen widths, and text wrap attributes

Paint documents
and frames

Basic

Resets the fill and pen palettes for the next image you
paint, or resets text attributes for the next text you type.
(You can't select part of a painting and apply a style.
Instead, use styles to set the pen and fill palettes before
you begin.)

Spreadsheet
documents and
frames

Basic

Formats individual cells with any format available to
you in a spreadsheet

Paragraph

Formats entire paragraphs in individual cells with any
attributes available to you (for example, indents,
paragraph labels, and basic style attributes)

Table (SS)

Formats a selected table or range of cells with varying
fonts, font sizes, styles, alignment options, background
colors, borders, and date, time, and number formats

Database

Basic

Formats text and objects in Layout mode, rows and
columns in List mode, and text in text fields in Browse
mode

Paragraph

Formats fields in Layout mode

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Applying a style
To apply astyle using tfe=s___~]  pop-up menu, place the insertion point
In the Help index,”* see: in a paragraph (or select several paragraphs) and choose a style. (If you don’t
> styles, using see the pop-up menu, cho&sew Button Bar from the Window menu.) If you

select a style before typing, the next text you type uses the selected style.

Footnote Indes

Checklist

Default

Footer Styles on the stylesheet
Footnote pop-up menu

Header

Nurnber

Diamond

Harvard

Legal

To apply a style using the stylesheet palette, (fglk  on the Default button
bar (or choos&how Stylesheet from the Window menu). Click in a

paragraph or select the item that you want to apply the style to, and then
select a style. If nothing is selected when you click a style name, the style
you select is used for the next text you type, object you draw, or
spreadsheet element you modify.

File Edit

Footnote Index

. Lorem ipsum dolor sitamet, consectetuer | Hot Text
enizmod tincidunt ut laoreet dolore magna Eidy

. Ut wisienim ad minim seniam, guis nostn)

nis] ut aliguip ex ea commodo consequat.

Duis etz vel ewm irure dolor in hendrer) | Checklist

vel illum dolore en fevgiat nulla facilisiz af | pefault

qui hlandit praesent luptatum 2zl dele nit

]

Eullet

w

Footer

Footnote

Header
" Murnber+

Click to apply
the Number

style

Diamond

) (o)l

Selected paragraphs

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To restore a selection to its default state, chOefsdt on thele=s  ~]
pop-up menu. (For spreadsheets ch@sfelt SS.) To restore an item to its
original state, choodénapply Style from the Edit menu on the stylesheet
palette. (The name of the command varies depending on the style you
applied.)

Note You can set up AppleWorks to apply several styles at once. For
example, applying a Bold, Italic style to text already formatted with the
Number style gives you bold, italic, numbered text. To set this option up,
chooseCompound Styles from the stylesheet palette Edit menu.

Creating a style

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

You can create your own custom styles in any AppleWorks document.

Note Although you can create a style at any time, you can’t apply the style
until it's appropriate to do so. For example, if you create a paragraph style
while you’re in a blank draw document, you don’t see the paragraph style in
the stylesheet palette until you create a text frame.

You create a custom style by collecting formatting information from any of
the following:

= an element in a text, draw, or spreadsheet document (such as text or
objects)
= a style that's already on the stylesheet palette

= the document controls you’d normally use to format text and objects (such
as the tools, palettes, ruler, paragraph controls, and menu commands)

To add a custom style to the stylesheet palette,[iSjck  on the Default button
bar (or choos8how Stylesheet from the Window menu) to show the stylesheet
palette. Then click thigew button on the stylesheet palette. In the New Style
dialog box, set the options you want, and then €ick

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Type a name for your style
New Style
r Style Type Style Name:
Select the ® Basic e
type of style ) Paragraph
you want to ) Dutline Based on:
create ) Table None ¥ 'l'

Click t@ use the Inherit document selection format
properties of the
item selected in 7] Cancel 0K
your document = [ ) J

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

Choose None if you don’t want the new style to
assume any preset formatting options, or choose a
style to acquire that style’s properties

You see the pointer for editing sty® s  when you exit the New Style dialog
box (unless you selectétierit document selection format). If you want to edit the
style now, see “Editing styles” on page 9-15. If you don’t want to edit the
style, clickDone on the stylesheet palette.

Tip If you chooseefault from the Based on pop-up menu in the New Style
dialog box, your style will contain many preset formatting properties. To see
these properties, open the stylesheet palette, seldfdliestyle, and then
click thekdit button. ClickDone when you're finished.

FProperties

Baze Style: Mone
Text Font: Helvetica
Text Size: 12 pt
Text Style: Plain
Text Color: -
Call # Farmat: General

Cell Decimal Places: 2

Cel Alignrent : General

Scroll to see more

Default paragraph properties

Turning off a style

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

Once you apply a style, you can restore an item to its original state by
choosingdJnapply Stylefrom the Edit menu on the stylesheet palette. (The name
of the command varies depending on the style you applied.)

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

In this example, you type some text and format it with three styles, including
two custom styles you add to the stylesheet palette. You also remove a style
from some text in your document.

Part 1: Type some text and apply a preset style

1. Open a new word processing document (as described in “Starting
AppleWorks” on page 2-1).

2. TypeCamping Supplies , and then press Return three times.
3. For the next line, typBe sure to bring these things on our

camping trip: and then press Return twice.
4. Type the next three lines, pressing Return between each line.
Tent
Compass
Sleeping bags

5. Select the three lines you typed in step 4.
6. ChooseNumber fromthele=s_____~] pop-up menu.

Footnote Index
Hot Text

W Body
Bullet
Checklist
Default
Footer
Footnote
Header

Driarnond
Harvard

Legal

7. Place the insertion point at the end of the third numbered item, and then press
Return twice.

8. ChooseBody fromthele=s -] pop-up menu.

9. For the last line, typ&\Ve'll see you at the campsite next
weekend!

Your letter should look like this:
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Camping Supplies

Be sure to bring thess things on our camping rig:

1. Tent
2. Compass
3. Slesping bags

We'll see you ak the campsite next weekend|

Part 2: Add a basic style to the stylesheet palette

1. Click |Z8] on the Default button bé&or chooseéhow Stylesheet from the
Window menu).

2. Click theNew button on the stylesheet palette.
3. In the New Style dialog box, tyB®ld, ltalic in the Style name box.
4. Set the following options in the New Style dialog box:

= SelectBasic for Style type.

= ChooseNone from the Based on pop-up menu.

= Deselectnherit document selection format, if it is selected.

. Click OK.

. Click [7] on the Default button béor choos&old from the Style menu).
. Click | £] on the Default button béor choosdtalic from the Style menu).
. Click Done on the stylesheet palette.

0o N OO O

The new basic style is added to the stylesheet palette.

Enld, Italic
Footnote Index

' Eady 1
BuTlet 1

Part 3: Add a paragraph style to the stylesheet palette
1. Click theNew button on the stylesheet palette.

2. Inthe New Style dialog box, ty@entered Heading in the Style name box.
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. Set the following options in the New Style dialog box:

= SelectParagraph for Style type.
= ChooseNone from the Based on pop-up menu.
= Deselectnherit document selection format, if it is selected.

. Click OK.

5. Click the center alignment control above the ruler.

=EEI=(=]

Ay

=e=

. Click [£] on the Default button béor choos@old from the Style menu).
. Choosd8-point from theiz =] pop-up menu or from the Size menu at the top of

the screen.

. Click Done on the stylesheet palette.

The new paragraph style is added to the stylesheet palette.

Part 4: Apply the new styles to your document

1.
2.

Select the word€amping Supplies

Click Centered Heading from thele=es -1 pop-up menu or on the stylesheet
palette.

3. Select the wordst the campsite

. ChooseBold, Italic from thelees —~| pop-up menu or on the stylesheet

palette.
Your letter should now look like this:

Camping Supplies

Be sure to bring these things on our campping frip:
1. Tent
2. Compass
3. Slesping bags

Wee'll ses vou &f Me campsitensit weekend!



Editing styles

In the Help index,* see:

» styles, editing

Select a style to edit
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Part 5: Remove a style
1. Select the wordat the campsite

2. Click [z8] on the Default button bar $hiow the stylesheet palette.
3. Chooselnapply Bold, Italic from the Edit menu on the stylesheet palette.

You can instantly change the format of an entire document by editing styles.
When you edit a style, all the text, objects, or cells that use that style are
updated. You can change a style’s properties, change the style on which the
current style is based, or rename the style.

Note You can edit any style on the stylesheet palette, regardless of the type
of document you're in. However, you can’t apply the style until it's
appropriate to do so. For example, if you create a table style, you don't see
the table style until you're working in a spreadsheet document or frame.

To show the stylesheet palette, clZk
Show Stylesheet from the Window menu).

on the Default button bar (or choose

To edit a style, click thEdit button on the stylesheet palette and select a style
or substyle from the scrolling list on the left. (The pointer changig to  .)
Then, use the document controls you'd normally use to format text and
objects (such as the tools, palettes, ruler, paragraph controls, and menu
commands).

< Basic Styles Properties
~*Bold, Italic+ Tewt Fond: Times |
Default S5 Baze Style: Mone AS yOU ed|t the
Footnote Index Text Style: Bold Style, yOU see yOUr
Hot Text Text Styla: Italic changes here
= Paragraph St_. 17|

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

Select a substyle to edit

If you're editing an outline or table (spreadsheet) style, select each substyle
you want to edit before choosing any commands or clicking controls.

Edit Style

File Edit

Table Styles
2D Table 1
2D Table 2
Accounting

Properties

[

Baze Style: Mone

Text Font: Helvetica
Text Size: 10 pt
Cell Alignment : Center

Properties of the
substyle 3D Table 1

Blue Gray 1
Blue Gray 2

E

When you're finished editing the style, clibDhne.

Note If you click in the document or select a non-formatting menu command
(such arint in the File menu), you can no longer edit the style. If this
happens, click thEdit button on the stylesheet palette.

To change the name of a style, or to change the style on which a style is
based, select the style and choldseify Style from the Edit menu on the
stylesheet palette.

_ Ml]difg Stgle =
Type a name for
StglE Name: your style
Based on:
[None +} Choose a style to
acquire the properties
2 (cancel | [ ok of that style
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Copying, pasting, and deleting styles and properties

You can duplicate and delete styles, and move them between documents.

H * . .
In the Help index,™ see: You can also cut or copy properties and move them to another style.

> styles, editing

Note You cannot cut or delete a style that is in use.

Start by clickind] on the Default button bar (or chooSinay Stylesheet
from the Window menu) to show the stylesheet palette. Then clidkithe
button on the stylesheet palette.

To Do this

Cut or copy a style Select a style and chds8tyle or Copy Style from the
stylesheet palette’s Edit menu.

Paste a style Cut or copy a style, and then chemgstyle from the
stylesheet palette’s Edit menu. If the style you're
pasting has the same name as another style on the
palette, you see a dialog box. Type a new name for the
style, and then clicRename.

Delete a style Select a style and then ch@teseStyle from the
stylesheet palette’s Edit menu. (You can't delete a style
that other styles are based on, or any style that is in use
in the current document.)

Cut, copy, or delete properties Select a style, d@itkand then select one or more
properties. Then, choo€et Properties, Copy Properties, or
Clear Properties from the stylesheet palette’s Edit menu.

Paste properties Select a style, click in the Properties box, and then
choosePaste Properties from the stylesheet palette’s Edit
menu.

Note You cannot cut, copy, or paste substyles. If you want to change or copy
information contained in a substyle, edit or copy its properties.

Importing and exporting styles
You can export all or some of the styles on a stylesheet palette to a separate
file, and import them into other documents. This is useful if you want to

reuse your favorite styles in other documents, or establish formatting
standards for everyone in your organization to use and share.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To import or export styles, start by clickifis]  on the Default button bar (or
choosingShow Stylesheet from the Window menu) to display the stylesheet

palette.

To

Do this

Export styles to a file

Choodgeport Styles from the stylesheet palette’s File
menu. In the dialog box, click the styles to export, and
then clickOK. Type a name, select a location for the
export file, and then clicRave.

