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Some computer books teach their readers about computers by
explaining that information can be represented by a series of 0's and
1's. Other computer books teach about computers by teaching their
readers how to speak strange languages like BASIC and PL/I. Still
other books teach their readers about computers by introducing them to
long, complicated names like complementary metal-oxide-
semiconductor.

Approaching Macintosh is not like those books. Approaching
Macintosh teaches its readers about computers by teaching them how to
use one. If learning by doing is the way you like to learn, we're sure
you'll enjoy using this book. Approaching Macintosh focuses on
software for the Apple® Macintosh™, a computer that is fast becoming
a fixture on many college campuses.

This book is the result of two years of class testing on such
unsuspecting subjects as Stanford University undergraduates,
graduates, faculty, and staff. Using their input, Approaching
Macintosh was designed to be an effective teaching tool in both
self-paced and classroom teaching situations.

The book is divided into sections, each of which treats a general type
of microcomputer application, such as word processing, database
management, and graphics. Each section begins with an overview of
the basic terms and concepts you'll be covering in that section. These
sections will help you understand what this type of software can do and
how it's typically used.

Every section contains one or more modules—the individual exercises
that teach you how to use a specific software package. Each module
should take about 1 to 1-1/2 hours to complete, and both introductory
and advanced modules are provided for many software packages.

Approaching Macintosh was designed so that you can choose to
complete the modules that interest you in whatever order you wish.
However, it is recommended that you complete the Introduction to
Macintosh module first, and that you complete the introductory modules
before you start the advanced ones.

Before you begin a module, be sure to read the paragraphs labeled The
Task carefully. These paragraphs explain what you're about to do and
why. At the end of each module, read the Review paragraph to make

sure you haven't missed the high points.

At the end of each section are Gallery documents that provide
examples of how a software package is used. These gallery ideas
should serve as a springboard for your own experimentation.
Exercises are also provided to test your recall of the most impor ant
procedures and concepts of that section.

PREFACE



The important thing to remember when using Approaching Macintosh is
that the authors sincerely want you have fun while you're learning.
We've worked long, hard hours (and some legal holidays) to choose
examples that will make you smile. Try not to disappoint us.

Michael Tchao
Bill Berner

Ron Fernandez
Dave Finkelstein
Cindy Frost
Albert Chu

Stanford, California
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Approaching
Macintosh

The Parts of a
Macintosh

Screen

1-2

Welcome to the first step. Before you can begin to become a pro at

personal computing, you'll need a quick introduction to the Macintosh
and how to work with it. If you've never used a Macintosh before—if
you've never used a computer before—you'll want to become familiar
with the parts of the Macintosh and learn some basic terms and
techniques that you'll use throughout this book.

In order to complete this module, you'll need:

A Macintosh computer

A MacWrite disk

A blank disk (to serve as your personal data disk)
A copy of Plato's Republic (just kidding)

e @ @ o

The diagram below shows the major parts of the Macintosh system and

their appropriate names. These parts of the Macintosh that you can see
and touch are called hardware.

Macintosh
Screen

_ Disk

Disk Drive

EI—— External Disk Drive

Keyboard

Mouse

P == Paper

Printer

Use the diagram to locate the parts of the Macintosh system
you're using. (Yours may look slightly different.)

If you're ever unsure of what a part of your Macintosh is called, or
where it's located, you can use this diagram for reference.

The Macintosh screen is much like the screen on your television set.
It's different from screens on many other computers because it can
display high-resolution (highly detailed) pictures. The Macintosh can
display only black-and-white images, but it's unique in that it displays
black characters on a white background, much like you would see on a
typewritten page.

INTRODUCTION TO MACINTOSH




Mouse

Disk

Disk Drive

Keyboard

Return

Backspace

The mouse is a small box about the size of a deck of playing cards
that's attached to the Macintosh with a thin cord. You'll use the mouse
to select and move objects on the Macintosh screen and to choose
commands that tell the Macintosh what to do. You'll learn how to use
the mouse later.

The Macintosh uses 3-1/2 inch disks, which hold the software—the
application programs that make the Macintosh work. These disks can
also store the documents that you create. More about disks later.

Each Macintosh has an internal disk drive built into the main unit
just under the screen. The disk drive reads information from the disk
and writes new information to be stored there. In addition to the
internal drive, you can add an external disk drive to the Macintosh
to store larger programs and documents.

The Macintosh keyboard is laid out like a typewriter keyboard with a
few notable exceptions:

Backspace

1 [ [ ]

P e e’ G

— Command
Option Return

The Return key

The Return key works much like the carriage return on a typewriter.
When you're typing, you'll use the Return key to skip lines and to start
new paragraphs.

The Backspace key

The Backspace key backspaces over and erases the previously typed
character or the current selection. So if you make a mistake when
typing, simply use the Backspace key to erase it.

INTRODUCTION TO MACINTOSH
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Getting Started

Turning on the
Macintosh

Startup Disks
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The Command key
The Command key is located just to the left of the spacebar. Many of
the short cuts and special features you'll learn use the Command key.

The Option key
The Option key is located to the left of the Command key. Holding
down the Option key while typing another key modifies that key.

Now that you know where everything is on your Macintosh, you're
ready to learn how to make it work. The first task is easy—turning it
on.

Ask anyone. They'll tell you that a Macintosh works best when it's
turned on. The on/off switch is located on the left side on the back of
your computer.

Turn on the Macintosh by flipping the on/off switch to the "on"
position.

The Macintosh will beep softly, and a small picture of a disk with a
flashing question mark will appear at the center of the screen.

If your screen remains dark, adjust the screen brightness control at the
lower left edge of the front of your Macintosh.

The question mark appears because the Macintosh is waiting for you to
insert a disk into the disk drive. It can't be just any disk, though.
Everytime you turn on your Macintosh, the first disk you insert must be
a startup disk.

Startup disks contain system files—information that the Macintosh
needs to begin operating. System disks and most application
disks (disks that contain application programs like MacWrite and
MacPaint) can usually be used as startup disks.

INTRODUCTION TO MACINTOSH



The Macintosh
Desktop
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== Systemfoder&==—————
6 items 225K in folder 64K available

System Finder  Imagewriter Clipboard File MNote Pad File Scrapbook File

4
& [
The Finder and The Clipboard file
System files must temporarily stores items
be present on any that you Cut or Copy.
SErRERISE The Note Pad and

The Imagewriter file Scrapbook files hold the
(or a similar printer items stored in the Note
file) must be present Pad and Scrapbook desk
to print. accessories.

If you first try to insert a disk without the necessary system files (such
as a blank disk or a disk containing only documents), the Macintosh
will eject that disk and display a picture of a disk with a flashing "X".

Insert a MacWrite disk—label side up and metal end first—into
the built-in disk drive.

Remember, a System disk, MacWrite disk, or MacPaint disk can be
used as a startup disk. But in this case, you'll use a MacWrite disk.

First, an icon of a smiling Macintosh will appear, then a banner
welcoming you to Macintosh. In a short while, the Macintosh
desktop will appear.

One way to make computers easier to use is to make them more
familiar. The Macintosh uses a desktop metaphor to make the tools you
use and the things you do easier to understand. Small pictures, called
icons, represent objects you already know, such as documents,

folders, and even a trash can. Using the mouse, you move these
desktop objects and choose commands from the menu bar at the top of
the screen to tell the Macintosh what to do. You'll learn more about
how to do this below.

The disk icon in the upper right hand corner of your desktop represents
the disk that you just inserted.

INTRODUCTION TO MACINTOSH



Using the Mouse
and the Pointer

% File Edit Uiew Special

2items 275K indisk 124K available

o

MacWrite

System Folder

Note that your desktop may not look exactly like this one. If the disk
window isn't visible, you'll first need to open the disk icon. Read on.

There are icons to represent everything available for you to use on the
Macintosh desktop. The way in which you tell the Macintosh you want
to use something is by selecting its icon. You select icons and
commands by using the mouse. Notice the black arrow on the screen;
this is the pointer.

Move the mouse back and forth.

Notice that the pointer's movement on the screen follows your
movement of the mouse.

Lift up the mouse and look underneath.

Notice the ball on the bottom of the mouse. When you move the
mouse, the ball rolls and tells the pointer how to move. If the mouse
ball is not touching a flat surface, the pointer doesn't move. Therefore,
if you ever run out of room while moving the mouse, all you have to do
is pick the mouse up and reposition it on a clear, flat area. Try this.

Move the mouse and watch the pointer move on the screen.
Then, pick up the mouse and place it somewhere else on your
desk. Note that the pointer doesn't move while the mouse is
lifted.

Now try another experiment with the mouse. You may at some point

begin to worry that, if you're not careful with the mouse, you could run
the pointer off the edge of the screen, never to be seen again. Not so.

INTRODUCTION TO MACINTOSH



The Macintosh
Desktop
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E(I=———— System folder EB="F"—"———
6 items 225K in folder 64K available

s
IENYCIEER

System Finder  Imagewriter Clipboard File Note Pad File Scrapboak File

o
<3| o
The Finder and The Clipboard file
Systemn files must temporarily stores items
be present on any that you Cut or Copy.
BRetipsRIAK The Note Pad and

The Imagewriter file Scrapbook files hold the
(or a similar printer items stored in the Note
file) must be present Pad and Scrapbook desk
fo print. accessories.

If you first try to insert a disk without the necessary system files (such
as a blank disk or a disk containing only documents), the Macintosh
will eject that disk and display a picture of a disk with a flashing "X".

Insert a MacWrite disk—label side up and metal end first—into
the built-in disk drive.

Remember, a System disk, MacWrite disk, or MacPaint disk can be
used as a startup disk. But in this case, you'll use a MacWrite disk.

First, an icon of a smiling Macintosh will appear, then a banner
welcoming you to Macintosh. In a short while, the Macintosh
desktop will appear.

One way to make computers easier to use is to make them more

familiar. The Macintosh uses a desktop metaphor to make the tools you
use and the things you do easier to understand. Small pictures, called
icons, represent objects you already know, such as documents,

folders, and even a trash can. Using the mouse, you move these
desktop objects and choose commands from the menu bar at the top of
the screen to tell the Macintosh what to do. You'll learn more about
how to do this below.

The disk icon in the upper right hand corner of your desktop represents
the disk that you just inserted.
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Using the Mouse
and the Pointer

% File Edit Uiew Special
O MaclUrite Disk 2 : '
2 iterns 275K indisk 124K available

MacWrite

i

System Folder

Note that your desktop may not look exactly like this one. If the disk
window isn't visible, you'll first need to open the disk icon. Read on.

There are icons to represent everything available for you to use on the
Macintosh desktop. The way in which you tell the Macintosh you want
to use something is by selecting its icon. You select icons and
commands by using the mouse. Notice the black arrow on the screen;
this is the pointer.

Move the mouse back and forth.

Notice that the pointer's movement on the screen follows your
movement of the mouse.

Lift up the mouse and look underneath.

Notice the ball on the bottom of the mouse. When you move the
mouse, the ball rolls and tells the pointer how to move. If the mouse
ball is not touching a flat surface, the pointer doesn't move. Therefore,
if you ever run out of room while moving the mouse, all you have to do
is pick the mouse up and reposition it on a clear, flat area. Try this.

Move the mouse and watch the pointer move on the screen.
Then, pick up the mouse and place it somewhere else on your
desk. Note that the pointer doesn't move while the mouse is
lifted.

Now try another experiment with the mouse. You may at some point

begin to worry that, if you're not careful with the mouse, you could run
the pointer off the edge of the screen, never to be seen again. Not so.

INTRODUCTION TO MACINTOSH



Mouse Techniques
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Try to move the pointer off the screen.

You can't. Honest. So don't worry about moving the mouse quickly
across the desktop. If you should overshoot your target, simply move
it back into position.

Now that you've learned how to move the mouse, here are a few basic
mouse techniques that you'll need to know before you continue. Don't
worry if they seem a bit confusing at first; they'll become clearer once
you use them.

N A
Press \Q/ Drag -(\»/

L ’0

2l O
L

‘ Shift-Click

Press ‘
As you might expect, pressing involves depressing the mouse button.

Click
To click an object, use the mouse to position the pointer over the object.
Then press and release the mouse button.

Double-Click

You double-click an object by positioning the pointer over the object
and clicking the mouse button twice in quick succession.
Double-clicking is usually a shortcut to performing a specific command.

Drag

To drag, position the pointer at the desired location and press down the
mouse button. With the mouse button depressed, move the mouse to
drag the pointer accordingly.

INTRODUCTION TO MACINTOSH



How You Work
with Macintosh

Selecting

1-8

Shift-Click
To Shift-click, hold down the Shift key while clicking the mouse
button. Shift-clicking usually extends or adds to a selection.

One of the things that makes Macintosh easy to learn is that no matter
what you do with Macintosh you do it in the same way:

« First, select an object.
» Then, choose a command to act on that object.

For example, if you want to duplicate a document or folder on the
desktop, first you select it and then you choose the command to
duplicate it.

To select something on the desktop, simply use the mouse to position
the pointer above the object that you want to select, then click the mouse
button. ("Clicking" means to quickly press and release the button on
top of the mouse.) Practice selecting by choosing the trash can.

Select the Trash by positioning the pointer over the trash can
icon at the lower right corner of the Macintosh desktop and
clicking the mouse button.

% File Edit Uiew Special

| EDJ== Macllrite Disk ===
| 2items  275Kindisk 124K available

MacWrite

System Folder

Notice, that as you select an object, it becomes dark or highlighted.
This highlighting helps you to quickly identify the current selection. If
the Trash icon was already selected, it will already be highlighted.

INTRODUCTION TO MACINTOSH



Making Another
Selection

Choosing
Commands

Dimmed
Commands

Mac'w'rrte.Disk

1-9

If you change your mind about your selection, perhaps you decide
you'd like to select something else, you need only to move the mouse
pointer over it and click the mouse button. Your previous selection
becomes "unselected" when the new selection is highlighted.

Move the pointer over the disk icon at the upper right of the
screen and click the mouse button.

(Remember that you click by quickly pressing and releasing the mouse
button.)

Notice that the disk icon is now highlighted and the Trash icon is
unselected.

Once you've selected the object you'd like to work with, you'll need to
choose a command to act on that selection. In general, you'll choose
commands from the menu bar that runs across the top of the desktop.

To choose a command from a menu:

» First, use the mouse to position the pointer over the appropriate
menu.

» Press and hold the mouse button to "pull down" the menu.

*  While still holding down the mouse button, drag down until the
appropriate command is highlighted.

* Finally, release the mouse button.

You'll "open" the trash can using this technique.
First, click to select the trash can icon again.
The Trash icon becomes highlighted, indicating that it's selected.

Position the pointer over the File menu (on top of the word
File in the menu bar). Press and hold the mouse button.

A "pull down" menu of available commands appears from the menu
bar.

You'll notice that some of the commands are dimmed (shown in grey)
and can't be selected. These are commands that aren't appropriate at
this time. (You can't "eject" the trash can, for instance.) By making it
impossible to choose inappropriate commands, the Macintosh actually
prevents you from making those little embarrassing mistakes.

INTRODUCTION TO MACINTOSH



« MAICH Edit View S

Open 24K availadle
Print

Close

Get Info €l
Duplicate =j

Page Setup
Print Catalog

Eject ®E

Command Key You'll notice that, to the right of some of the commands listed in the
Shortcuts menu, there is a letter preceded by a special symbol. That symbol
corresponds to the symbol on the Command key located just to the left

of the space bar.

38
By holding down the Command key and typing the letter listed, you can

invoke the command without using the mouse to pull down the menu.
You may want to use these keyboard shortcuts after you've become
more familiar with the Macintosh.

While holding down the mouse button, drag the mouse
downward until the pointer is over the Open command.

The Open command should be highlighted.
Release the mouse button.

An empty Trash window opens on the desktop. More about windows
in a bit. Notice also that the Trash icon is now hollow, indicating that
the Trash is now open.

If a window didn't appear, make sure that the Trash icon is selected
before you choose Open from the File menu.

Use the technique you just learned to choose Close from the
File menu.

Remember: Move the mouse pointer over the word File; press and hold
the mouse button; drag down to the word "Close" and release the
mouse button when Close is highlighted.

1-10 INTRODUCTION TO MACINTOSH



Working with
Windows
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Practice opening and closing the Trash until you've mastered

selecting commands from menus.

New Folider =

Print
{insea

Get Info
Puptivaie

Page Safup

Print Latalog

If the MacWrite disk window isn't visible on your desktop, open
the disk by selecting the MacWrite disk icon and choosing

Open from the File menu.

A window is an area of the Macintosh screen that displays information.
The disk window, for instance, displays the contents of the disk. The
Trash window that you opened earlier displayed the contents of the
Trash. The parts of a window are shown here.

Anatomy of a Window

Close Box
=[[==—— MacPaint Disk | — Title Bar
4 jtems 364K in disk 35K available
— Scroll Arrow
H — —— Scroll Box
E ]
MacPaint tofu System Folder
—Scroll Bar
 ——
<:J| [‘5@]—3&9 Box
INTRODUCTION TO MACINTOSH




Changing the Size

of a Window

Scrolling

K] [

There are times when you want to work with a large window, in
order to easily see what's inside. Other times you'll prefer a smaller
window, in order to let you see more than one window on the desktop
at a time.

To change the size of a window, you use the mouse to drag the size
box in the bottom right corner of the window.

® File Edit UView Special
| SO=—— Macllrite Disk —i—

275K in disk 124 axailable |

MacWrite

System Folder

Position the mouse pointer on the size box and drag up and to
the left.

As you drag, a dotted outline of the window follows. As you drag up,
the window becomes shorter. As you drag to the left, the window
becomes narrower. When you release the mouse button, the window
changes size.

Experiment with resizing the window until you feel comfortable
using the size box.

It's important to remember that changing the size of a window doesn't
change the window's contents. Even though you may not be able to
see everything in the window, its contents are still there.

But, if you can't see everything that's in the window, how can you get
atit? A good question.

Whenever a window is too small to show its entire contents, the scroll
bars along the right edge and bottom of the window will appear grey.
By clicking the scroll arrows at either end of the scroll bar, you'll be
able to scroll through the contents of the window that you can't see.

INTRODUCTION TO MACINTOSH



Using Multiple
Windows

E00== Macllrite Disk &=
": 2items 275K in disk 124K available

& File Edit Uiew Special

MacWrite

Using the size box, make the disk window small enough so that
some of the icons are hidden from view.

Notice that the grey scroll bars indicate that some of the contents of the
window is hidden.

Click on the scroll arrow that points to the right.

The icons that were hidden should zip by to the right. You can use the
other scroll arrows to scroll up, down, or to the left as well.

As we mentioned earlier, you can have more than one open window on
the desktop at a time. With multiple windows open, windows can
overlap like pieces of paper lying on top of one another. The frontmost
window—the window you're working in—is called the active
window.

Open the Trash by selecting it and choosing Open from the
File menu.

The Trash window is now the active window.

1-13 INTRODUCTION TO MACINTOSH



Activating a Window

Moving a Window

% File Edit Uiew Speci

Macllrite Disk
2 items 275K in disk 124K available

MacWrite

- Trash
0 items OK in Trash

&

Notice that the active window is the frontmost window and its title bar
is highlighted with horizontal lines. This makes the active window easy
to identify.

To activate a window, simply click anywhere inside it.
Click in the MacWrite disk window to activate it.

Note that the disk window now moves to the front and its title bar is
highlighted. The Trash window is now behind the disk window.

In order to work with multiple windows, it may be necessary to move a
window around on the desktop. To move a window, simply drag it by
its title bar.

Move the disk window by dragging it by its title bar.