Import files that were saved to disk Chodrsgort Styles from the stylesheet palette’s File

menu. Select a file containing exported style
information, and then clicBpen. In the dialog box, click
the styles to import, select or deseRsptace all styles with
the same name, and then clicloK.

If a style you selected has the same name as a style in
the current document, you see a dialog box. Type a new
name for the style, and then cliRdaame. To replace the
style on the palette with the imported style, cRepace.

If you don’t want to import that style, clickip.

Creating a slide presentation

In the Help index,* see:
» editing master pages
» settings, documents
» slide shows, creating

You can set up and run a slide presentation from AppleWorks. You use the
AppleWorks application as the slide projector, the pages of an AppleWorks
document as the slides, and your computer monitor as the screen.

In an AppleWorks presentation you can:

= set an automatic time advance for the slides

= use a fade transition between slides

= include QuickTime movies

= show the same series of slides repeatedly

= add a background using a master page

Creating slides

To create slides, open or create a document. You can make a presentation
from any document type except communications.

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

the list and click Go To Topic.
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In a word processing document, the number of slides matches the number of
pages. For all other document types, you need to set the number of slides you
want to include in your presentation.

For this type
of document

Do this

Draw

Chooséocument from the Format menu, and then type the
number of pages (one page per slide) across and down. The
slide show is preset to run across first and then down.

Paint

Choos®ocument from the Format menu, and then type the
number of pixels (72 to an inch) across and down. Larger
paintings may appear on multiple slides.

Spreadsheet

ChooBecument from the Format menu, and then type the
number of columns across and rows down. With the preset
column width and row height, a single page (slide) contains 7
columns across and 50 rows down. Larger spreadsheets may
appear on multiple slides.

Database

Set up a layout that displays one record per page (slide)—one
record does not automatically equal one slide.

Enter the information you want on each page. To see what appears on each
slide, choos®age View from the Window menu.

Setting up slides

In the Help index,* see:
» slide shows, options

Once you have created slides on the pages of a document, you can set up
the slide show, reorder the slides, and specify visual effects. If you have
QuickTime installed, you can also include QuickTime movies in the slide
show. To run a slide show using the preset options, see “Showing the slides
using one computer” on page 9-21.

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

To set slide options, chooSkde Show from the Window menu. In the Slide
Show dialog box, change options to customize your slide show, and click
Done.

Click the icon to change the slide display (the icon appearance changes to indicate
that it's opaque, transparent, or hidden)

Special effects options

Slide Show
Order: r Slide Dptions

— P 1 iy
I* P:g: 2 + —1 | B Fit to screen [ Fade
ﬁ Page 3 ] Ccenter OLoop
w |Page 4 [ Show cursor [JAdvrance every
m |Page 5 Elsecunds
& II:age 2 [E][®] Background
age
| Feg = [E][E] Border
r QuickTime Options
— = Opaque
g _ Trpanqsparent ] Auto play O Simultaneous
-1 = Hidden [J Complete play before adrancing
To end show, press q. [ Done ] [ Cancel ] [[ Start ]]

[
Type q to end the slide show  QuickTime movie options

Select To do this

Fit to screen Fit the entire slide within the boundaries of the screen

Center Center the slide vertically and horizontally within the screen

Show cursor Show the arrow pointer during the slide show. You can move
the pointer around when each slide is displayed.

Background Select the background color or texture for the slide

Border Select the color or texture displayed around the slide

Fade Make the slide fade in and out when it is displayed

Loop Repeat the slide show continuously until you stop it by
pressing q

Advance every (number) seconds Automatically advance to the next slide after the specified
number of seconds

Auto play Make a movie play automatically when it is displayed on a
slide
Simultaneous Make all QuickTime movies play simultaneously wheto

play is selected and more than one movie appears on a slide

Complete play before advancing Display the current slide until the movie has finished
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Reordering slides
Once you've created a slide show, you can reorder the slides. To change the
order of your slides, chooséde Show from the Window menu. In the Slide
Show dialog box, drag a slide up or down.

2

+—— The pointer

changes to a
double arrow
=

Showing the slides using one computer

To show your slide presentation, cho8kde Show from the Window menu.

H * .
In the Help index,™ see: In the Slide Show dialog box, clidar.
» slide shows, running

Tip Press Option as you chodige Show to bypass the Slide Show dialog
box and go directly into the slide show.

The slide show runs with the options set in the Slide Show dialog box. (See

“Setting up slides” on page 9-19.) To advance to the next slide, press Space
bar. To return to the previous slide, press Shift-Space bar. To stop the slide
show at any time, press q.

When you're finished with the slide show, cliddne to save any settings you
changed or clicKancel to restore the original settings.

Showing slides remotely over a network
You can run a slide show from a different computer on your network, so that

In the Help index,* see: you don’t have to sit in front of the computer displaying the slides. Use the

» AppleScript

Remote Slide Showscript (a script is a command that performs one action
or sequence of actions).

1. Open the slide show document on the computer on which you're showing the
slides.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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2. On the computer from which you're controlling the slide show, open the
AppleWorks Scripts folder (in the AppleWorks 5 folder), and then double-click
Femete Side Shov the Remote Slide Show script icon.

3. On the Slide Remote palette, cliZ|
4. Select options in the dialog box

For Select

Zones The zone for the computer on which you're showing the
slides (you see this option only if your network has more
than one zone)

Macintoshes The name of the computer on which you’re showing the
slides
Program AppleWorks 5
5. Click OK.

To start and stop the slide show, cli] cmli on the Slide Remote
palette Click 1| or 4 to go tahe next or previous slide. Clici(| |
to go to the first or last slide.

Merging data into documents (mail merge)

You can insert information from a database document into another document
or frame by performing mail merge

In the Help index,* see:
» found set

> mail merge You can merge a database document with:
= aword processing document, to create a form letter that includes
personalized information for each recipient (for example, “Dear Chris”
instead of “Dear Customer”)
= a spreadsheet document or frame, to create a report that's easy to update
or to include a price list in a brochure

= atext frame, to print an envelope or a label (see “Addressing envelopes”
on page 9-27)

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

Merge document

To merge data, follow these general steps:

1. Set up a database. You can have a database of names and addresses, items ar
prices, clients and facts about them, or any other categories of information you
want to merge with text. Be sure to save the database. Mail merge only works
with database documents that are saved to disk.

2. Prepare a merge document or frame. Enter the text that is common to all the
printed documents in a document or frame, and then enter field variables where
you want to insert information from the database.

3. Print the merge document with the database information inserted.

Each of these steps is described in the following sections.
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Setting up the database

You can use data from an existing AppleWorks database document, or create
a new database document. Keep the following in mind:

In the Help index,* see:

» databases, documents . . . .
» found set = Determine how the data will appear in the merge document and define the

> sorting database fields accordingly. For example, to create a form letter with a
salutation that includes a person’s first name, create separate fields for the
first and last name.

= Use a find request before merging to include only certain database
records. You may also want to sort the records before merging them.
AppleWorks prints only the found records in the order they were sorted.

Preparing the merge document

To prepare the merge document, open the AppleWorks document you want
_ to merge the data into. Then chott#Merge from the File menu, select the

> mall merge AppleWorks database document that contains the data you want to insert,
and clickOpen.

In the Help index,* see:

Note If you are merging data into a draw document, you must merge the data
into a text or spreadsheet frame within that document.

In the merge document, position the insertion point where you want to insert
the data from the database field. In the mail merge palette, select field names,
and clicklinsert Field for each one.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Shows the
current database
Select the field Field Names Merge|Database: Select to show merged
you want to insert First Name i | data, or deselect to
into the merge Last Hame T (bt e show merge field names
Street
document b Record[t | & |‘ Click an arrow to
Postal show the merged
Click to insert the Swritch Database... data from the next or
selected field into | I—tnsert Field | | [_{Print Merge... | previous record
the merge
document Click to print the lick to switch
merge document databases
4120196

Kim Chen
31 Richards Ave.
Merged data Bulte, MT 12345

Dear Kim,

Thank you for leading the art class at
Happy Yalley Resortthis year.

Merge document

You can move the mail merge palette around the window as you work to
view the merge document.

Printing the merge documents

When you're finished inserting fields or field data into your merge

document, cliclPrint Merge on the mail merge palette. In the Print dialog box,
click Print.

In the Help index,* see:
» merging data

AppleWorks prints one merge document for each record in the database
document’s found set.

Tip To print only one record, selegtiow Field Data on the mail merge

palette, click an arrow to go to a record, and then chxggdrom the File
menu.

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

In the Help index,* see:

» FileMaker Pro

Pail Merge

You can convert a FileMaker Pro database into an AppleWorks database,
and then merge the data with an AppleWorks word processing or
spreadsheet document or frame. Use the Mail M&egpt (a script is a
command that performs one action or sequence of actions).

1. Open the AppleWorks Scripts folder (in the AppleWorks 5 folder), and then
double-click the Mail Merge script icon.

2. Click FileMaker Datahase, select the database you want to convert, and then click
Open.

3. Click AppleWorks Document, select the AppleWorks document you want to
merge with the database data, and then @fiek

4. On the import from FileMaker Pro palette, select the fields you want in your
AppleWorks database and clidkve.

5. Click Import.

The script converts your database to AppleWorks format and opens the
AppleWorks mail merge palette. You can then follow the instructions in
the previous two sections to perform the mail merge.

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

If your printer can be set up to print on envelopes, you can address envelopes
in AppleWorks. If you can't print directly on envelopes, you may want to
print your addresses on address labels. See “Printing labels” on page 8-40.

Using the Envelope Assistant

. " Use the Envelope Assistant if you want AppleWorks to step you through

In the Help index,™ see: addressing an envelope that you can print. You can have the Assistant help
> Assistants you type an address and place it on the page, or you can have it format an
envelope with an address you've already typed.

To have the Assistant help you type an address and place it on the page, start
AppleWorks, and then choollew from the File menu. Seledse Assistant or

Stationery, and then seleé&nvelope in the scrolling list and clickK. The

Assistant prompts you to complete the steps required to address the
envelope.

To have the Assistant format an envelope with an address you've already
typed, select every line of the recipient’s address and ciApge#&orks

Assistants from the(?) or Help menu. Selekldress Envelope from the scrolling

list and clickOK.

Setting up and creating envelope stationery
To set up the envelope stationery, create a draw document. Chgeseip

H * .
In the Help index,™ see: from the File menu. From the Paper pop-up menu, choose an envelope
> envelopes setting and an orientation (horizontal for standard business envelopes), and
> Statlonery, Creatlng then CIleOK

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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To create the envelope stationery, click the text[Abl , click in the
document where you want the beginning of the sending address to go, and
then type an address or placeholder text. Be sure to press Return at the end
of every line of text. You may have to resize the address by dragging its
handles. Repeat to place text for the return address.

RETURN ADDRESS

BENDING ADDRESS : b - - Address text
. . : : : : frame

AIRMAIL

ChooseSave As from the File menu and save the document as stationery. See
“Saving document formatting as templates (stationery)” on page 2-12 for
more information.

Addressing envelopes

In the Help index,* see:

» envelopes
» stationery, using

To address an envelope, cholisefrom the File menu, seleldse Assistant or
Stationery, and a category from the Category pop-up menu, and then choose
your envelope stationery. Double-click the sending address text frame and
type the address you want to use. Repeat for the return address text frame.

Insert the envelope into your printer, and then print the envelope stationery
document.

You can also print addresses from a database document using mail merge.
See “Merging data into documents (mail merge)” on page 9-22.

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



Linking frames

In the Help index,* see:

» layering information
» frames, linking
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You can link a series of text, paint, or spreadsheet frames to break up
information that's normally confined to one area of a document. You can
then move and resize frames to control the layout of your document.

Ut wisi enim

Link text frames for
complex page layouts

mzs% 166566
34467 | 44091

12247 %nznu
250 pus

Link paint or spreadsheet
frames to show parts of a
painting or spreadsheet

When you create linked frames, you seicatorsthat provide information
about the frames. Aontinue indicatoshows that a frame is not yet linked

to another frame. Aink indicator shows that the frame is linked to another
frame. Anything you type, paste, or paint into the first frame continues into
the next frame. Aext overflow indicatoshows that the frame contents
extend beyond the last frame.

Top-of-frame indicator

==

i
Autem Vel

[Ut Luorest dolore magma aliquam
erat wolukpat. Tt wisienim ad
minim vendam, quis nostrud exerei
akion wllameorper suseipit lobortis
mis] uk aliquip ex easden commodo

-

Link indicator

eonsequat. Duds autem el eum
driure dolor in hemdrerit in wulputate
prelit esse molestie consequat, el
illum dolore ew feugiat nulla
anilisic ab vero eros et seeumsan et
fusto odio dignissim qui blandit
praesent luptatum zzril delenit
e duis dolore te Feugait nulla

i ins
-

Continue indicator

Linked text frames

Text overflow indicator

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

» frames, formatting
» frames, linking

O | G| P =
=0 l=e ] ] ]

-
=]

¥ =T

Continue indicator

Linked spreadsheet frames

Continue indicator

Linked paint frames

When you create linked frames, keep in mind the following:

= You can create linked frames in a word processing, spreadsheet, draw, or
database (in Layout mode) document but you can't link frames in a paint
document.

= You can link frames of the same type, but you can't link frames of
different types. For example, you can't link a text frame to a spreadsheet
frame.

= You can link an existing frame to a new frame you create, but you can’t
link two existing frames to each other.

To link frames, select the arrow poin[x]  from the tool panel. (If you don’t
see the tool panel, choo®®w Tools from the Window menu.) Then choose

Frame Links from the Options menu. Select the , Spread{&pet ,or
paint[¢] tool from the tool panel and drag the pointer to draw a frame. Click
once outside the frame. (To draw a text frame in a word processing document
or a spreadsheet frame in a spreadsheet document, press Option as you draw
the frame.)

Click the continue indicator and then draw the next frame. After you draw
the frames, you can resize them, enter and edit information in them, and
arrange the linked frames in your document.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Viewing empty frames Empty linked text frames do not show when you are
adding new ones. You can add a border by selecting the frame and choosing
a width from the pen width palette.

Working with movies

In the Help index,* see:
» movies, in documents

If you have the QuickTime extension installed in your system, you can add
movies to your documents, play them on the screen, and make simple
changes.

You can work with movies in word processing, draw, and spreadsheet
documents, and in multimedia fields and Layout mode of a database
document.

Adding a movie to a document

You can import, insert, or paste a movie into any document type (except
communications) and into a multimedia field in a database document. See
“Importing and exporting documents” on page 2-18 for more information.

Movies appear in the document as a picture with a control badge in the
lower-left corner.

Note In a word processing document, the QuickTime movie control bar is
not available when the movie has been inserted or pasted as an inline object
in text. To play a movie inserted this way, double-click the movie frame. To
stop the movie, single-click the movie frame. To make the movie control bar
available in a word processing document, insert the movie as an object
(select the arrow pointer, and chodset from the File menu).

Setting movie options

You can control how a movie plays in an AppleWorks document by clicking
the movie object so it appears with handles and chobf&iviginfo from the
Edit menu.

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

Control badge

Volume control—click to

Click the control badge (double-click the control badge in text documents)
to play a movie from beginning to end, in segments, or only a selected part.
You can also play a movie at different rates of speed.

Handle

Click the control badge to
see the movie control bar

A movie control bar appears on QuickTime movies.

Forward/reverse slider

open, and drag the
slider to the volume
level you want

Play/Stop
button

Movie control bar

Editing a movie

In the Help index,* see:
» movies, in documents

You can cut, copy, paste, or delete parts of a movie. You can also create
additional movies by making a selection, cutting or copying it, and pasting
it as an object in the document. For information about how to edit a movie,
see onscreen Help.

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

Custom buttons reduce tasks, such as opening a file or checking the spelling
of a document, to a single step. You can create a custom button to run a
sequence of actions, and then add that button to the button bar. For
information on using the button bar, see “Using the button bar” on page 3-5.

In the Help index,* see:
» button bars

AppleWorks is preset to show the button bar at the top of the document
window (below the menu bar). If you can’t see the button bar, clshase
Button Bar from the Window menu. AppleWorks is preset to show the

Info Line, which displays information about the buttons. To hide the Info
Line, chooseutton Bar Setup from the[>] menu on the button bar, and then
deselectnfoLine in the Button Bar Setup dialog box.

Ra =1

Helvetica VI 1z - I El Body VI |Copies the curren‘ zelection and puts it on the Clipboard.

Default button bar for word The Info Line shows information about a button
processing documents you hold the pointer over

To create a new button, chodse Butionfrom the[=] menu on the button bar.
(If you don't see the button bar, cho@bew Button Bar from the Window
menu.) You see the New Button dialog box.

= NewButton=—————————

Button Name: Show Button In

Type a name for the button — ] | | = A environments
Button Description: g anrdrPrucessing

- P rawin H

Type a brief description of what the = Paiming — Select which
button does (the description [ Database document types
displays in the Info Line) [ spreadsheet you wantthe
When button pressed: [Play Macro + [ Communications button to appear in
]

Select the task you want the

button to perform Macro: | | Eait 1con: [ glick todcre_ate a
utton design

z

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

To set the task that the button performs, choose an option from the When
button pressed pop-up menu.

To make the button From the When button pressed pop-up menu, choose

Play a macro Play Macro. Enter the name of the macro you want the button to
play.

Open a document Open Document. Click Select Document, select the document you

want the button to open, and then clipkn.

Open another application  Launch Application. Click Select Application, select the application
you want the button to open, and then clpbn.

Open a URL Open URL. Enter the URL for the document to link to on the
World Wide Web. (Your computer must already be set up
with a Web browser and an Internet connection for the URL
button to link to the document.)

Execute a script Execute Script. Click Select Document, select the AppleScript you
want the button to open, and then cligkn.

To edit a button, choodsit Buttons from the[=] menu on the button bar.
Select the button and clidkodify.

A macrois one action that performs a series of actions. You can create
macros to automate tasks you do often. For example, you can create a macro
that sorts a database, prints a report, and then closes the database document.

You can also create a button to execute a macro, and add the button to the
button bar. (See the previous section.)

For information on In the Help index,* see:

Changing a macro > macros

Creating a macro

Deleting a macro

Making a shortcut button for a macro

Running a macro

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

The AppleScript application is a system software extension that automates
tasks and procedures on computers and in many applications using Apple
events. AppleScript is included with the System 7.5 software. If you have an
earlier system version (System 7.0 or 7.1), you can license AppleScript
separately.

AppleWorks provides several sample scripts, such as a script for converting
documents from other applications to AppleWorks format. The sample
scripts, and a database listing the Apple events supported by AppleWorks,
are in the AppleWorks Scripts folder, inside the AppleWorks 5 folder. For
information on writing your own scripts, see the AppleScript documentation.

For information on In the Help index,* see:

The AppleScript application » AppleScript

Using AppleScript in AppleWorks

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






Chapter 10: Communications

This chapter explains how to use AppleWorks to establish communication
between your computer and another computer. All communications features,
including procedures, shortcuts, and troubleshooting, are described
completely in onscreen Help.

When to use a communications document

In the Help index,* see:
» telecommunications

Create a communications document when you want to exchange information
with another computer. Use an AppleWorks communications document to:

connect to a text-based commercial online service such as CompuServe
connect to a computer you can access at your business or school
connect to a public or private bulletin board service (BBS)

transfer files directly from one computer to another

Communications basics

To get started with communicating with other computers, you need to have
the correct software and hardware setup and become familiar with
communications terms and AppleWorks communications documents.

What you need

In the Help index,* see:
» telecommunications

Before you can use AppleWorks for communications, you need:

the Apple Communications Toolbox tools (for example, the Apple
Modem Tool). If you installed the full version of AppleWorks, the
installation program copied the necessary tools to your system if you
didn't already have them.

a modem and the necessary cables to connect your computer to a
telephone line. Refer to the modem manufacturer’'s manual and the online
service for additional requirements.

Note If you're connecting directly to another computer, you may not need

a modem. Instead, you can use a serial connection cable. See “Connecting
to another computer without a modem” on page 10-4 for more
information.

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

If you're new to communications, you need to be familiar with the following
communications terms and concepts.

Term

Definition

Terminal

A screen and keyboard used to communicate wémate(distant)
computer. The remote computer can be as close as the same room or
building, or as far away as another country. Using the terminal software
included in the AppleWorks package, your computereranlate(act

like) a terminal, so that your computer and the remote computer can
communicate.

Host computer

A computer that answers requests for information or that acts as a
gateway to other computers. You communicate with a host computer
across a serial port or network port. To communicate with a host
computer, you usually need an assigned user name and password. When
you identify yourself at connection time, youlogging on When you
disconnect, you'réogging off

Connecting

The process of establishing communication with another computer.
Communication from one computer to another requires a transmission
channel—usually a telephone line, but sometimes a cable between two
computers. Connection by telephone requiremdema device that
turns data from your computer into a signal that can be transmitted over
a telephone line. The computer at the other end of the telephone
connection also requires a modem.

Session

The amount of time from when you connect to an online service or
another computer to when you disconnect (also cabbedect timg
When you use a commercial online service, you're usually billed only for
connect time.

Online service

A host computer that gives you access to a variety of information, such as
weather forecasts, airline schedules, databases used for research, and
bulletin boards for communicating with other users. AppleWorks
supports only text based online services and cannot be used to browse the
World Wide Web.
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Creating a communications document

To create a communications document, chdeséom the File menu, click
Communications, and then clicloK. Or, click[E] on the Default button bar. (If
you don't see the button bar, cho8sew Button Bar from the Window menu.)

In the Help index,* see:
» communications documents

About the communications window

All communication between your computer and an online service or another
computer appears in the communications window.

&

00:00:00 Unconnected

|— Shows the status of the

current session

Shows how much time has elapsed
in a session (click to reset)

Click to use or set up a phone book

Connecting to another computer

After you create a communications document, you're ready to:

= connect to an online service or a remote computer using a modem
= connect directly to another computer, using a cable

= receive a call from another computer, using a modem

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

Begin a session by setting up a connection and then placing the call. When
you have completed the session, disconnect your computer from the online
service or remote computer.

To Do this
In the Help index,* see: Set up a connection  ChooGennection from the Settings menu. When the Connection
. Settings dialog box appears, make s\pte Modem Tool is selected
> connecting computers from the Method pop-up menu. Type the number to diialRhone

Number. Choose a modem name from the Modem pop-up menu.
Change the Port Settings as needed, and thenOili¢See
“Changing communications settings” on page 10-9 for more
information.)

Place a call Turn on your modem. CI on the Default button bar, or choose
Open Connection from the Session menu. After you connect, use the
commands of the online service or host computer to find the
information you want.

Disconnect Clickg] again, or chooglese Connection from the Session menu.

Connecting to another computer without a modem

. " You can connect one computer directly to another (for example, to transfer
In the Help index,™ see: data between a notebook computer and a desktop computer), without using
> direct connections amodem. To do so, connect a null modem cable from the serial port (modem
or printer) of one computer to the serial port of the other computer. For more
information, refer to onscreen Help and the documentation that came with
your computer.

Receiving a call from another computer

You can set up a communications document to wait for another computer to
call your computer.

In the Help index,* see:

» disconnecting

> receiving calls To receive a call from another computer, chdmseection from the Settings
menu. In the Connection Settings dialog box, chdpgeModem from the
Method pop-up menu. Clickiswer Phone After...Rings, type the number of rings
you want before your modem answers the call, and thenGiick

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Chooseénait for Connection from the Session menu and wait for the appropriate
incoming call. AppleWorks answers every incoming call after the specified
number of rings until you end the session.

To end the session, clifg] on the Default button bar, or cl@imse
Connection from the Session menu.