Remember that to drag, press and hold the mouse button while moving
the mouse. A dotted outline of the window follows. When you release
the mouse button, the window snaps to its new location in a flash.

1-14 INTRODUCTION TO MACINTOSH



Using the Close Box

Tz

0 items

Using a
Desk Accessory

Macllrite Disk ==
2 items 275K in disk 124K availabl

Mac'Write

Trash
in Trash

Note that if you move the window, it becomes the active window,
whether it was active before or not.

Earlier, you learned that you could close the active window by choosing
Close from the File menu. Another way to close the active window is
to click in the small white close box at the top left corner of the
window.

Close the Trash window by clicking in its close box.

The Trash window closes and the disk window becomes active.

Under the Apple or "®" menu at the top left of the menu bar are a
number of desk accessories designed to make working with the
Macintosh a little easier. Desk accessories can be opened at any
time—either at the desktop or when you're using an application.

Choose Note Pad from the "&" menu.

The Note Pad desk accessory will appear on the desktop. You can use
this desk accessory to take messages when the phone rings or to list
other tidbits of information that might otherwise get lost when you're
working with your Macintosh.

1-15 INTRODUCTION TO MACINTOSH



Using an
Application

MacWrite

Double-Clicking
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& File Edit Uiew Special

Macllrite Disk
2items 275K in disk 124K availabl

‘ Keep up to eight pages of notes

Macurite here in the Note Pad. Click on
the dog-ear to turn to the
following page. Click in the
lower left corner to turn to the

System Folder DFEViUUS page]

Close the Note Pad by clicking in its close box.

You can experiment with the other desk accessories under the Apple
menu. You'll learn more about these in later modules.

Next you'll learn how to manage the documents that you'll create.

You'll use MacWrite to create a sample document that you can save,
place in a folder, and throw into the trash—all things you'll want to do
with your real documents when that time comes.

Applications or application programs are tools used to create and
modify documents. For instance, MacWrite is an application that you
can use to create documents like letters to loved ones, term papers on
genetic mutations, or textbooks on Macintosh software. Applications
are usually represented by diamond-shaped icons on the desktop. The
diamond-shaped icon labeled MacWrite is—you guessed it—the
MacWrite application. You'll open it to create your first Macintosh
document.

Earlier in this module, you learned to open an icon by selecting it and
choosing Open from the File menu. As a shortcut, you can also open
an icon by double-clicking on it.

Open the MacWrite icon by double-clicking on it.
In case you've forgotten, double-clicking means to click the mouse
button twice in quick succession. The pointer will change to the

wristwatch to indicate that the Macintosh is busy loading the application
into its memory.

INTRODUCTION TO MACINTOSH
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Creating a New
Document

Saving Your
Document

€ File Edit Search Format Font Style
gmﬁ Untitied
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Connie Chung|

Don't worry if you don't know how to use MacWrite. You'll learn all
about MacWrite in the Word Processing section of this book. All you

need to do to create a new document for this example is type a little text
and save it.

Type your name—or somebody else's name.

That's it! If you want to type more, you may. Use the Backspace key
to correct any mistakes you make.

When you work with a document in most Macintosh applications,
you're actually working with a temporary copy stored in the
Macintosh's memory. The memory of the Macintosh isn't permanent,
however, and if you or your local electric company should accidentally
turn off the power to your Macintosh, all your work that hasn't been
saved will unceremoniously vanish forever. No fun.

Saving a document places a copy of your work on your disk. Unlike
information in the memory of your Macintosh, information stored on a
disk doesn't disappear when you turn the power off. It's there for safe-
keeping. You should save your work by choosing Save from the File
menu about every 15 minutes or so. That way, if the unthinkable
should happen, you'll only lose a few minutes of work.
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Opening an application loads it
from the disk into the memory of
the Macintosh.

Using the application, you create
a document which is also
temporarily stored in memory.

Saving transfers a copy of your
document from memory to the
disk for safe-keeping.

Imagine that the work you've just done is part of an important term
paper on the history of asphalt. You'll want to save it using the Save
command from the File menu.

Choose Save from the File menu.

A dialog box appears asking for the name of your document. The
blinking vertical bar marks the insertion point—where the text you
type will be inserted.

& WAIEW Edit Scarch Formnt Font Style
Untitled
PR 13. . | i |4 1 15 1 [6 1

@@ Oslinestineh B = | ] ----

Connie Chung

Save Current Document As | Mpacwrite...

|Platypus |

( cancel ) (orive )

@® Entire Document O Text Only

Type an interesting name for your document.
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Disk Space
Versus Memory

Disk Space

120K available

System Memory

512K

Click Save.

The disk drive will whir as the document is stored on the disk. With
your document safely stored on the disk, you can leave or quit the
application and return to the desktop.

Choose Quit from the File menu to quit MacWrite.

In a few seconds, the desktop will appear with an icon of your new
document in the disk window. The icon of the document looks much
like the icon of the application that created it—in this case MacWrite—
and it's labeled with the name you gave it. If you wanted to open the
document to print it or make changes, you'd simply open its icon; the
application that created it would be loaded automatically.

If you look just below the title bar of the MacWrite disk window,
you'll see a few mysterious looking numbers. The one on the left tells
you how many items there are in the disk. The number in the center
tells you how much space on the disk those items are using. And the
number on the right tells you how much disk space remains available.
These numbers will be different for different disks.

Disk space (also called storage), is measured in kilobytes, or K for
short. Just to give you an idea of how big a kilobyte is, the one-page
document you just created takes up about 2K on your disk.

A standard single-sided Macintosh disk (a disk that stores information
on one side only) stores 400K of information. A Macintosh Plus
double-sided disk (a disk that stores information on both the top and
bottom surfaces of the disk) stores twice as much, or 800K.

The startup disk you're using now holds system files, the MacWrite
application, and the document you created. If you were to create a
number of large documents, you could easily use up all of the available
space on the disk. You'd then receive a "disk is full” error message
from the Macintosh and you'd have to throw some documents away, or
transfer them to another disk. You'll learn how to do this in a minute.

System memory, the amount of memory inside the Macintosh, is
also measured in kilobytes, or K. Macintoshes generally come in
128K, 512K, and 1024K varieties. You can check which kind of
Macintosh you have by choosing About the Finder from the Apple
menu.

Choose About the Finder from the Apple or "&" menu at the far
left of the menu bar.

A small white box will appear. The number at the bottom left of the
box tells you how much memory is installed in your Macintosh.
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Using Folders

Report Folder

Click anywhere inside the box to make it disappear.

Earlier, you learned that when you start an application, the Macintosh
often loads it into its system memory. Also, with most applications, the
document you're working on is also loaded into memory.

If your document uses all of the available system memory, you'll
receive an "Out of Memory" error message. If this happens, you
should first save your document by choosing Save from the File menu
and then try to break the large document up into smaller pieces.

After working with the Macintosh for awhile, you'll accumulate a
number of documents on your disk. Folders help you organize related
documents into groups so that they'll be easier to find on the desktop.
To create a new folder, use the New Folder command in the File menu.

Choose New Folder from the File menu.

A folder named "Empty Folder" will appear on the desktop. Before
you put your document in the folder, you'll type a name for it.

Note: If you're using an older version of the Macintosh system
software, the New Folder command may not be available. If this is the
case, create an empty folder by selecting the Empty Folder icon and
choosing Duplicate from the File menu.

Type "Report Folder" as the name of your folder.
To place your document in the folder, drag its icon over the

icon of the folder. When the icon of the folder is highlighted,
release the mouse button.
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Using
Another Disk

Initializing Disks

1-21
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System Folder

When you release the mouse button with the folder icon highlighted, the
document disappears into the folder.

Double-click on the folder to open it.

A folder window opens on the desktop with your document inside.
When you create other similar documents, you can group them in this
folder to keep them organized.

When you work with a Macintosh, it's often helpful to use two disks:
an application disk, a startup disk with system files and the
application you want to use; and a storage disk, a disk to store the
documents you create. Using two disks, you can keep many of your
old documents stored on your storage disk without running out of disk
space on the applications disk.

To use a storage disk, you'll need to learn how to copy files between
disks. But first, you'll prepare a blank disk to serve as your storage
disk.

Note: This section contains different instructions for those
with one or two disk drives. Make sure to read the set of
instructions appropriate for your Macintosh system.

Before you can use any blank disk, you must prepare the disk to hold
the information you'll store on it. This process is called initializing.
To initialize a blank disk on the Macintosh, simply insert the blank disk
into a disk drive anytime after a startup disk has been inserted.
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With One Disk Drive Eject the startup disk from the disk drive by selecting the disk
icon on the desktop and choosing Eject from the File menu.

- In a few seconds the Macintosh will eject the disk. Note that the icons
from that disk are now dimmed (grey) indicating that the disk is no
longer in the disk drive.

Insert a blank disk into the disk drive.

With Two Disk Drives Insert a blank disk into either disk drive.
If the external disk drive is empty, simply insert the blank disk into the
== drive.

If both drives are in use, eject one of the disks by selecting its icon and
choosing Eject from the File menu.

File Edit Diew Special

Mac
3 itemns 278K indisk 122K available

This disk is unreadable:

Do you want to initialize it?

Initialize

Because an unintialized disk is unreadable, when you insert a blank
disk into a Macintosh, a dialog box will appear asking if you wish to
initialize the disk or eject it.

Click Initialize to initialize the disk.

In a few seconds, a dialog box will appear asking you to name this
disk. Just as with documents, you can name the disk almost anything.

Type your name followed by the word "Storage™ and click OK.

Your disk's icon will appear on the desktop under the icon of the
startup disk.
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Copying a File to
Another Disk

With One Disk Drive

With Two Disk Drives
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Using the Trash

|

Trash

1-23

Now you're ready to place a copy of your document on your new
storage disk. When you copy a document from one disk to another, the
disk you're copying from is called the source disk, and the disk

you're copying to is called the target or destination disk.

If the destination disk (the storage disk) isn't in the disk drive,
eject the current disk and insert the destination disk.

The contents of the ejected disk will appear dimmed on the desktop,
indicating that the disk has been ejected.

Make sure that the folder window is open and your document is
visible.

Drag your document over the icon of the destination disk (the
storage disk). When the icon of the disk is highlighted,
release the mouse button.

The Macintosh will prompt you to insert one disk and then the other
until the copying is complete.

With the source disk in the internal disk drive, insert the
destination disk (the storage disk in this case) into the
external disk drive (if it's not there already).

Make sure that the folder window is open and your document is
visible.

Drag the icon of your document and position it over the icon of
the destination disk. When the icon of the disk is highlighted,
release the mouse button.

In a few seconds, the copy will be complete. You can open the
destination disk icon to confirm that the copy was successful. In the
disk window, you should see the icon of the document you copied.

When you drag the document icon to another disk, you make a copy of
the document on that disk. The original document remains unchanged
on the source disk. Since your document is now safely stored on your
storage disk, you can throw away the original to free up space on the
MacWrite disk. To do this, you'll drag the icon of your original
document into the Trash.

Make sure the MacWrite disk is in a disk drive.

If the MacWrite disk is not in any drive, eject the current disk by
selecting its icon and choosing Eject from the File menu. Then insert
the MacWrite disk in its place.

Close the folder window by clicking in its close box.

INTRODUCTION TO MACINTOSH



% File Edit Uiew Special

Macllrite Disk =i
3 items 278K in disk 122K available

K

Machrite

System Folder Report Folder

When you throw away a folder, you throw away any document that's
inside.

Drag the folder over the Trash icon at the bottom right of the
screen. When the Trash icon highlights, release the mouse
button.

The folder, document and all, disappears into the Trash.

Retrieving ltems It's inevitable. Someday, when you're in a hurry or when it's either
from the Trash very late or very early, you'll accidentally throw away something that
you really wanted to keep. Don't dismay. If you catch your mistake
quickly, you'll be able to retrieve what you've thrown away.

Open the Trash by double-clicking on its icon.

The Trash window contains the folder you just threw away. Inside the
folder is your document. (You can check if you'd like.) To retrieve an
item from the Trash, simply drag it from the Trash window back onto
the desktop.
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Trash

Any document, folder, or application you throw into the Trash remains
there until you 1) eject the disk, 2) open any application, or 3) choose
Empty Trash from the Special menu.

Choose Empty Trash from the Special menu.

In a few seconds the folder will disappear from the Trash window.

Close the Trash window by clicking in its close box.

Finishing Up Whenever you finish working with the Macintosh, you should eject any
disks in the disk drive(s) and turn off the power. To eject the disks,
select their icons and choose Eject from the File menu. A quicker way
to do this is to use the Shut Down command found in the Special menu.

Choose Shut Down from the Special menu.

The Macintosh will eject any disks from the disk drive(s) and restart.
Note: If you're using an older version of the Macintosh system
software, the Shut Down command won't be available. You can
accomplish the same result by ejecting the disks using the Eject
command from the File menu and by switching the power off.

Turn the power off.
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Congratulations! You've just completed the first step to becoming a
Macintosh expert. If you feel you still need more information or
practice, or if you have a quick question not covered here, consult
Macintosh, your Macintosh owner's guide.

Review Since you've just completed the first module in this book, you should
have learned:

» How to identify the parts of a Macintosh system
» How to work with the Macintosh desktop
* How to select objects by clicking on them with the mouse

» How to Press, Click, Double-Click, Drag, and Shift-Click with the
mouse

* How to move, resize, and scroll through windows

* How to open an application by double-clicking on its icon and how
to close an application by choosing Quit from the File menu

* How to use folders to organize documents

* How to throw away unwanted objects in the Trash and how to
retrieve accidentally discarded objects from the Trash

* How to use the Shut Down command to eject all disks and restart the
Macintosh
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Exercises

1. Collect several articles and advertisements for personal computers.
(Skip the ones filled with technical jargon.) Make a list of the most
commonly mentioned features in the articles and ads. From your brief
introduction to Macintosh, how does the Macintosh compare on these
points?

2. Visit a computer store or any other place where you can try other
computers. Spend a few minutes using a few other computers. Make a
list comparing them. Which computers did you like or dislike? Why?
Which computer would you choose to do your daily work?

3. Many computers display text (letters and numbers) differently than
they display graphics (pictures and graphs). These computers often
have a "Graphics Mode" and a "Text Mode". The Macintosh doesn't
have a "Text Mode" and treats text simply as a special type of graphic.
What are the advantages and/or disadvantages of this method?

4. Both system memory and disk space are measured in kilobytes, or
K for short. Explain the difference between system memory and disk
space.

5. What is the significance of the term "active window"? How do you
know which window is the active window? How do you make a
window the active window?

6. If a window is too small for you to see the icon you want, name two
ways to find it.

7. Define the following terms:
a) application
b) desk accessory
¢) dialog box
d) dimmed command
e) document
f) initialize
g) mouse
h) platypus (just kidding)
i) Shift-click
j) startup disk
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8. Identify the parts of the desktop shown below.
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About
Graphics

About MacPaint
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Applications of computers in the area of graphics have become so
widespread that the term "computer graphics" can be found attached to
everything from motion pictures to medicine. A computer's ability to
create and manipulate images quickly and skillfully has made it an

indispensable tool in the field of graphics—especially where images
must be changed or moved often.

On a personal computer like the Macintosh, drawing programs have
been one of the most popular types of graphics applications. These
applications which, transform the computer's screen into an electronic
canvas, offer a set of computer drawing tools that can be used in much
the same way as a pencil and paint brush.

The advantage these electronic drawing tools have over their standard
counterparts is that they often make the difficult, cumbersome, and
tedious tasks of drawing easier. Straight lines, perfect circles, and
scaling are a snap with the appropriate drawing software. But computer
drawing tools aren't merely electronic simulations of pencils and pens,
nor are they a substitute for artistic skill. By providing electronic
design tools which are different than their physical counterparts,
computer drawing applications also open up a new medium of artistic
expression.

MacPaint is a drawing application for the Macintosh. But more than
that, MacPaint is the drawing application most responsible for the
explosion in popularity of this type of application on microcomputers
like the Macintosh.

From the day it was released, MacPaint's clever design and remarkable
utility made it instantly the target of imitators. MacPaint, more than any
other Macintosh application, demonstrates the advantages of the
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Macintosh's mouse and high-resolution screen. But while some
thought of MacPaint as a clever demonstration application, others were
busy using it for everything from newsletters to architectural
renderings, from X-ray analysis to mapping. The flexibility and
features of MacPaint make it particularly well-suited for a number of
surprisingly diverse graphics applications.

MacPaint features a number of tools for drawing lines, ovals,
rectangles, polygons and free-form shapes. MacPaint also makes it
easy to move, duplicate, invert, or flip any object or part of an object
that you can draw. A selection of patterns, which can be modified by
the user, makes shading and filling areas a snap. And FatBits allows
you to make detailed changes to your drawing with ease.
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The Task

2-6

Did you ever write a term paper in which you had to try to describe the
wiggly border between two nations or the orientation of atoms in a
particular molecule? There must have been times when you've wanted
to describe something using pictures, not in words.

Come to think of it, you have that term paper on the history of the Ionic
and Doric styles of ancient Greek architecture that's due soon. Since
the single most recognizable difference between the two styles is in the
design of their capitals (the decorative tops of columns), you would like
a drawing of the two different capitals in the term paper. Fine, but how
can you quickly and easily draw the capitals, especially if you are not
particularly gifted with pencil, pen, ruler, and markers? This is where
MacPaint comes in handy.

Simplicity is the key to creating effective explanatory drawings. Both
the general designs of the Doric and Ionic capitals can be reduced to a
few basic geometric shapes, which are easily created with MacPaint's
drawing functions or tools.

Since each capital must sit on the top of a column, you will need to
make two columns. Or will you? With the lasso and selection
rectangle tools, you will make a single column quickly and easily, out
of pre-defined shapes. But that's not all. Using the same tools, you'll
be able to duplicate that column, and thus eliminate the need to draw it a
second time.

After both capitals and columns are drawn, you'll choose from
MacPaint's many shades and patterns and selectively add them to your
drawing with the paint can.

In your drawing you'll use MacPaint's text functions. You'll be able
to add captions, identifying labels, and include historical information.
Finally, your drawing will be ready for inclusion in that important term
paper.

On the following page is an example of what your drawing will look
like when you finish the module.
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Getting Started

&

You'll begin the module by opening the MacPaint application from the
Macintosh desktop. You'll use the application to make a MacPaint
document.

Turn on the Macintosh and insert your MacPaint disk—label
side up and metal end first—into the built-in disk drive.

You'll soon see the Macintosh desktop with the icon of your MacPaint
disk in the upper right-hand corner.

If necessary, double-click on the MacPaint disk icon to view its
contents.

Now you'll open MacPaint by double-clicking the MacPaint icon.
Double-click on the MacPaint icon to open the application.

The MacPaint screen will appear in a few seconds.

MacPaint
Getting Before you begin the drawing shown on page 7, familiarize yourself
Acquainted with the MacPaint screen and some of the functions of the application.
Menu Bar — & File Edit Goodies Font FontSize Style
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The Menu Bar

As with all Macintosh applications, the menu bar is located at the top
of the screen. To see a list of the commands or options under any
particular menu, click and hold the mouse button on the particular menu
name. To choose a command or option, move the pointer to your
choice and then release the mouse button. Peculiar to MacPaint are the
Goodies and FontSize menus.
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The Tool Palette

The Border Paletie

The Pattern Palette

The Drawing
Window

Some Freehand
Work

Painting

Erasing

At the left side of the screen is the tool palette, a collection of 20
symbols representing the various MacPaint tools.

The border palette is located directly beneath the tool palette. The
border palette controls the width of the lines you draw and the width of
the borders around shapes. A check mark indicates the currently
selected line width.