Working with data during a session

During a communications session, you can:
= capture incoming data and save it in a text file on your disk
= copy incoming data formatted as a table into a spreadsheet document

= save the data in the terminal area and the scrollback pane in a
communications document

= print data during a communications session
= send files from one computer to another

Using the scrollback pane

As you work during a communications session, the data you receive from the
remote computer goes into the terminal area of the communications window.
(If you don't see what you type in the terminal area, chdas@al from the
Settings menu and turn docal Echo, also called half duplex.) Data that
overflows the terminal area goes in gueollback pane

In the Help index,* see:
» communications documents

Use the scroll bars in the scrollback pane to look back through data that is no
longer visible. When you save or print the document, you also save or print
the contents of the scrollback pane.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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Ei=———————— Untitled | (M) ="———————"117
00:04:16 Connected 33
&=— Scrollback pane

One moment please. ..

Drag the
horizontal pane
control to
change the size
of the scrollback
pane

FAEOUT TECHIMFO DATRBASE

TechInfo Datobase provides you with =six common search criteria for quickly

finding articles of interest. You con search by product nome, publication date,
document I0 number, operating environment, document text, and title text. You
can also downlood articles directly from TechInfo Dotabose.

Fress <CR» for more !

CompuSerwe  CLR-18 Terminal area

5] [l

Important Do not depend on the scrollback pane to save data. As you fill
available memory, the oldest contents of the scrollback pane are removed. If
you choosé&ave from the File menu, copies of the scrollback pane you saved
earlier are overwritten and data may be lost. To store incoming data safely,
capture it directly to a file. See the next section, “Capturing incoming data.”

You can change the characteristics of the scrollback pane to suit the way you

work.
To Do this
Show and hide the Chooseshow Scrollback or Hide Scrollback from the Settings menu.

scrollback pane

Copy the contents of Select the contents and cho@spy from the Edit menu.
the scrollback pane into  Switch to another document and choBaste.
another document

Clear data from the ChooseClear Saved Lines from the Session menu.
scrollback pane

Limit the amount of ChoosePreferences from the Edit menu. In the Preferences
data to store dialog box, choos€ommunications from the Topic pop-up

menu. Select a memory option from the Scrollback pop-up
menu, and then clicBK.
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Capturing incoming data

In the Help index,* see:

» capturing data
» communications preferences

You cancapture or save, all incoming data (not just the contents of the
screen and the scrollback pane) in a text file as it's received. When you
capture data, the file is saved on disk—not in memory.

You can start capturing data before you connect or while you're online. For
example, if you don’t want to save your online service’s menus, you can wait
to capture data until you're about to receive the information you want.

To Choose

Begin capturing incoming Capture to File from the Session menu, enter a filename, and then
data click Save

Stop capturing the data  Stop Capture from the Session menu

Set preferences that affectPreferences from the Edit menu. In the Preferences dialog box,
how you capture data chooseCommunications from the Topic pop-up menu, select
options, and then clic®K.

Saving and printing communications documents

In the Help index,* see:
» capturing data

When you save a communications docuntbgnthoosingsave from the File
menu, you are saving the contents of the terminal area, the scrollback pane,
and your current communications settings. You can save a communications
document at any time, even if you're connected to another computer.

To save only the text in the scrollback and terminal areas (excluding the
communications settings), chod&ee As from the File menu. Name the
document, chooskxt from the pop-up menu, and cliék.

Important You should not us8ave on the File menu as your primary means

of saving incoming data; you should use it mainly for saving
communications settings. When you save a documenS$aviiltopies of the
scrollback pane that you saved earlier are overwritten and data may be lost.
To store incoming data safely, capture it directly to a file. See the previous
section, “Capturing incoming data.”

To print a communications document, choerse from the File menu. You
can print at any time.

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

In the Help index,* see:
» Copy Table command

If you receive a table of data during a communications session, you can paste
it into a spreadsheet so it lines up one item per cell, or into a text document
or frame so that the columns line up.

To copy a table during a communications session, select the text you want
changed to a table (the text must have at least two spaces between columns).
ChooseCopy Table from the Edit menu, and then paste the data into a
spreadsheet or word processing table.

Sending a file to a remote location

In the Help index,* see:
» sending files

You can send a file to another computer if the computers have the same
transfer method. When you send a file, be sure that the other computer is set
up to receive files automatically or that someone is available at the other end
of the connection to initiate the transfer.

Before sending a file, you need to set up the transfer method on the sending
computer. To set up the transfer method for the sending compute{z8}lick

on the Default button bar. The receiving computer needs to be set up with the
same transfer method, To set up the transfer method for the receiving
computer, clickz®] on the Default button bar.

Simplifying communications tasks

In the Help index,* see:
» connecting computers

» log-on macro

» phone book

You can automate communications tasks and work more efficiently by using
the AppleWorks phone book, templates, and macro features.

To Do this

Start or edit a phone book  Cho®ene Book from the Settings menu, type in the Edit
Phone Book Entry dialog box, and cliok. Click Done when
you are finished making entries.

Place a call using the Click the phone book ica@ in the tool bar and select an entry
phone book you wish to call.

Make a communications See “Saving document formatting as templates (stationery)”
document into a template on page 2-12.

Create a log-on macro Record a macro that enters the necessary passwords and 1D
information to connect to an online service. See onscreen Help
for instructions.

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



Communications  10-9

Changing communications settings

If your modem or the online service requires different settings than the
AppleWorks defaults, or if you want to connect directly to another computer
without using a modem, you can change the connection, terminal, and file
transfer settings. Refer to the manuals that came with your modem and
online service to find out which settings you should use.

A new communications document is preset to use the following tools, which
are supplied and installed with AppleWorks:

= Connection setting: Apple Modem Tool
= Terminal setting: VT102 Tool (compatible with VT100)
= File Transfer setting: XMODEM Tool

The connection, terminal, and file transfer options are preset to the most
commonly expected conditions.

For example, the preset connection tool is the Apple Modem Tool, which is
used to connect to a remote computer through a Hayes-compatible modem.
Another connection tool is the Serial Tool, which is used for direct
communication with another computer or another device.

To change From the Settings menu, choose
In the Help index,* see: Connection settings Connections
» connection settings Terminal settings Terminal
> file transfer settings . - .
9 File transfer settings File Transfer

» terminal settings

Refer to onscreen Help for information about the various tool options.
Balloon Help also contains detailed descriptions of the connection settings.

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






Chapter 11: AppleWorks and the Internet

With AppleWorks, you can open, view, and create documents that contain
Hypertext Markup Language (HTML) on the Internet and the World Wide
Web (WWW, or Web). You can also create your own HTML files and place
them on the Internet and the Web as Web pages, to present information to
people using the Web.

This chapter describes how to use AppleWorks to set up your computer for
use with the Internet, create Web pages, and send and receive electronic malil
(email). Before you begin, you need to understand how to create and edit
documents. In particular, you should understand the information in

chapter 2, “Creating, opening, and printing documents,” chapter 4, “Text
(word processing),” and chapter 5, “Drawing.” You should also understand
“Using the button bar” on page 3-5, and “Editing links” on page 9-4.

All Internet features, including procedures, buttons, and troubleshooting, are
described completely in onscreen Help.

About the Internet and the Web

In the Help index,* see:
» Internet

The Internet is a collection of computer networks that use a common set of
rules for exchanging information, called the transmission control protocol/
Internet protocol (TCP/IP). Using the Internet with your computer, you can
work with information that's stored at other locations. For example, you can
read weather reports from around the world, send and receive electronic mail
(email), and attend a creative writing class from a remote site.

The Internet network was once limited to simple, text-only documents. With
the development of the Web, documents can now include graphics, various
text styles, antinks (connections, or jumps, to areas of the same document,
or to other Web pages, applications, or servers on the Web). A document on
the Web is called Web pagehome pagegr start page

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

A Web page contains formatting information, which determines how the
document looks and how you can use it onscreen. You can use AppleWorks
to create and format a Web page without knowing HTML. Create a word
processing document that has the information you want on your Web page,
and then save the document in HTML format. AppleWorks adds the correct
HTML tags and your Web page is ready for delivery to your Web site.

To access, view, and place a Web page on the Web, you need:
= a modem (internal or external)
= a phone line or an Integrated Services Digital Network (ISDN) line

= abrowser an application that displays information from the Internet. (For
more information, see “About Browsers,” next.)

= software from an Internet service provider (such as America Online or
CompusServe). For more information, refer to a specific provider.

= an account or connection with the Internet service provider

To open, read, and work with Web pages, you usewser an application
that displays information from the Web in a format you can read and work
with.

Each browser interprets HTML tags differently. For example, one browser
may display headings in color with an elegant typeface, while another may
display headings in capital letters.

Selecting a browser

In the Help index,* see:

» browser
» Web browser, launching

Before you can use the Internet with AppleWorks, you need to select a
browser to use. You can change your selection at any time.

To select a browser:

1. Choosentemet from the=] menu on the Default button bar. (If you don't
see the button bar, chod&®w Button Bar from the Window menu.)

2. Click |&] on the Internet button bar.
3. In the Internet Preferences dialog box, dHekers.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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4. In the Helpers dialog box, click the item in the list that beginshitiittand then
click Change.

5. Inthe Add Helper dialog box, cli€oose Helper. Locate and select the name of
the browser to use, and then clgen.

6. In the Add Helper dialog box, click the close box.

7. With Internet preferences as the current window, chigéessérom the File
menu, and then chooBipse.

Connecting to the Web

Once you've selected a browser to use, you can quickly connect to the Web
using the selected browser.

To do so, on the Internet button bar, c[@k

Creating a Web page

In the Help index,* see:
» Web pages, creating

A Web page is an HTML file on the Web. With the AppleWorks translator,
you can easily create an HTML file without understanding HTML or how it
works. You simply create a word processing document and save your work
as an HTML file. You see immediately how your document will look on the
Web.

Note The AppleWorks HTML translator displays a Web page in a standard
format. However, your Web page may appear different on different
browsers. You can customize the format for specific browsers by clicking
the HTML Configuration button and adding or modifying the tags that are
exported.

Designing your Web page

Before you create a Web page, it's a good idea to learn about effective Web
page design. You can find such information in the computer and software
sections of bookstores, in computer industry magazines, in classes and
seminars, and on the Internet. In addition, browse the Web and note aspects
of other Web pages that you'd like to use in your own.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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As you create a Web page with AppleWorks, keep the following design tips

in mind:

= Keep your design simple and uncluttered. An orderly design makes it
easier to scan the page to find information.

= Limit the size of your page so that users scroll no more than three screens.

= Use headings so that users can scan the page and read the portions they
want.

= Consider separating areas of text with horizontal lines.
= Organize related information in lists.

= Use boldface and italic styles sparingly. Too much emphasis makes text
difficult to read. Don’t use underline, because underlined text indicates a
jump to related information.

Choose typefaces and colors that are easy to read onscreen.

Creating an HTML file

In the Help index,* see:
» Web pages, creating

To create an HTML file for a Web page, start by creating a word processing
document, and then save your work as an HTML file.

Important Before you begin, be sure you understand the information in the
previous sections of this chapter.

1. Click |£]] on the Default button bar to create a new document, 0|id:k
open an existing document.

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

2. In the document windovpressi8-; (semicolon) to show formatting
characters (such as carriage returns and spaces).

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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3. Create the document with the text and art you want posted to the Web.

To Do this

Apply a style to text Select the text to format, and then click any style from
the stylesheet palette.

Apply a type style to text Select the text, and then (|Z|I<to make the text bold
or click [ 7] to make the text italidon’t use underline,
which is a convention used to indicate a link.

Organize information into a Choose styles from teses  ~] pop-up menu. Use
numbered or bulleted list Harvard, Legal, or Number for numbered lists; udgiamond,
Bullet, or Checklist for bulleted lists.

Insert a horizontal line to Place the insertion point where you want the line to
separate sections of text begin. Choosénsert Page Break or Insert Section Break from
the Format menu. AppleWorks ignores automatic page
breaks when you save the document as HTML.