Located at the bottom of the MacPaint screen, the pattern palette
contains 38 available patterns. The currently selected pattern is shown
in the large rectangle furthest left in the palette.

The tools, borders, and patterns are used in the drawing window.
The drawing window shows only a small part of the 8- by 10-inch area
available to MacPaint users. You'll learn how to move the drawing
window to view more of a MacPaint document.

Note that the paintbrush is the preselected tool. In the tool palette, the
selected tool is highlighted. Make sure that the pointer is inside the
drawing window. It will look like a black dot.

Press and hold the mouse button while moving the mouse.

As you may recall, this is known as dragging.
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A black line appears. You have just painted in MacPaint.

Select the eraser tool by clicking on it. Drag the eraser over
your black line.

The eraser removes the paintbrush line from the drawing window.
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Using the Shapes @

In the pattern palette, click on any pattern you desire. Note

that the pattern you selected now appears in the large

rectangle to the left in the pattern palette.

Select the paintbrush again and draw a new line or two.

The paintbrush now paints with the newly selected pattern.

Before going any further, you should erase any lines that you made in
the drawing window while experimenting. A handy way to erase the
entire drawing window is to double-click on the eraser icon in the tool
palette.

Double-click the eraser icon.

The drawing window is now clear.

The most obvious way to correct mistakes is to use the eraser. Often, a
more effective (and neater) solution is to use the Undo command in the
Edit menu.

Using the paintbrush, make a horizontal line. Cross it with a
vertical line.

Let's assume that you wish to keep the horizontal line, but the vertical
line has to go.

From the Edit menu, choose the Undo command.

The vertical line disappears as the Macintosh undoes your last action,
which was the creation of the vertical line.

Double-click the eraser icon to clear the drawing window.

The drawing window is clear again.

Familiarize yourself with the completed module example on
page 7.

Pay some attention to the various parts of the example page. You'll
want to make your capitals and columns roughly the same size and
position as they are on the example page.

You will begin by creating the column. The Ionic and Doric capitals
will be made later. The unfilled rounded rectangle tool will produce the
vertical grooves found on the column.

/ .Select the unfilled rounded rectangle icon in the tool palette.
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The Selection
Rectangle
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This tool is located in the left column, seventh from the top.

1. Select the second line width from the top in the border palette

by simply clicking on the second line width.

\l
P Move the pointer into the drawing window. Drag the
cross-shaped pointer diagonally down and to the right.
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Your goal is to make a tall, thin, rounded rectangle. In fact, it should
be so thin that the top and bottom have no flat faces.

If necessary, select the eraser, drag it over the rounded
rectangle and try again.

Next, you'll want to duplicate the rounded rectangle to make the vertical
grooves found on Greek columns. When you wish to duplicate or
move an object in MacPaint, you must first select the object with either
the lasso or the selection rectangle.

L/Select the selection rectangle. Drag the pointer diagonally
across the rounded rectangle.

Make sure the entire rounded rectangle is enclosed by the selection
rectangle.
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(S: Move the pointer into the selection rectangle and drag.

The selection rectangle and its contents will move about the screen in
response to movements of the mouse. You can reposition the rounded
rectangle at will. Now you will duplicate the rounded rectangle.

First, postion the rounded rectangle on the left side of the
drawing window. Release the mouse button.

7 Press and hold down the Option key. Now, press and hold
down the mouse button. Drag the mouse as before.

& File Edit Goodies Font FontSize Style
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You have learned a speedy means of duplicating objects in MacPaint.
? Once a duplicated object is in the position you want, just lift up on the
mouse button and click anywhere in the drawing window. The
duplicate will be unselected and will be fixed in its new position.

If you press the Backspace key while an object is selected, that object
will be removed from the drawing window. The rounded rectangle
should still be selected.

Press the Backspace key.

The Lasso Select the lasso.

7 Position the lasso near the remaining rounded rectangle.
P While holding the mouse button, move the lasso around the
rounded rectangle.

¢

As you drag the lasso, a line tracing its path will appear. Be sure that
that this line completely encircles the rounded rectangle. It isn't
necessary to make a perfect circle or oval around the rounded rectangle.
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Unlike the selection rectangle, which selects an entire surrounded area
(including any white space), the lasso "shrinks" to conform to the
contours of an object.

Position the pointer inside the selected area. Drag the
rounded rectangle around the drawing window.

Repositioning objects with the lasso is very similar to repositioning
them with the selection rectangle. As with the selection rectangle, you
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can duplicate any object selected with the lasso by using the Option key.

Look closely again at the completed example. The top and bottom
edges of the five column grooves are level. As you duplicate the
rounded rectangle to make the other four grooves, you'll need some
help keeping them level with one another. If you use the Shift key
while duplicating, you will only be able to move the duplicates
horizontally or vertically.

Position the rounded rectangle slightly to the left in the
drawing window.

Press and hold the Option and Shift keys. Drag the duplicate
rounded rectangle to the right a distance approximately equal
to its width. Release the mouse button.
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With the Shift key pressed, the duplicates will remain horizontally
aligned with each other.

The duplicate rounded rectangle should still be selected.

With the Option and Shift keys, make three more duplicates, all
approximately the same distance apart.

As long as the Option and Shift keys remain pressed, you can just press

the mouse button again and drag. A duplicate will be left behind in the
old position, and you can place the next duplicate in a new spot.
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The grooves are now properly positioned. Examine the completed
MacPaint document once more. Notice that the grooves are flush with
the bottom of the column. You should also notice that the body of the
column is simply a rectangle.

Rectangle Tool ¢/ Select the clear rectangle tool from the tool palette. Then
O select the third line width in the border palette.
You will make a rectangle around the five grooves.
_— / UPosition the cross-shaped pointer near the bottom left of the
Rl i five grooves. Drag diagonally upward and to the right.
| Pmse——
I
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Saving Your Work

NEWw
Bpen..
Close

Save As...
Revert

Print Draft
Print Final
Print Catalog
Quit

The grooves should be roughly centered horizontally in the rectangle.
The bottoms of the grooves should extend beyond the bottom of the
rectangle.

If the rectangle is not positioned correctly, you can choose Undo from
the Edit menu and try again. When the rectangle is finished you can
erase the rounded bottoms of the grooves.

Use the eraser to remove the bottoms of the grooves. Before
dragging, press the Shift key to constrain the eraser's effects
to a horizontal line.
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If you miss and erase part of the rectangle, choose Undo and try again.
Once the groove bottoms have been erased, the basic column for both
Doric and Ionic capitals will be complete.

You should get into the habit of saving your work every 10 or 15
minutes. Should the unthinkable happen, you'll lose only a few
minutes of your work.

Choose Save from the File menu. Name your document

« "Doric/lonic". Click the Save button.
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Note that the name of your document is now displayed in the title bar at
the top of the drawing window.

You will eventually need a second column to complete the other half of

this document. Rather than draw it again later, you'll store a copy in
the Scrapbook so you can use it again.

The Scrapbook is a permanent storage space that can hold often-used
text and graphics. You can add or subtract items from the Scrapbook as
you wish. Since the contents of the Scrapbook are stored in the
Scrapbook file on the disk, you have access to these items whenever
you're using that particular disk.

To place a copy of an item in the Scrapbook, the first step is to select
and copy it.

Use the lasso to select the column.

Remember, to select an item with the lasso, drag the lasso entirely
around the object. The lasso "shrinks" to fit the selected object.

Choose Copy from the Edit menu.

The Copy command places a copy of the current selection on the
Clipboard, a temporary storage area that can hold the selection as it is
being moved or until you need it somewhere else in the drawing. The
Clipboard holds only one selection at a time; copying another selection
replaces the current contents of the Clipboard with the latest selection.
That explains why something as important as the column should be kept
in a permanent storage space like the Scrapbook. Also, since the
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l About MacPaint...

Scrapbook
Alarm Clock
Note Pad
Calculator
Key Caps
Control Panel
Puzzle

Paste
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,Choose Scrapbook from the Apple menu.

2-18

contents of the Clipboard are not stored permanently on the disk,
turning off the Macintosh will erase the contents of the Clipboard.
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(Note: Because every Scrapbook is different, your Scrapbook will
probably not look like the one shown above.)

The Scrapbook window displays the first of the images stored in the
Scrapbook. The fraction in the lower left corner provides information
about the Scrapbook images. For instance, the fraction"2/5" would
mean that you were looking at the second of five stored images. (Make
note of the current fraction on your Scrapbook.) If a Scrapbook is
empty, there will be an "Empty Scrapbook" message in the window.

The gray bar across the bottom of the Scrapbook window is a scroll
bar. Clicking within the bar, dragging the scroll box, or clicking the
arrows at either end of the scroll bar allows you to look at different
items in the Scrapbook. You cannot scroll through an empty
Scrapbook.

You copied the column to the Clipboard just moments ago. Now you'll
paste a copy into the Scrapbook.

While the Scrapbook is open, choose Paste from the Edit
menu.

The Paste command inserts the current contents of the Clipboard into
the Scrapbook. Under some circumstances, the Scrapbook window
may be too small to show the entire image. Nevertheless, the entire
image is stored in the Scrapbook.
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Note the change in the fraction in the lower left corner of your
Scrapbook window.

The new fraction reflects the addition of one more image to the
Scrapbook.

/7| To close the Scrapbook, click in the close box, which is in the
upper left corner of the Scrapbook window.

The Scrapbook window closes and MacPaint returns to the drawing

window.
Completing the Now that the column is finished, you can complete the Doric capital.
Doric Capital Look at the completed Doric capital. You'll begin by making the

slanted underside of the Doric capital.

/ g’ Use the lasso to select the column. Position it in the center of
the drawing window.

The Rubber Band /"-’/ Select the rubber band tool in the tool palette. Then select
Tool the third line width in the border palette. Drag the pointer.