Add a table Use an inline or floating spreadsheet frame.
Insert a picture See “Adding pictures,” next.
Create a link from your See “Linking Web pages” on page 11-6.

document to a different
document, or to other
information on the Internet

Adding pictures

In the Help index,* see:
» Web pages, graphics for

You can include pictures in any format supported by AppleWorks, such as
TIFF and PICT. When you save the document as HTML, AppleWorks
translates any art in the document to a format (GIF or JPEG) that is readable
by Web browsers.

Important When you save an HTML file, each picture is saved as a separate
file in the same folder as the document. If you move the HTML file to a
different folder or computer, you must move the picture files to the same
location. To make the pictures and documents easier to find, save each
HTML file (with the pictures) in its own folder.

To add a picture:

1. Open or create the word processing document that you want to use as a Web
page.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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2. Add art as an inline or floating object.

You can draw objects or paint frames directly in the document, use art
from a library, or insert art from another document.

Linking Web pages
; * You can create links (connections or jumps) from selected areas in a Web
In the Help index,™ see: . L .
 Web ks 4 page to a different location in your Web page or to other Web pages. Links
€bpages, ks fo can jump to a bookmarked location or to a Uniform Resource Locator
(URL). Links to another part of the same document or to another document
are called document links. Links to a Web page are called URL links.

For example, create a link from a button in your HTML file to related sites.

=M

EE

]

URL address for
this Web page

Go To: |http < fwwrw cafe .com

| I I
Espresso (afe oe. og--

§ who we Are
§ cate Menu

These links jump to a different
location on the Web page

B soin the clup

This button jumps to a different
Web page

About our coffees | About our recipes Other sites

Click here for a complete explanation of the coffee bean roasting
process!

Note You can also create a link to a different document or a different area of
the same document, even when the linked documents are not on the Web.
For more information, see “Creating links” on page 9-1.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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You can attach links to selected text, an object, or to paint and spreadsheet
frames.

To create a link to a URL:

1. Open the Web page document from which to create the link, and then select the
item to create the link from.

2. Click [#8] on the Internet or Default button bar. (If you don't see the button bar,
chooseshow Button Bar from the Window menu.)

3. In the New URL Link dialog box, create a link, and then @i¢k

New URL Link
Type a name for the
Name:|Espresso Cafe 4'— — link
URL: |http://www.cafe.com Type the URL
address
2] [ cancel | [ ok ||

4. Totest the link, choo$tow Links Palette from the Window menu and make sure
Live Links is selected.

In an HTML file, the area linked to a URL appears underlined in the
AppleWorks document, and the pointer changes appearance over the
underlined area. To view the linked URL, click the underlined area.

Espresso Cafe Click the underlined area to go to
= the linked information

The pointer looks like this

over a link

A link can jump to a document (called a document link) or to a specific
location within a document (called a book mark). If you create a document
link, clicking the link opens the document. If you create a book mark,

clicking the link opens the document and locates the book mark within the
document.
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To create a link to another document:

1. Open the Web page document from which to create the link, and then select the
item to create the link from.

2. On the Internet or Default button bar, cli[f] to create a link to another
document.

3. In the New Document Link dialog box, create a link, and then@#ick

=———— New Document Link

Type a name for the

Name: ink
Document: coffee bean roasting

Book Mark:

2] [ choose Document... | [ cancel | [ ok |

Select the document to link to

4. Totestthe link, choo$kow Links Palette from the Window menu and make sure
Live Links is selected.

To create a link to another part of your Web page:

1. Open the Web page document from which to create the link, and then select the
item to create the link from.

2. On the Internet or Default button bar, cli] to create a link to another part
of the same document.

3. In the New Book Mark dialog box, create a link, and then 6lick

New Book Mark

Name: [Cafe Menu | Type a name for the

link
Folder:

2] (cancel ][ ok |




The pointer looks like this
over a link
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4. Totest the link, choosow Links Palette from the Window menu and make sure
Live Links is selected.

In an HTML file, the area linked to a book mark appears underlined, and
the pointer changes appearance over the underlined area. To view the
book mark, double-click the underlined area.

P 2 Double-click the underlined area
_a%% to go to the linked information

S

Keep the following points in mind:

= To reduce the amount of scrolling of your Web page, create links to other
areas of the same document. (You can also create URL links to other Web
pages.) For more information, see “Creating document links” on page
9-2.

= For information about changing a link, see “Editing links” on page 9-4
and “Deleting links” on page 9-4.

= When you print a Web page with links, the linked information isn’t
printed.

Saving a document in HTML format

In the Help index,* see:
» Web pages, saving

Once you have an AppleWorks word processing document that you want to
post to the Web, you need to save it in two formats: as an AppleWorks
document and as HTML. When you edit the Web page later, you open the
AppleWorks document, not the HTML file.

When you save a document in HTML format:

= URL links are translated into HTML links

= book marks are translated into HTML anchors
= most styles are translated into HTML styles

To save a document in HTML format:
1. ChooseSave As from the File menu.

2. Save your document first by chooshpgleWorks from the Save As pop-up
menu.

* Choose Index from the or Help menu and scroll to the entry. Then choose a topic from
the list and click Go To Topic.
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3. Type a name for the document followed by the filename extension .cwk, and
then clickOK.

4. Save the document again and chai$é. from the Save As pop-up menu.

5. Type a name for the file followed by the filename extension .html, and then
click OK.

Opening and editing HTML files

In the Help index,* see:
» Web pages, editing

When you edit your HTML file or Web page, you open the original
AppleWorks word processing document. After you make changes to the
document, you must save it again as an HTML file.

. Choosedpen from the File menu.

. In the Document Type pop-up menu, seléat Processing.

. In the File Type pop-up menu, selewak.

. Locate and then select the document.

. View the document, and then make any changes you want.

D OB~ W N

. If you made changes, save the document as described in the previous section,
“Saving a document in HTML format.”

Working with electronic mail

In the Help index,* see:
» emalil

With AppleWorks, you can send and receive email messages to and from
many types of computers and mail systems, locally or in remote locations.
You can work with electronic mail on the Internet or over a different
computer network.

To work with electronic mail, you must have the appropriate hardware (such
as a modem and phone line). In addition, your computer must be connected
to an Internet service provider or another network that provides electronic
mail services.

For more information about sending and receiving electronic mail, see
onscreen Help. In addition, see the documentation that comes with your
computer, browser, or Internet service provider.

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

### error 7-25
« in spreadsheet cells 7-23

A

Absolute references 7-22
Active cell 7-3, 7-25
Address Envelope Assistant 9-27
Address labelsSeelabels
Address List Assistant 2-6, 8-7
Address, cell 7-6
Addresses and names list 2-6, 8-7
Addressing envelopes 2-6, 9-27
Airbrush (Spray can) 6-5
Aligning

data in

cells 7-10
fields 8-34

fields 8-32, 8-41

objects 5-15

text 4-6, 4-12

text, in text frames 4-6, 5-20
Alphabetizing library items 3-21
Apple Guide 1-6
Apple Modem Tool 10-9
AppleScript*AppleScript
AppleWorks 2-2

AppleWorks stationerySee
Stationery

Applying styles 9-9, 9-12, 9-14
Arcs

See als®bjects

reshaping 5-13, 6-5

tool for drawing 5-4
Arrow keys, preferences for 3-22
Arrow pointer 3-4, 3-9
Arrowheads

adding to lines 5-10, 6-6

copying settings for 5-11
Art. SeeClip art; Pictures
Assistants

Address List 8-7

Create Labels 8-32

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

described 2-4
Envelope 2-6, 9-27
Insert Footnote 4-28
Paragraph Sorter 4-14
Table Maker 4-20
Attributes, changing for text 4-7
Auto Calc 7-24
Autogrid 5-7, 5-15, 6-8
AVERAGE function, example 7-28
Avery labels Seel.abels
Axes 7-30, 7-33

B

Backup copy 2-9
Bar charts, changing 7-33
Basic styles 9-7, 9-13
Bezigons 5-4, 5-13, 5-14
See als®bjects
Blank documents, creating 2-2
Blending image colors 6-12
Body part.SeeParts, database
Bold text 4-7
Book marks
creating 9-2
deleting 9-4
editing 9-4
going to in document 9-5
HTML files, in 11-8
sorting names 9-5
using, in
draw documents 5-21
paint documents 6-17
spreadsheet
documents 7-35

word processing
documents 4-36

Web pages, in 11-8
Bookmarks in HelpgHelp,
customizing
Borders

cell 7-19

chart 7-33

field 8-34

image 6-6

object and frame 5-3, 5-10

Browse mode (database) 8-2, 8-13
Browsers
described 11-2
selecting 11-2
starting 11-3
Brush 6-5
Bucket.SeeFilling; Paint bucket
Bulletin boards 10-2, 10-4
Bullets 4-11
Business Cards Assistant 2-6
Button bar
See alsd@uttons
changing number of rows 3-6
creating new 3-7
Default 3-5
displaying pop-up menus 3-6
moving 3-6
positioning 3-6
showing and hiding 3-6
switching 3-5
Button fields
described 8-9
finding 8-26, 8-28
Buttons
See alsdButton bar
adding and removing 3-7
creating new 9-33
described 3-5
editing 9-34
macros formacros

C

Calculating formulas 7-24
Calculation fields 8-9, 8-11, 8-12
Calendar Assistant 2-6
Capturing data, described 10-7
Cell range

described 7-5

entering in formulas 7-24, 7-28

naming 7-13

printing 7-21

setting in charts 7-30
Cells

active 7-3, 7-25



I-2  AppleWorks 5 User's Manual

Communications documents
capturing data in 10-7
concepts 10-2

connection
setting up 10-4

address for 7-6 See als®bjects

borders, adding 7-19 Circular references 7-20, 7-23

centering data in 7-10 Clip art

data, in inserting in documents 2-19
deleting 7-8, 7-18 storing in libraries 3-18

entering_ 7.5 using 5-19, 6-15, 7-34, 8-33 tools for 10-9
workir?g with 7-6. 7-7. 7-8  Clippings, text and picture 3-11 crt:?tlng 10-3 d pasti
=1 : cutting, copying, and pastin
deleting 7-18 Closing documents 2-20 in 3910 pying P 9

CM document type 2-4

filling automatically 7-9 data, working with 10-5

grid 7-3,7-20, 7-21 Co”api'l'_”g 18 described 1-13, 10-1, 10-3
inserting 7-18 outlines 4- log-on macros for 10-8
linking 7-35 palettes 3-8 phone book 10-3, 10-8
locking (protecting) 7-6 Colors phone calls

names for 7-12 See alsdalettes placing 10-4, 10-8

references to changing in receiving 10-4
described 7-22 charts 7-33 printing 10-7
entering 7-23 databases 8-20, 8-34 saving 10-7

examples 7-25 objects 5-10

selecting 7-5
Certificate Assistant 2-6

outlines 4-15
text 4-7
text frames 4-6, 5-20

scrollback pane 10-5
sending files from 10-8
session

Chapters, adding to a documesee copying from described 10-2

Sections images 6-6 printing during 10-7
Characters, counting 4-33 objects and frames 5-11 settings for 10-9
Charts paint images, setting 6-6 spelling, checking in 4-31

See als®&preadsheet documents; preferences for 3-22
Spreadsheet frames tinting and shading (paint) 6-12,

borders on 7-33 6-13

copying or cutting 7-31 Column guides 4-22

tools for 10-9

when to use 10-1
Communications tools 10-9
Contents, Help 1-3

grelatt_ing ;;i 7-30 Colu(rjlnr:sb Continue indicators 9-29
eleting 7- atabase

described 7-29 labels, for 8-40 Contcrj(:;base 8-16
clements layouts for 8-18, 8-30, 8-31

described 7-30
modifying 7-30-7-33
examples 7-1, 7-29, 7-30
options for 7-30
resizing 7-31
showing and hiding 7-31
types of*charts, creating
updating data for 7-29
Checkboxes
as database fields
described 8-9
finding 8-26, 8-28
selecting 8-19
in text documents 4-11
Checking spellingSeeSpelling
Checklists 4-11
Chinese textWorldScript
Circles, drawing 5-4

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

moving and

formatting 8-20

resizing 8-19, 8-20

selecting 8-18
spreadsheet

changing number of 7-4

headings 7-3, 7-20

inserting and deleting 7-18

printing headings for 7-21

resizing 7-17

selecting 7-6

tittes 7-19, 7-21

transposing with rows 7-7
text

as linked frames

4-22,9-29-9-31

in word processing

documents 4-21-4-23

varying on a page 4-27
Commas, in numbers 7-10

increase or decrease
columns 4-21

line-spacing 4-13
pane 3-2, 10-6

paragraph and outline style 4-15

show/hide tools 3-1, 3-4
tab 4-10

text alignment 4-12
zoom 3-1

Converting documents

by importing 2-18

from and to FileMaker Pro 9-26

to HTML format 11-9

using Convert Documents
script 2-19

Copying

See alscCutting; Duplicating;
Pasting



cell
formats 7-10
formulas or values 7-8
references 7-22

charts, spreadsheet 7-29, 7-31
communications data 10-6

database
layouts 8-29
records 8-15
summary data 8-37

described 3-10
formats
paragraph 4-14
spreadsheet cell 7-10
help text*Help, copying
images 6-9
images, colors of 6-6
library items 3-20
objects 5-9
objects, attributes of 5-11
pictures 5-19, 6-15
styles 9-17

tables, from communications
sessions 10-8

text
from communications
documents 3-10
ruler settings for 4-14
selected 4-6

using the eyedropper 5-11, 6-6
Counting characters, words, lines,
paragraphs, pages, and sections 4-33
Create Labels Assistant 2-6, 8-32
Custom

buttons on button bar,
creating 9-33
icons (paint) 6-16
styles, in
outlines 4-19
text 9-5-9-18
Cutting
See alsaCopying; Pasting
cell data 7-8
described 3-10
library items 3-20
styles 9-17
text 4-6

text from communications
documents 3-10

D

Database documents

See alsdatabases; Fields;
Layouts; Records

calculations 8-11, 8-12
described 1-12
entering data in 8-13
examples of 8-3-8-6
field

definitions 8-3

types 8-3, 8-7, 8-8, 8-12
find requests 8-24-8-26
formulas and functions in 7-21,
8-8, 8-11
importing data to 8-38
inserting data in 8-39
merging data from 9-22-9-25
modes of

described 8-2

Find 8-24

Layout 8-30

multiple 8-32

movies in 8-9, 9-31
parts 8-36-8-37
pictures,
adding to 8-9, 8-14, 8-33
preferences for 3-21
printing 8-40
slides in 9-19
text attributes,
changing for 8-20, 8-34
when to use 8-1
Database modes 8-2
Databases
See alsdatabase documents
described 8-2
designing 8-6
elements of 8-2
importing 8-38
spreadsheets and,
differences 7-2
Dates
conventions for 3-16
current, in
databases 8-13
text 3-16, 3-17
format preferences 3-22
formatting, in
databases 8-8, 8-34
spreadsheets 7-10

Index 1-3

recording automatically 8-9
sorting paragraphs by 4-14
DB document type 2-4
Default
button bar 3-5
font, changing 3-22
font, in spreadsheets 7-10

formatting (options
stationery) 2-13

preferences, setting 3-21
Deleting

charts 7-31

fields 8-12

footnotes 4-29

headers and footers 3-15

images 6-9

layouts 8-33

library items 3-20

named
cells 7-13
searches 8-26
sorts 8-23

objects 5-9

records 8-16
reports 8-38
sections 4-25

spreadsheet
cells, columns,
and rows 7-18
data 7-8
page breaks 7-20

styles 9-17

text 4-5

undoing deletion 3-11
Depth (perspective), adding to
images 6-11
Depth and resolution, paint 6-15
Dictionaries

See als@pelling

editing 4-33

importing and exporting 4-33

selecting 4-32
Display options, spreadsheet 7-20
Distance, adding to images 6-11
Distorting images 6-11
Distributing objects 5-15
Document linksSeeLinks
Document summary information 2-16
Documents

Assistants 2-4

* Choose Index from tt(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.
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closing 2-20
creating 2-3-2-8
described 1-7
finding 2-6
importing and exporting 2-18
linking
to different or same
document 2-12, 9-2
to Uniform Resource
Locator (URL) 11-7
opening 2-10
opening linked 9-3
previewing 2-21, 3-12, 6-16
printing 2-20
saving
AppleWorks 2-9
formats (stationery) 2-12
in a different file
format 2-18

size of paint 6-16
styles 9-8

DR document type 2-4
Drag and drop

adding database records 8-14
copying objects 3-10
documents

importing 2-18

inserting 2-19
movies and pictures, adding to

database fields 8-14

moving database records 8-16

Draw documents

book marks in 5-21
creating 5-2
described 1-9, 5-2

links to different or same
document 5-21

movies in 9-31
pages, adding to 5-18
preferences for 3-21
slides in 9-19

text, spreadsheets, and paintings,
adding to 5-20
when to use 5-1

images 6-9
layouts 8-29, 8-33
library items 3-20
objects 5-9
records 8-15
styles 9-17

E

Editing styles 4-19, 9-15
Electronic mail

See alsdnternet; World Wide
Web

sending and receiving on
Internet 11-10

Elements, chart 7-30
Email. SeeElectronic mail
EndnotesSeeFootnotes
Enlarged viewSeeZooming

Enter key, changing preferences
for 3-22

Envelope Assistant 2-6, 9-27
Envelopes, addressing 2-6, 9-27
Eraser 6-5
Errors

memory 6-16

spreadsheet
### in cells 7-25
* (bullets) in cells 7-23
formula 7-25

troubleshooting
*troubleshooting

Expanding
outlines 4-18
palettes 3-8
Exporting
AppleWorks documents 2-18
dictionaries 4-33
HTML files 11-9
styles 9-17
Eyedropper 5-11, 6-6

F

calculation 8-9, 8-11, 8-12
changing 8-12
coloring 8-34

defining (naming) 8-3, 8-7, 8-12

deleting 8-12
described 8-2
entering data in 8-13
labels, hiding 8-34
moving 8-32
multimedia 8-9

number of characters in text 8-8

options, entry for 8-10
resizing 8-32
selecting 8-13
summary 8-9, 8-11, 8-12
tab order, changing 8-15
text attributes of 8-20, 8-34
types of 8-3, 8-8, 8-12

File formats
database 8-39

saving for
export 2-18
reuse (stationery) 2-12

File transfer 10-8
FileMaker Pro, exporting and
importing 8-40
Fill command (paint) 6-12
Filling
cell data 7-9
images 6-5, 6-6, 6-12
objects and frames 5-10
Fills
copying from objects 5-11
described 5-3
Filters.SeeTranslators
Finances, home 2-6
Find Document Assistant 2-6
Find mode (database) 8-2, 8-24
Find requests
and merging data 9-24
and record numbers 8-26
described 8-24

saving (named searches) 8-26

FAQ. SeeFrequently Asked Questions Finding

Fields documents 2-6

See alsdatabase documents; formatting characters 4-30
Layouts; Records library items 3-20

adding 8-12, 8-32 records, and matching 8-24-8-28

aligning 8-32 synonyms 4-32

Drawing tools 5-3-5-5
Drawing, in any document 5-2

Drawings and paintings, differences
between 6-2

Duplicating
See alscCopying
cell data (filling) 7-9

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



text
and changing 4-29
in onscreen HelpHelp,
searching
Flipping
images 6-11
objects 5-15
Fonts
attributes, changing 4-7
changing in
databases 8-20, 8-34
outlines 4-19
spreadsheets 7-10
text 4-7
text frames 4-6, 5-20

default, changing 3-22
displaying in menu 3-22
in paintings 6-14
Footer partSeeParts, database
Footers
dates and times in 3-16
in database documents 8-37
inserting 3-14
on title pages 3-15, 4-21
page numbers in 3-17
previewing 3-12
removing 3-15
Footnotes
deleting 4-29
inserting at end of
document 4-28
inserting at end of page 4-28
inserting using Assistant 2-6,
4-28
Foreign language text\VorldScript
Formats
copying
cell 7-10
paragraph 4-14
saving (stationery) 2-13
Formatting
cell data 7-9

dates, times, and numbers in
databases 8-20, 8-34
documents 7-21, 8-8
spreadsheets 7-10
outlines 4-17-4-19

paragraphs 4-8-4-14

pictures, in database fields 8-34

QuickTime movies, in
database fields 8-34

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

rows and columns in
databases 8-20
spreadsheets 7-19, 7-20
sections 4-25

text
characters 4-7
databases, in 8-20, 8-34
drawings, in 5-20
paintings, in 6-14
spreadsheets, in 7-10
text frames, in 5-20
with custom styles 9-5
Formatting characters
described 4-6
searching for (finding) 4-30
showing/hiding 4-6, 11-4
Formulas

See alsd-unctions; Spreadsheet

documents
calculating 7-24
database 8-9, 8-11
described 7-21
displaying in cells 7-20
entering in
databases 8-9, 8-11
spreadsheets 7-23

errors in 7-25
examples 7-22, 7-25
named cells in 7-14

operators
entering 7-23
order of*precedence
of operators

Frames

See alsdPaint frames;
Spreadsheet frames; Text
frames

documents, in
paint 6-14
spreadsheet 7-4
filling 5-10
inline 4-34
inserting in text 4-34
linked 9-29-9-31
locked 5-16
selecting 5-6, 5-20
text, changing
appearance of 5-10, 5-20
transparent 5-3, 5-10, 5-19
Freehand objects
See als®bjects
connecting 5-14

Index 1-5

drawing 5-4

reshaping 5-13
Frequently Asked Questions 1-6
Function button 7-27
Functions

See alsd-ormulas; Spreadsheet

documents
described 7-26
entering in
databases 8-11
spreadsheets 7-27

example 7-28
for matching records 8-28
values, selecting 7-28

G

Gallery 7-30
General preferences 3-22
Getting helpSeeHelp
Glossary terms in
Help *glossary
user’s guide 1-2
Go to
page 3-3
record 8-16
spreadsheet cell 7-6
Gradients
See alsdralettes
copying from objects 5-11
displaying fastergraphics,
preferences
preferences for 3-22
setting for
database fields 8-34
images 6-6
objects 5-10
Graphics preferences 3-22
Graphics rulerSeeRulers
Graphics SeeClip art; Pictures
GraphsSeeCharts
Grids 5-7, 6-8
Grouping objects 5-15, 5-16

H

Handles
changing number cfgraphics,
preferences
described 5-6
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Hanging indent 4-11
Hard (non-breaking) space 4-5
Header partSeeParts, database
Headers
dates and times in 3-16
in database documents 8-37
inserting 3-14
on title pages 3-15, 4-21
page numbers in 3-17
removing 3-15
viewing in page view 3-12
Headings, spreadsheet
described 7-3
showing and hiding 7-20
Heavy (bold) text 4-7
Help
contents 1-3
copying text fromHelp, copying
index 1-4
keywords 1-4
notes, adding to 1-4, 1-5
opening and closing 1-3
QuickHelp application 1-4
topics
marking*Help, customizing
navigating 1-3
viewing 1-4
using with this user’s guide 1-2
Helpers 11-3

Hidden characterSeeFormatting
characters

Hiding

button bar 3-6

field labels 8-34

formatting characters 4-6

graphics grid 5-7

page guides and
margins 3-12, 3-18

palettes 3-3

records 8-21

rulers 3-13

scrollback pane 10-6

spreadsheet
chart or frame 7-31
columns and rows 7-17
grid 7-20
headings 7-20
tool panel 3-4
Home Finance Assistant 2-6
Horizontal lines in HTML files 11-5