This tool makes a line that anchored to its starting point and connected
with the pointer. The line remains connected to the pointer until the
mouse button is clicked.

Drag the pointer to make a line approximately one inch long
and angled at about 30° to the horizontal.

2/ Select this line with the selection rectangle. Use the Option
key and duplicate the line.

S [afaf £
L a4
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I:ﬂl «‘-2 Choose Flip Horizontal from the Edit menu.

Undo #®Z S . . .
The selected line is flipped about its horizontal axis.
Cut #®H
Copy ®C Flip Horizontal and the other commands in the lower half of the Edit
Paste ®U menu (with the exception of the Fill command) work in conjunction
Clear with the selection rectangle only.
Invert 7 With the lasso, select and position both diagonal lines on the
Fill | upper corners of the column.
Trace Edges &E
Flip Horizontal | .
Flip Uertical % File Edit Goodies Font FontSize Style
Rotate pr e AT
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Look at the completed example again. Now you'll need to make the
very top of the Doric capital. This will be represented by a long, thin
rectangle.

. (/ Use the unfilled-rectangle tool and the third line width in the
border palette to make a long, relatively thin horizontal
rectangle.

j'l { _Select the rectangle with the lasso and maneuver it into
<"1 position on top of the column.
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Brush Shapes

Goodies

Grid

FatBits
Show Page
Edit Pattern
Brush Shape

Introduction
Short Cuts

Brush Mirrors
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You'll need to use the paintbrush to add some detail to the seam
between the capital and the column. Look closely at the Doric column
in the completed example. The current paintbrush shape is a little too
large for that fine work, so you'll need to change the brush shape.

-

" Choose Brush Shape from the Goodies menu.

A selection of all the available brush shapes appears.

V. Click on the smallest brush shape (bottom row, second from

right).

No matter what size the paintbrush is, the Shift key will constrain the
brush movements to horizontal and vertical lines only.

iS{.Make sure the current pattern is black. While holding down the
Shift key, use the paintbrush to add the thin horizontal lines
between the column and-the capital.
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Using FatBits

Goodies
FatBits
Show Page
Edit Pattern
Brush Shape
Brush Mirrors
Introduction
Short Cuts

The Grabber

(=

3

File Edit Goodies Font FontSize Style

ERTERT P R
oric/lonic

bt

NEREEE-EERIE

~.£§w.&s SRS

R(€|0|0|8|\>= P

S S S e
S [als] |
@9

There may be a few parts of your Doric column that could use a little
touching up. For instance, the horizontal lines between the column and
the capital might need some extending or shortening. There is a way to
do that kind of detailed work in MacPaint.

7; Choose FatBits from the Goodies menu.

FatBits allows you to alter MacPaint documents dot-by-dot. Virtually
all MacPaint tools work while in FatBits, though in the enlarged scale,
they may require some getting used to.

To see another section of the enlarged MacPaint drawing, you have to
move the drawing while in FatBits. This is accomplished with the
grabber.

& Select the hand-shaped grabber from the tool palette and
position it in the drawing window. Drag in any direction.

The FatBits window, like the drawing window, shows only a portion
of the full page. The grabber allows you to push the MacPaint
document around in the FatBit window.

Position the drawing so that the lines between the column and
the capital are visible.
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The Pencil \‘fC ¢ Select the pencil from the tool palette.

ﬁ The pencil will draw in black if you begin on a white space. If you
begin to draw on a dot, the pencil will erase any dot it runs into.

3/ | Look closely at the seam between the capital and the column.
If some of the lines are shorter than they should be, extend
them with the pencil. If they are too long, carefully erase them
with the pencil.

{a
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Be sure to check the other side of the capital and column as
well. When you are finished, get out of FatBits by choosing
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The Paint Can

3-

A

FatBits once again from the Goodies menu.
It's about time to save your document once again.
Choose Save from the File menu.

To fill large areas with a pattern, you can use the paint can.

B Select the paint can tool from the tool palette.

A} This tool fills closed areas with the currently selected pattern. Place the

tip of the dripping paint can within any closed area (such as a closed
loop or a solid black region), and then click. That area will be filled
with the chosen pattern.

However, if the area you wish to fill has any gaps the pattern will leak
out and fill a much larger area than you expected. If this should
happen, proceed immediately to the Edit menu and choose Undo.
Check your drawing closely and repair any leaks with the pencil in
FatBits before using the paint can again.

It's a good idea to save your document just before using the paint can.
If you don't catch a mistake in time to use the Undo command, you can
choose Revert from the File menu. With Revert, your document (and
the mistake) is replaced by the last saved version of the document.

Click on the gray pattern on the bottom row of the pattern
palette, third from the left.

Position the paint can in the area outside of the grooves but
still within the column. Click to fill the area.
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With the same pattern, fill the upper portion of the capital.
Click on the next darkest gray and fill the tapered section of
the capital; then fill the grooves.
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The Doric column and capital are now complete. Before beginning the
Ionic column, practice with a few more MacPaint functions you'll need
to finish the module.
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Moving the You have just completed one of the two capitals and columns needed
Drawing Window for this document. Unfortunately, there probably isn't much room in
the drawing window for the second capital and column. What you need
to do is reposition the drawing window over the document page so
you'll have room for the second capital and column. Only one-third of
the entire page appears in the drawing window at any one time. With
either the grabber or the Show Page command in the Goodies menu,
you can easily move about the full 8" x 10" MacPaint drawing area.

Using Show Page 3 ,‘? Choose Show Page from the Goodies menu.

A reduced view of the entire MacPaint page appears. The smaller
Grid dotted rectangle represents the drawing window's current position on
FatBits the page. Now, you can either move the drawing window to another
Show Page [. position on the page or you can move the entire drawing around the
Edit Pattern page.
Brush Shape
Brush Mirrors To move the drawing window, you simply place the pointer inside the
Introduction dotted rectangle and drag.
Short Cuts

Position the pointer within the dotted rectangle. Drag and
_36 reposition the dotted rectangle so that it contains only the
upper half of the completed Doric column and capital.
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Click the OK button.
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What you see inside the dotted rectangle while in Show Page
corresponds with what you will see when you return to the standard
MacPaint mode. When working on full-page drawings, Show Page
makes it easy to return to any part of the page that may require further
work.

Choose Show Page from the Goodies menu again.

You just practiced moving the drawing window around the page. You
can also move the entire drawing around the document margins while in
Show Page. To reposition the entire drawing, you place the pointer
anywhere outside of the the dotted rectangle and drag. Anything
pushed beyond the document margins is erased when you leave Show
Page.

Position the pointer anywhere outside the dotted rectangle
and drag.
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Cancel

If you were to click "OK" now, the column and capital would be in a
new position in the document. In the example above, clicking "OK"
would place the capital and column in the lower left corner of the page.

Move the column back to the center of the page. Position the
drawing window a small distance beneath the completed

column.
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Click OK.

Now you've given yourself some room to make the second capital.
When you've finished both capitals, you will use Show Page once more
to position the columns and capitals as in the completed example.
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Creating the
lonic Capital

7%

Many of the techniques used to make the Doric capital are also needed

to make the Ionic capital. Because much of this should be familiar to you
by now, the instructions are going to be in a much-shortened form. One
suggestion—save your work after each step. Some mistakes are very
difficult to correct. If you've saved after every step, you can always
choose Revert from the Edit menu to correct such mistakes. While you
may lose a few minutes of work by choosing Revert, it can save you
more time than you would spend actually correcting those mistakes.

Like the Doric capital, the Ionic capital rests on a column. Remember
the column you made for the Doric capital that was saved in the
Scrapbook? Now you can reuse it here.

1. Copy the column from the Scrapbook and paste it into the
drawing window.

Open the Scrapbook, scroll through until you see the column, and
choose Copy from the Edit menu. Close the Scrapbook and choose
Paste. Since the column is still selected when it appears in the drawing
window, you can drag it to the bottom center of the window. Now
you have room to make the capital. Do not try to build the capital
directly on top of the column. Make the capital above the column. It
can then be selected and repositioned later.

Historically, Ionic capitals had spiral ornamentation. Because of the
difficulty in drawing a smooth freehand spiral, the spirals will be
approximated by a series of concentric circles. Remember how you
duplicated the grooves for the column using the lasso and the Option
key? Similarly, you will only make one set of concentric circles, even
though the Ionic capital requires two. To make the second set, you'll
duplicate the original with the lasso and Option key.

2. Use the unfilled oval tool and the Shift key to make several
circles.

The Shift key will constrain the unfilled oval tool so that it will make
only circles.

Use the lasso to position the circles within one another.
Duplicate this set of concentric circles once it is finished.
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The unfilled oval tool works like the rectangle tool—you simply drag
diagonally. By holding the Shift key and dragging, the tool will
produce only circles.

Do not try to make the circles within each other. Make them off to the
side, select with the lasso and then position them within one another.
Once you've made one "spiral," select and duplicate the whole thing
with the lasso and the Option and Shift keys. The Shift key will keep
the duplicate level with the original.

3. Use the rubber band tool with appropriate line widths to
connect the spirals. Use FatBits, if necessary, to clean up the
intersections of the lines and the spirals.
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The Shift key will constrain the rubber band tool to horizontal,
vertical, or 45°-angle lines.

/4. Now select the entire capital with the lasso and position it
on top of the column.
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5. Use the paint can to fill the capital and column as shown.
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/6. Using Show Page, reposition the two finished
- column-and-capital combinations in the lower left corner of
the page. Reposition the drawing window as shown.

7,

.

it 23 Font FontSize Style

e e

Doric/loni

f\
L/ | 7. Save your work.

In capsule form, you've just learned how to make an Ionic column.
finish the document you must add some explanatory captions with
MacPaint text.
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Using MacPaint

Text

The Font Menu

The FontSize Menu

The Style Menu

A

4

A

s

MacPaint's text function allows you to add words, sentences, and

paragraphs to your drawings. Three menus in the MacPaint menu bar
are devoted specifically to MacPaint text.