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

Horizontal pane control 3-2, 10-6
Host computer, described 10-2

HTML (Hypertext Markup Language)
*HTML

HTML files

See alsdnternet; Web pages;
World Wide Web

adding pictures to 11-5

creating 11-4

described 11-3

design tips 11-3

editing 11-10

opening 11-10

saving (exporting) as 11-9
Hypertext links Seelinks
Hypertext Markup Language (HTML)

SeeElectronic mail; HTML files;
Internet; Web pages

Hyphenation 4-31

|

Icons
button barSeeButtons
custom (paint) 6-16
for text clippings 3-11
Images
combining 6-13
described 6-4
pasting 3-10
selecting 6-8
storing in libraries 3-18
transforming 6-10-6-13
working with 6-8, 6-9, 6-10,
6-11, 6-12
Importing
See alsdnserting
databases 8-38
dictionaries 4-33
documents 2-18
HTML files 11-10
styles 9-17
Indenting
See alsdMargins
outline topics 4-17
paragraphs 4-11
Index, Help 1-4
Indicators, frame link 9-29
Inferior text 4-7

Info Line, showing and hiding 9-33
Inline pictures and frames 4-34
Insert Footnote Assistant 2-6, 4-28
Inserting
See alsdmporting
cells, columns, and rows 7-18
clip art 2-19, 5-19, 6-15
column breaks 4-23
database
data 8-15, 8-39
parts 8-36-8-37
documents 2-19
footnotes 2-6, 4-28

page breaks, in documents
spreadsheet 7-20
word processing 4-23

page numbers 3-17

pictures, in
database fields 8-14
database layouts 8-33
drawings 5-19, 6-15
paintings 6-15
spreadsheets 7-33
word processing
documents 4-34

sections in a word processing
document 4-25

Insertion point 4-3
Installing dictionary or thesaurus 4-32
Internet

See alsdclectronic mail; HTML
files; Web pages; World Wide
Web

described 11-1

sending and receiving electronic
mail 11-10

Introduction to AppleWorks 1-1
Inverting images 6-12

Invisible charactersSeeFormatting
characters

ISP (Internet Service Provider) 11-2
Italic text 4-7
Items, library.Seel.ibraries

J

Japanese texWorldScript
Justified text 4-12



Index 1-7

K text, counting 4-33 Locking and unlocking

tools for drawing 5-4 objects and frames 5-16
Keys, order 7-11 Lines in HTML files 11-5 spreadsheet cells 7-6, 7-12
Keywords, in document Link indicators 9-29

summary 2-16

Keywords, index 1-4 Linked M

frames 9-29-9-31
spreadsheets and charts 7-29  Macintosh drag and drop 3-10

L Linking Macros
Labels objects in word processing described 9_-34_
mailing documents 4-36 for communications
creating 2-6, 8-31 Web pages documents 10-8
described 8-30 to Uniform Resource shortcut buttons formacros
printing 8-40 Locator (URL) 11-6 Magic wand 6-8
outline 4-15, 4-18 See alsdJniform Resource Magnified view.SeeZooming

Locator (URL)

paragraph 4-11 Mail merge.SeeMerging data

Links . - - .
spread_sheet chart 7-30 See alsdJniform Resource Ma!l', electronic.SeeElectronic mail
Labels Assistant 2-6, 8-32 Locator (URL) Mailing labels.Seel abels
Lasso 6-8, 6-17 creating Make Table Assistant 2-6, 4-19
Layout mode (database) 8-2, 8-28 document links 9-2 Making tables 2-6
Layouts to same or other Margins
See als®atabase documents; document 2-12, 9-2 See alsdndenting
Fields; Records to Uniform Resource setting 3-18
changir;g 8-32-8-33 Locator (URL) 11-6 viewing 3-12, 3-18
deleting 9-4 9 ’
columnar 8-17, 8-18, 8-30, 8-31 described 9-1 Master pages 5-17
creating 8-30, 8-31 - Matching records 8-27
: editing 9-4
deleting 8-33 oing to names in document 9-5 Memory 6-16
described 8-28 going Merging data 7-5, 9-22-9-25
duplicating 8-33 opening Mi ft Works. i i
ph g linked documents 9-3 icrosoft Works, importing
naming 8-30, 8-33 linked Uniform Resource from 8-39
selecting 8-31 Locator (URL) 11-7,11-9  Modems
standard 8-36 printing documents with 9-3 described 10-2
types of 8-29-8-30 sorting names 9-5 phone calls and 10-4
viewing 8-32 text, in requirements for 10-9
Leading grand summargeeParts, draw documents 5-21 setting connection with 10-4
database word processing when required 10-1, 10-4

documents 4-36
using, in
draw documents 5-21

Leading in text 4-13
Legends, spreadsheet chart 7-30, 7-33

Modes, paint 6-7, 6-13
Mouse control preferences 3-22

Letters, in page numbers 3-17 paint documents 6-17 Movies 8-9, 9-32
Levels (subtopics) in outlines 4-14 spreadsheet documents control badge 9-32
Libraries 3-18-3-21, 5-19 7-3d5 i QuickTime extension 9-31
Li ; Ioh i 21 word processing ;
!brary items, alphabetizing 3 documents 4-36 Moving
Line breaks 4-4 Web in 11-6 database
Line charts 7-29 Link el F:t""g(;s’z'n . columns and rows 8-20
; ey . INKs paletie 9- fields 8-32
t:zgsspacmg in text 4-13 List mode (database) 8-2, 8-18-8-20 records 8-16
. Lists images 6-8
fﬁaenzlii?tg_efés creating in text documents 4-11 objects 5-8
custom width forpen of names and addresses 2-6 outline topics 4-17
of values (database) 8-9 spreadsheet cells and data 7-7

setting attributes for painting 6-6

* Choose Index from tt(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.
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Multimedia fields
attributes, changing 8-34
described 8-9

moving with database
document 8-17

N

Name fields 8-8, 8-14, 8-23
Named

cells 7-12

cells in formulas 7-14

search 8-26
Naming

cells 7-13

documents 2-9

fields 8-3, 8-12

layouts 8-30, 8-33

reports 8-38

searches 8-26

sort sequences 8-22, 8-23
Negative numbers

entering 7-5

formatting 7-10
New documents, creating 2-2
Newsletter Assistant 2-6
Non-breaking space 4-5
Number fields 8-8
Numbering

footnotes 4-28

outlines 4-15, 4-17

pages 3-16

paragraphs 4-11

sections 4-27
Numbers

entering in spreadsheets

7-5,7-10

formatting, in

databases 8-20, 8-34
spreadsheets 7-10

sorting paragraphs by 4-14

O

Objects
See alsd\rcs; Bezigons; Circles,
drawing; Freehand objects;
Lines; Polygons; Rectangles,
drawing; Regular polygons;
Rounded rectangles, drawing;

Squares, drawing
arranging 5-15
borders of 5-3, 5-10
changing

appearance of 5-9
orientation of 5-15

coloring 5-10
connecting 5-14
copying
attributes of 5-11
one or more 5-9

deleting 5-9
described 5-3
drawing tools 5-4
duplicating 5-9
filling 5-10
grouping and ungrouping 5-15,
5-16
inserting in text 4-34
locking and unlocking 5-16
moving 5-8
pasting 3-10
reshaping or smoothing 5-13
scaling 5-12
selecting 5-6
selection preferences 3-22
storing in libraries 3-18
Online service 10-2
Onscreen HelpSeeHelp
Opaque paint mode 6-7, 6-13
Opening
button bar 3-6

documents
AppleWorks 2-10
Assistants 2-4
from different
applications 2-18
linked 9-3
new 2-2
stationery (templates) 2-7
HTML files 11-10
libraries 3-19
palettes
fill and pen 5-9
library 3-19
links 9-2
mail merge 9-24
stylesheet 9-5
Operators 7-23, 8-25
Options stationery 2-13
Order keys 7-11

Outdenting (indented
paragraphs) 4-11
Outline styles 4-19, 9-7
Outlines 4-14-4-18
Ovals, drawing 5-4
See als®bjects
Overlapping
document windows 3-3
images 6-2, 6-7
objects 5-15, 6-2

P

Page view 2-21, 3-12
Pages
adding to draw documents 5-18

breaking, in documents
database 8-37
spreadsheet 7-20
word processing 4-23

counting 4-33
displaying in word processing
documents 4-23
going to 3-3
margins and guides for, showing/
hiding 3-12, 3-18
master 5-17
numbering 3-16
orientation and size of 2-21, 3-18
title 3-15, 4-21
viewing in page view 3-12
Paint bucket 6-5
Paint documents
See alsdPaint frames
book marks in 6-17
creating 6-2
custom icons for 6-16
described 1-10, 6-3
linked frames in 9-30

links to different or same
document 6-17

memory for 6-16

modes for 6-7, 6-13
painting in 6-4

pictures in 6-15
preferences for 3-21
previewing 6-16

resizing 6-16

resolution and depth 6-15
slides in 9-19

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



text and spreadsheets in 6-14

tools, using in 6-4

when to use 6-1

zooming images in 6-10
Paint frames

See alsd-rames; Paint
documents
book marks in 6-17
creating in
any document 6-2
draw documents 5-20
spreadsheet documents
7-34
word processing
documents 4-34

described 6-3
linking 9-29
links to different or same
document 6-17
opening and closing 6-4
painting in 6-4
point of origin 6-4
resizing 6-4

Painting tools 6-5

Paintings and drawings, differences
between 6-2

Palettes

See alsdColors; Gradients;
Patterns; Textures

described 3-8
fill and pen 5-9, 6-6
library 3-18
links 9-2
mail merge 9-24
preferences for 3-22
stylesheet 9-5
Pane controls 3-1
Pane, scrollback 10-5
Paragraph Sorter Assistant 2-6, 4-14
Paragraph styles 9-7, 9-13
Paragraphs

adding bullets, numbers, or
checkboxes to 4-11

aligning text in 4-12

copying ruler settings for 4-14
counting 4-33

indenting 4-11

line spacing, changing 4-8
reordering 4-12

sorting 2-6, 4-14

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

space between 4-13
styles for 9-7, 9-13

Parts, database
copying summary fields in 8-37
deleting and resizing 8-37
described 8-36
inserting 8-36

Passwords

opening protected
documents 2-10

setting 2-17
Paste Function button 7-27
Pasting
See alsaCopying; Cutting
cell
data 7-8
formats 7-10
described 3-10
formats
cell 7-10
paragraph 4-14
library items 3-20
objects 5-9

objects in a spreadsheet cell 3-10

styles 9-17
text from communications
documents 3-10
Patterns
See alsdralettes
changing in charts 7-33
copying from objects 5-11
setting for
database fields 8-34
images 6-6
objects 5-10
Pencil 6-5
Perspective, adding to images 6-11
Phone book (communications) 10-3,
10-8
Pick Up command 6-13
Picture clippings 3-11
Pictures
adding to
database fields 8-9, 8-14
database layouts 8-33
drawings 5-19
headers and footers 3-14
HTML files 11-5
libraries 3-18
paintings 6-15
spreadsheets 7-33
word processing

Index 1-9

documents 4-34

formatting, in database
fields 8-34

inline 4-34

wrapping text around 4-35
Pixels

changing size of 6-15

described 6-1, 6-15

editing individual 6-10
Point of origin, for

paint frames 6-4

spreadsheet frames 7-4
Pointer.SeeArrow pointer
Polygons

See als®bjects

closing 3-22

connecting 5-14

reshaping 5-13

tools for drawing 5-4
Pop-up menus in database fields

described 8-8

finding 8-26, 8-28

selecting 8-19
Postal codes, in databases 8-8
Preferences 3-21
Presentation Assistant 2-6
Previewing documents to be
printed 2-21, 3-12
Printing

choosing page size and

orientation 3-18

documents
communications 10-7
database 8-40
described 2-20
merge 9-25
spreadsheet 7-21
with links 9-3

Help topics 2-20

labels 8-40

scrollback pane contents 10-5

spreadsheet headings 7-21

Protecting spreadsheet cells 7-6, 7-12

PT document type 2-4

Publish & Subscrib&Publish &
Subscribe

Q

QuickHelp application 1-4
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QuickTime moviesSeeMovies