The Font menu allows you to select from a wide range of typefaces.

The FontSize menu allows you to choose from a variety of type sizes.
Macintosh (and most typographers) use "points” to indicate the size of
various typefaces—the higher the point number, the larger the font size.

The Style menu lets you emphasize words by creating bold,
underlined, and iralic text, as well as other options. The alignment
commands allow you to align your text with the right edge, left edge, or
center of a particular area of your drawing.

%se the grabber to position the drawing window directly to the
right of the uppermost (Doric) column.

7 Select the text tool (the capital "A").
The pointer now looks like an I-bar.

7 Position the I-bar in the space between the capital and the
edge of the MacPaint page. It should be centered horizontally
and about as high as the top edge of the capital but not too
close to the edge of the drawing window. Click the mouse
button to set the insertion point.
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The flashing insertion point will appear.

Type "Doric".
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Press the Return key.

~ Type "Order".

Choose New York font from the Font Menu. Select 24 pt. from
the FontSize menu. Choose Align Middle from the Style
menu.
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The text menus can be used to alter any text you've just typed. You can
continually alter text until you reposition the I-bar and click the mouse
button or until you select another tool. After that, the Font, FontSize,
and Style of a particular block of text are fixed. If you decide you want
to change the text later on, you have to erase and retype the text.

Position the I-bar underneath the "Doric Order” headline.
Click the mouse button to set the insertion point. From the
appropriate menus, choose New York, 12 pt., Plain text, and
Align Middle. Type the following information about the Doric
order.
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Except for the actual words, the procedures for adding text about the
Ionic Order are identical to those used for the Doric Order.

Add the appropriate headline and text about the lonic Order.
Use the same Font, FontSize, and Style commands as used for
the Doric Order text.
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Less severe and mathe-
matically rigorous
than the Doric Order, the
Ionic Order had its heyday
between the Sth and 1st
centuries. Without the
Doric rules for scale and
proportion, Ionic
architects designed a far
wider variety of temples
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To make the "Grecian Orders" headline, move the drawing
window to the top of the document using the Show Page
command.

Select the text tool.
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Set the I-bar in the middle of the drawing window. Use the
following settings from the type menus: New York, 24 pt.,
Bold, and Align Middle. Type "Grecian Orders".
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Finally, if there is room between the capitals and the historical
information, add further identification labels to the diagrams.
Refer to the completed example as needed.

Use the following settings: Geneva, 12 pt. (or smaller), Bold, and
Align Right. (With Align Right, you position the insertion point where
you want the right margin of the text to be.)

Use the rubber band tool to connect the labels with the
appropriate part of the capitals.

Finishing Up You can now print your finished MacPaint page.
Printing MacPaint Choose Print Final from the File menu.
Documents
| File | Make sure your Imagewriter is connected to the Macintosh and is turned
New on. For your information, Print Draft prints slightly faster but with a
Dpen... lower print quality.
Close
Save Choose Quit from the File menu.
Save fAs...
Revert You're back at the Macintosh desktop.
Print Draft
Print Catalog
Quit
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Review

What To Turn In

2-37

In this module, you've learned:

» How to use MacPaint's freechand drawing tools, specifically the
pencil and the paintbrush

» How to correct mistakes by erasing or using the Undo command

< How to use the shape tools to create rectangles, rounded rectangles,
egg shapes, and ovals

+ How to select, reposition, and duplicate parts of your drawing with
the lasso and selection rectangle

» How to Save and name your MacPaint document

« How to Cut, Copy, and Paste to and from the Clipboard and
Scrapbook

» How to make straight lines of varying widths with the rubber band
tool and the border palette

« How to use the Shift key to constrain shape tools, the rubber band,
the paintbrush, and the movement of duplicated objects

» How to use FatBits to touch up and add small details to larger
drawings

» How to move the drawing window around the page using the grabber
and the Show Page command

» How to apply MacPaint's wide range of shades and patterns with the
paint can

» How to add descriptions and labels to drawings with MacPaint's text
functions

» How to print your finished document

Turn in a copy of the finished document.
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The Bean

Description

2-38

Body of common seed plant: the bean

foliage leaves

hypocotyl

radicle

— cotyledons

cotyledons

hypocotyl

root

Unlike the columns in Doric/Ionic, the drawing done in the MacPaint
module, the bean was drawn freehand, using the smallest paintbrush
and the pencil. MacPaint's duplicating and flipping features helped
reduce the time needed to draw the parts of the bean. For example,
only the left cotyledon was drawn initially. Then it was duplicated and
flipped horizontally. Parts of the duplicate were then erased and
re-drawn so that the two cotyledons would be slightly different. The
same procedure was used to make the leaves of the seedling.

MacPaint's text function produced neat, legible labels and these were
connected to various points on the drawings with the rubber band.
Show Page and the grabber were frequently used since both drawings
are larger than the drawing window .
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Letterhead

Description
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the EnvironMentalists 23119 beech san francisco, california 94124

The earth's continental detail was added pixel-by-pixel with the pencil
in FatBits. The oceans were added with the paint can using a grey from
the pattern palette. The lines to the right of the earth were made with the
rubber band. Two horizontal lines were drawn near each other,
selected with the lasso, and then duplicated. The duplicate lines were
then positioned underneath the original lines. This procedure was
repeated until there were enough lines. Finally, all the lines were
selected with the lasso, the ocean grey was selected from the pattern
palette, and Fill was chosen from the Edit menu. The lines turned grey.

"EarthGram" was typed in Athens, 36 point, and selected with the
lasso. The same grey used for the lines and oceans was selected from
the pattern palette. Fill was chosen again. "EarthGram" turned grey.
Another "EarthGram" was typed, selected with the lasso, and
positioned over the grey letters to create the shadow effect.
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1. Name the specific MacPaint tool, menu, or palette you would use to
complete each task listed below. In some cases, a combination of tools,
menus, or palettes may be required. (There is often several ways of
completing the same task.)

a) Drawing very detailed, fine work

b) Drawing a very thick, wavy black line

¢) Drawing a very thick, wavy grey line

d) Erasing (name at least three ways)

e) Moving the drawing window about the document

g) Drawing a perfect circle

h) Filling a screen with perfect circles

i) Move an entire drawing within the document margins
j) Adding a pattern to an enclosed area

k) Removing a pattern just added to an enclosed area

2. The Clipboard and Scrapbook are found in all Macintosh
applications and work exactly as they do in MacPaint. Proper use of
the Clipboard and Scrapbook can often save time and work when using
Macintosh applications.

In MacPaint, a drawing can be located in the drawing window, the
Clipboard, the Scrapbook, or any combination of the three. For the
following procedures, determine where the drawing(s) could be found.

a) A drawing is selected with the lasso. Copy is chosen from the
Edit menu.

b) A drawing is selected with the lasso. Cut is chosen from the
Edit menu.

c) A drawing is selected with the selection rectangle. Copy is
chosen from the Edit menu. The Scrapbook is opened and Paste
is chosen from the Edit menu.

d) Drawing A is selected with the selection rectangle. Cut is
chosen from the Edit menu. Drawing B is selected with the
lasso. Copy is chosen from the Edit menu.

e) A drawing is on the Clipboard. It is not in the Scrapbook or in
the document. The Scrapbook is not open. Paste is chosen
from the Edit menu.

f) A drawing is on the Clipboard. It is not in the Scrapbook or in
the document. The Scrapbook is open. Paste is chosen from
the Edit menu.

3. "Selecting" is an important action common to all Macintosh
applications. You select menus. You select specific commands. You
select documents and application icons before moving, duplicating, or
opening them.

In MacPaint, drawings can be selected in the drawing window with

either the lasso or the selection rectangle. In what ways do these two
tools work similarly? In what ways are they different? Which menu
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commands work with both tools? Are there any menu commands that
work only with the lasso? What are they? Are there any menu
commands that work only with the selection rectangle? What are they?

4. While MacPaint's uses are as numerous as its users, the application
is perhaps most commonly used for making announcement flyers.
Make an eye-catching flyer describing an upcoming event. The flyer
doesn't have to have any relation to any actual group or event.
However, the flyer should include the name and nature of the event
(party, debate, movie series, organizational meeting, etc.), the
sponsors, date, time, and admission fee (if any). Use a few sizes and
styles of text to emphasize important points. For decorative purposes,
add an event or organziation logo to the flyer as well as a map.
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% File Edit Search Character Paragraph [ITiLio® |

m i il . 7] i 3 ] B

: | Footnote... 3E |
! of flood, fire, pestilence, and &ll of the other | § Running Head...
unpleasant aspects of life in i

Chapter 5 E Repaginate 3J %

of the distance brandishing swords and large bovine strapped to
catapults, His town and his castle had been leveled by fire, his
townspeople slaughtered, his entire army captured and he]d in
horrible stinking pits of poisonous slug-like creatures, and his family
subjected to unspeakeble crimes of violence involving nasty sharp
pointy things on the ends of sticks.

It was then that King Arglebargle began to realize that things were
not going very well at all 3¢

3 For the King, this was a turning point. For in actuality, the invading
army had more than a few tricks up its sleeve.
| o

{[Tootnote [

Word processing is the single most popular use of personal computers
today. This is because word processing applications make it easy to
compose, recompose, and reformat documents without erasers,
correction fluid, or endless retyping.

Word processing software features the ability to add, delete, and move
words, lines, and paragraphs in a snap, making it easy to make changes
and correct errors. Thus, using word processing software significantly

- reduces the time it takes to create and edit a document. Also, some

word processor users feel that the power to easily write, rewrite, and
reformat their documents actually increases the quality of their writing,.

Word processing involves three closely-related functions: typing,
editing, and formatting.

Typing

Generally, to create a document, you simply type. The words you type
are stored in the memory of the computer, and when you save your
work, a copy of those words are stored on your disk.

Editing

The ability to easily edit, or change, the text you've typed is what
makes word processing far more powerful than typing on a typewriter.
Using a word processing application's editing functions, you can
quickly move and change the words electronically without having to
retype the entire document.