R

Radio button fields

described 8-9

finding 8-26, 8-28
Ranges of cells, naming 7-12
Record info fields 8-9
Records

See alsdatabase documents;
Fields; Layouts

adding 8-14

copying or deleting 8-16

described 8-2

duplicating 8-15

finding and matching 8-24-8-27

going to 8-16

hiding 8-21

moving 8-16

numbering of 8-26

selecting 8-21

sorting 8-8, 8-14

viewing 8-17, 8-18, 8-22
Rectangles, drawing 5-4

See als®bjects
Reduced viewSeeZooming
References, cell 7-20, 7-22-7-24
Regular polygons 5-4, 5-5, 5-13,
5-14, 6-5

See als®bjects
Relative references 7-22
Reordering paragraphs 4-14
Reports 8-38
Reshaping or smoothing

See als&haping

images 6-11

objects 5-13
Resizing

database

fields 8-32

parts 8-37
rows and columns 8-19

draw documents 5-18
images 6-12
objects 5-12
paint
documents 6-16
frames 6-4

spreadsheet

charts 7-31

columns and rows 7-17
documents 7-18
frames 7-4, 7-18

Resolution and depth, paint 6-15

Reverting to a previously saved
version of a document 3-11
Roman numerals, in page numbers
3-17
Rotating
images 6-11
objects 5-15
Rounded rectangles, drawing
5-4,5-13, 6-5
See als®bjects
Rows
database, viewing data in 8-17,
8-18, 8-19, 8-20
spreadsheet
changing number of 7-4
headings 7-3, 7-20, 7-21
inserting and deleting 7-18
resizing 7-17
selecting 7-6
tittes 7-19, 7-21
transposing with
columns 7-7
Rulers
changing 3-13
graphics 5-7
text
copying settings for 4-14
setting tabs and margins
4-8, 4-10

S

Saving
backup copies 2-9
communications data 10-7
documents 2-8
file formats for 2-18
formatting (stationery) 2-12
HTML files 11-9
libraries 3-19

Scaling, objects 5-12

Scanned pictures 6-15

Scatter chart, example 7-30

Scripting*AppleScript

Scripts
Convert Documents 2-20
Mail Merge 9-26

Print Documents 2-21

Remote Slide Show 9-22
Scrollback pane 10-5, 10-7
Searches, named 8-26
SearchingSeeFinding
Section break character 4-25
Sections

about 4-24

columns in 4-27

counting 4-33

formatting 4-25

inserting and deleting 4-25

numbering 4-27

title pages in 4-21
Selecting

database
columns and rows 8-18
fields 8-13, 8-19
layouts 8-31
records 8-21

frames 5-6, 5-20
images 6-8
library items 3-20

objects in
documents 5-6
frames *selecting objects

spreadsheet cells 7-5
text 4-5
tools
drawing 5-3, 5-5
frame 3-9
painting 6-5
Selection rectangle (paint) 6-8
Selection toolSeeArrow pointer
Serial numbers in database fields 8-9
Series, spreadsheet chart,
in 7-30, 7-33
Session
described 10-2
starting and ending 10-4
timing and status 10-3
Shaping
See alsdreshaping or smoothing
images 6-10, 6-11
objects 5-13
Shearing an image 6-11
ShortcutsSeeButton bar, Buttons
Show/hide tools control 3-1
Showing
button bar 3-6

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



field labels 8-34

formatting characters 4-6, 11-4

graphics grid 5-7

margins and page guides 3-12,
3-18

palettes 3-3
records 8-22
rulers 3-13
scrollback pane 10-6
spreadsheet
chart or frame 7-31
columns and rows 7-17
grid 7-20
headings 7-20
tool panel 3-4
Size, changingSeeResizing
Slide show options 9-20
Slides 9-18-9-21
Smart quotes 3-22
Smoothing objects 5-13
Soft return 4-4
Sorting
database
for mail merge 9-24
name fields 8-14
records 8-8, 8-22, 8-26
links 9-5
paragraphs 2-6, 4-14
spreadsheet data 7-11
Spaces, non-breaking 4-5
Spelling
See als®ictionaries; Thesaurus
checking 4-30
user dictionaries 4-32
Splitting windows into panes 3-2
Spray can 6-5
Spreadsheet documents

See alscCharts; Formulas;
Functions; Spreadsheet frames

« (bullets) in cells 7-23
book marks in 7-35
creating 7-3

described 1-11, 7-3
entering data in 7-5
errors 7-25

font, default for 7-10
movies in 9-31

page breaks in 7-20
pictures, adding to 7-33
preferences for 3-21, 3-22

printing 7-21

resizing 7-18

slides in 9-19

text frames, adding to 7-33

when to use 7-1
Spreadsheet frames

See alsd&Charts; Frames;
Spreadsheet documents
changing 7-4, 7-5
creating in
any document 7-3
draw documents 5-20
paint documents 6-14
spreadsheet documents 7-3
word processing
documents 4-20

described 7-4

linking 9-29

opening and closing 7-4

point of origin 7-4

resizing 7-18

showing and hiding 7-31

tables, as text 4-20, 7-2
Spreadsheet tool 3-4

Spreadsheet
documents

links to different or same
document 7-35

Spreadsheets and databases,
differences 7-2

Squares, drawing 5-4
See als®bjects
SS document type 2-4
Stacking windows 3-3
Starting AppleWorks 2-1
Stationery
creating
AppleWorks 2-12
default (Options) 2-13
envelope 9-27
described 2-12
opening 2-7
opening with password 2-17
Storing text and art in libraries 3-18
Styles
applying 9-9, 9-12, 9-14
changing for
outlines 4-19
text 4-7
text frames 4-6

copying, pasting, and deleting 9-17

Index 1-11

creating 9-10, 9-12
described 9-5
editing 4-19, 9-15
importing and exporting 9-17
in documents 9-8
outline 4-19, 9-7
turning off 9-11
types of 9-7
using in
an outline 4-15, 4-16, 4-19
any document 9-5-9-18
database documents 8-20,
8-35
draw documents 5-11
paint documents 6-7
spreadsheet documents
7-11
text 4-8, 4-9
Stylesheet palette 9-13
Subscript text 4-7
Subtopics in outlines 4-14
Summary fields 8-9, 8-11, 8-12
Superior text 4-7
Superscript text 4-7
Symbols, spreadsheet chart 7-30
Synonyms, finding 4-32

T

Table styles 9-7
Tables

copying, from communications
documents 10-8

creating with
Assistants 2-5, 4-20
Make Table shortcut 4-20
spreadsheet tool 4-20
tabs, in text 4-10, 4-20

in text 4-19, 4-20, 7-2
styles for 7-11, 9-7
Tabs, setting and changing 4-10
TemplatesSeeStationery
Terminal, described 10-2
Text
See alsd-rames; Text frames;
Word processing documents
attributes, changing 4-6, 4-7,
5-20, 7-10, 7-33, 8-20, 8-34
counting words 4-33
cgséom styles for 4-8, 4-9, 4-15,

* Choose Index from tt(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.
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cutting, copying, and pasting 4-6
deleting 4-5
finding and changing 4-29
outlines, creating 4-14
pasting 3-10
preferences for 3-22
selecting 4-5
typing, in
database fields 8-13
drawings 5-19
paintings 6-14
spreadsheets 7-5
text documents 4-4
word count 4-33
wrapping
around pictures 4-35
at end of line 4-4
in spreadsheet cells 7-10

Text clippings 3-11

Text cursorSeelnsertion point

Text fields 8-8

Text formatting characters 4-6, 4-30
Text frames

See alsd-rames; Text; Word
processing documents

changing attributes in 4-6, 5-10,
5-20

creating in
any document 4-2
database layouts 8-32
draw documents 5-20
paint documents 6-14
spreadsheet documents
7-34
word processing
documents 4-2
described 4-2
linking 9-29
reshaping and resizing 4-4
sorting in 4-14
working with 4-3
Text ruler.SeeRulers
Text tool (word processing) 3-4, 3-9
Textures
See alsdPalettes
copying from objects 5-11
custom, creatingediting,
patterns and textures

setting for
database fields 8-34
images 6-6
objects 5-9

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

Thesaurus 4-32

See als&pelling
Tiling windows 3-3
Times

conventions for 3-16

current, in
databases 8-13
text 3-16, 3-17

formatting, in
databases 8-8, 8-34
spreadsheets 7-10

recording automatically 8-9
Tint
command 6-12
paint mode 6-7, 6-13
Title page 3-15
Titles
document 2-16
spreadsheet
chart 7-30, 7-33
locking 7-19
printing 7-21
Tools
arrow pointer 3-4, 3-9
drawing 5-4
frame (paint, spreadsheet,
text) 3-9
painting 6-4
panels, described 3-4
selecting
drawing 5-3
for repeated use 5-5
frame 3-9
painting 6-5
selection rectangle (paint) 6-8
showing and hiding 3-4
Topics in outlines 4-14

Trailing grand summarnyseeParts,
database

Transforming images 6-10—6-13
Translators, using to save files 2-18
Transparent

charts 7-33

fill 5-3

objects and frames 5-6, 5-10,

5-19

paint mode 6-7, 6-13
Transposing columns and rows 7-7
Troubleshooting'troubleshooting
Turning off styles 9-11

Typing, in

database fields 8-13
draw documents 5-20
paint documents 6-14
spreadsheets 7-5

U

Underlined text 4-7

Undoing changes 3-11
Ungrouping objects 5-15
Uniform Resource Locator (URL)

See alsd.inks; Linking
documents
creating links to 11-6
using, in
draw documents 5-21
paint documents 6-17
spreadsheet documents
7-35
word processing
documents 4-36

Unit of measure, changing for
line and paragraph spacing 4-13
rulers 3-13

Unlocking and lockingSeel.ocking
and unlocking

Unprotecting spreadsheet cells

7-6, 7-12

Unsmoothing objects 5-13

URL. SeeUniform Resource Locator
(URL)

User dictionaries 4-31

|

v5.0 (version) suffix, on filenames
3-22
Values

as lists in databases 8-9

in functions 7-27, 7-28
Vertical pane control 3-2
Viewing

documents as printed 2-21

fields 8-13

linked frames 9-31

pixels 6-10

records 8-17
VT102 and VT100 tools 10-9



w

Web pages

See alstdTML files; Internet;

World Wide Web

creating 11-4

described 11-3

design tips 11-3

editing 11-10

linking to Uniform Resource

Locator (URL) 11-6

opening 11-10

saving 11-10
Web.SeeWorld Wide Web
Windows

arranging 3-3

described 3-1

document, for
communications 10-3
databases 8-32
drawing 5-2
painting 6-3
spreadsheet 7-3
word processing 4-3

splitting into panes 3-2
zooming 3-2

Word count 4-33

Word processing documents
See alsd'ext; Text frames
book marks in 4-36
changing text attributes 4-7
columns in 4-21-4-23
counting words 4-33
described 1-8, 4-2
footnotes and endnotes 4-28
formatting characters 4-6
linked frames in 9-30

links to different or same
document 4-36

movies in 9-31

outlines in 4-14

page breaks in 4-23
pictures in 4-34
preferences for 3-21
sections 4-24

sorting in 4-14
spreadsheets in 4-19, 4-34
tables in 4-19

tabs, setting and changing 4-10
title page for 4-21

* Choose Index from tt(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.
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when to use 4-1
word count 4-33

Word processing frameSeeText
frames

World Wide Web

See alsd&lectronic Mail; HTML
files; Internet; Web pages

browsers 11-2

connecting to 11-3

described 11-1
WP document type 2-4
Wrapping text

around pictures 4-35

at end of line 4-4

in spreadsheet cells 7-10
WWW. SeeWorld Wide Web

X, Y

XMODEM Tool 10-9
X-Y scatter chart, example 7-30

Z

Zip codes, in databases 8-8
Zooming
controls for 3-1
documents 3-2
images (paint) 6-10, 6-14
setting a custom scale 3-2
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