Formatting

Another job that word processing applications handle well is formatting
the text you've typed. When you format a document, you determine
what the document will look like when it is finally printed. Formatting
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About MacWrite

involves setting margins, tabs, indentation, and other similar attributes
of your document.

To make this kind of formatting easier, the trend has been toward
"What You See Is What You Get" (WYSIWYG) word processors,
where the document appears on the screen of the computer exactly as it
will appear when printed. The Macintosh's high resolution screen
makes it well-suited for WYSIWYG word processing applications.

Integrating information from other applications has recently become an
important feature of word processing software. The ability to insert a
diagram or graph from a graphics application, a table from a spread-
sheet, or even a paragraph from another word processing document can
dramatically simplify the production of complex documents. The
Macintosh's Cut, Copy, and Paste commands make this type of
integration across applications possible.

MacWrite is a basic word processing application for the Macintosh,
well-suited to short- and medium-length documents. While it may lack
some of the more sophisticated features of other word processors,
MacWrite has the advantage of being exceptionally easy to learn and
use.

Notable features of MacWrite include:

Multiple Fonts. Like most Macintosh applications, MacWrite
allows you to type in different typefaces, or fonts, in a variety of sizes
and styles (boldface, italic, underlined, and others).

Automatic Reformatting In MacWrite, any change in format
(margin, tab, line spacing, page breakes, and so on) is displayed
immediately on the screen so that it's always easy to see how your
document will look when printed.

Automatic Headers and Footers. MacWrite allows you to
automatically place headers and footers on each page, as well as
providing for automatic page numbering.

Integration. MacWrite allows you to include charts, graphs, tables,
and illustrations made using other Macintosh applications into your
document.

Search. MacWrite allows you to find and replace any word (or partial
word) in your document.

WORD PROCESSING: ABOUT WORD PROCESSING



About
Microsoft Word

3-4

Microsoft Word starts with basic word processing features, and adds

a number of additional features to handle long and more complex
documents. These features include:

Multiple Windows. By allowing you to open as many as four
windows, Word makes it easy to edit different documents or different
parts of the same document simultaneously.

Automatic Footnoting. Word automatically numbers your
footnotes and makes room for them at the bottom of each page, or at the
end of a division.

Special Formats. Word can print documents in multi-column and
other special formats.

Glossary. The glossary stores frequently used blocks of text or
pictures for quick and easy insertion into the document.

Print Merging. Word's Print Merge command allows you to create
customized form letters.
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Your classmates have honored you by choosing you to be coordinator
of Tofu Fest 50, a festival celebrating the 50th anniversary of the
introduction of tofu and other soybean products at your university.
Your first step as the coordinator of this momentous occasion is to
enlist the help of the local merchants. You'll need to draft a short,
one-page letter to the merchants asking for their support and
participation in Tofu Fest 50. Because MacWrite is well-suited to
producing short documents, you'll use MacWrite to create and format
your letter.

First, you'll type a draft of your letter. Then, you'll experiment with
some of the basic MacWrite editing techniques, including selecting and
replacing text and changing fonts.

Next, you'll use the basic formatting techniques found on the MacWrite
ruler to set margins, paragraph indentation, line spacing, and alignment.
You'll also use MacWrite's Cut, Copy, and Paste commands to move a
block of text around in your document.

When you're finished, you'll save your new document and print a

copy. The finished document should look like the one on the following
page.
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October 9, 1965

Dear Local Merchant:

As you know, this year marks the 50th anniversary of the introduction of
tofu and other soybean products at this university. To celebrate this
special demi-centennial, a number of student groups have joined to plan
Tofu Fest 50, a week-long celebration of the spirit of soybean products
and their role in university living.

To quote Jennifer Gaetz, head of the Student Soy Council and last year's
Tofu Queen:

The spiril af say progucts hes touched 817 af us on this
compus. Never befare has & 1oad group cresled such rfeelings
af camorsaerie ond lagetherness. We lruly are whet we eol.
As & resull, the thame of this yeer s speciel festivities
shall he Tatu /s You ©

Minutes of preparation have gone into the planning and execution of the
“Tofu Is You™ campaign. We now need your support as a sponsor of this
event to provide whatever money, supplies, or manpoyrer you can donate to
make Tofu Fest 50 the success we all want it to be.

Theanks in advance for your generous contributions.

Sincerely,

Julie MacCoy
Tofu Fest 50 Coordinator



Getting Started First, you'll open MacWrite from the Macintosh desktop.

Turn on the Macintosh and insert your MacWrite disk—label
side up and metal end first—into the built-in disk drive.

You'll soon see the Macintosh desktop with the icon of the MacWrite
disk in the upper right-hand corner.

If necessary, double-click on the MacWrite disk icon to view
the disk's contents.

Now you'll open MacWrite by double-clicking the MacWrite icon.

Z Double-click on the MacWrite icon to open MacWrite.
‘é'

MacWrite opens a new document named "Untitled" in the MacWrite

MaoWrite document window. If you're familiar with Macintosh windows, you
should recognize the menu bar, the title bar, the close box, the
scroll bar, and the size box. Inside the MacWrite document
window are the ruler and a blinking vertical line, called the insertion
point, which you'll learn more about later.

The menu bar contains the — & File Edit Search Format Font Style
titles of menus from which — === Untitled e
you choose commands. T I, - G R, B o P . P T | e - i,
> =
“Ths chons: g Jste you/ = O6 Hnes/lgp!/ =1 B E= =
close the window. |
The blinking vertical bar/
marks the spot where text
appears as you type.
That spot is called the The scroll bar lets you
insertion Point' move a IOﬂg document up or
/ down in the window so you
The ruler has adjustable can see different parts of it.
settings for margins, tabs,
indentations, line spacing, The size boxl lets you
and text alignment. change the size of the
window.
Typing Text To create a MacWrite document, whether it be a letter to your first
cousin or a marine biology term paper, all you need to do is type.
The Insertion Point The blinking vertical bar marks the insertion point, the place where

whatever you type will start.

Type "Dear Sir".
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The words you type fill in behind the insertion point, as the blinking
vertical bar moves to the right.

% File Edit Search Format Font Style
| Untitled

1.|.I 1 |21.l.| IEI I.1,|4.1.I.1.|§.| 1 L |6'| I.s
- P~y

@@ Ostnessineh B E = BEH =] (=] &)
Dear Sir

O
&

Using the Removing text is as easy as pressing the Backspace key.
Backspace Key
Use the Backspace key to remove "Sir" and replace it with
"Local Merchant:".

Note that the Backspace key moves the insertion point backward,
removing the letters and spaces. Holding down the Backspace key
causes it to repeat, successively removing the characters to the left of
the insertion point.

Using the Return The Return key moves the insertion point down to the beginning of
Key the next line, much like the carriage return key on an electric typewriter.
You'll use it here to skip a line.

(,/ Press the Return key twice.

Word Wraparound Word wraparound is a MacWrite feature that automatically starts a
new line when you reach the right margin of your document. This
means that you needn't press the Return key at the end of each line.
You use the Return key only to start a new paragraph or to skip a line.

5’ Type the following text without using the Return key:

As you know, this year marks the 50th anniversary of tofu and other
soybean products at this university. To celebrate this special
demi-centennial, a number of student groups have joined to plan Tofu
Fest 50, a week-long celebration of the spirit of soybean products and
their role in university living.
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Inserting Text
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Dear Local Merchant:

As you know, this year marks the S0th anniversary of tofu and other
soybeen products at this university. To celebrate this special
demi-centennial, a number of student groups have joined to plan Tofu Fest
50, a week-long celebration of the spirit of soybean products and their
role in university living.|

Word wraparound makes it easy to type quickly, because you no longer
have to worry about when to press the Return key. It also allows
MacWrite to automatically reformat your paragraphs when you add or
delete a sentence, change the margins, or change the text alignment.

Inserting new text into existing text is a simple matter of learning how
to position the insertion point (that blinking vertical line that follows
you when you type). To set a new insertion point, you'll need to use
the mouse.

Position the poinier between the word "anniversary" and the
word "of" in the first sentence.

& File Edit Search Format Font Style
E[(&=————————— Untitled
PP - T

@@ Osliressineh B =) =)

Dear Local Merchant:

As you know, this year marks the SOth anniversargIof tofu and other
soybean products at this university. To celebrate this special
demi-centennial, a number of student groups have joined to plan Tofu Fest
50, a week-long celebration of the spirit of soybean products and their
role in university living]
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The Undo Command

3-11

Notice that when you move the pointer from the menu bar or the scroll
bar to inside the document window, the pointer changes to an I-bar.
You'll use this pointer shape to set the new insertion point.

With the pointer positioned directly before the word "of", click
the mouse button to set the new insertion point.

The new insertion point is now right before the word "of". That's
where you'll insert a few extra words.

Type "of the introduction” and a space.

Note that the inserted text pushes everything after it out of its way, but
word wraparound keeps things looking neat.

Move the pointer (the I-bar) to the end of the paragraph and
click to set the insertion point there.

With the convenience of word wraparound, you may be tempted never
to touch the Return key at all. Resist that temptation, though—you still
need it to start new paragraphs and to skip lines. You'll use the Return
key here to start a new paragraph, with a blank line separating it from
the one you just typed.

Press the Return key twice.
Remember that Return—Ilike most keys on the Macintosh keyboard—
repeats if held down. If you get too many Returns, just backspace to

remove them.

Type the following:

Hours of preparation have gone into the planning and execution of the
"Tofu Is You" campaign. We now need your support as a sponsor of this
event to provide whatever money, supplies, or manpower you can
donate to make Tofu Fest 50 the success we all want it to be.

If it turns out that you've made a mistake (no one's perfect), MacWrite,
like most Macintosh applications, allows you to undo your last action.

Choose Undo Typing from the Edit menu.
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Dear Loc{ Poste &D

As you ki_Show Clipboard e 50th enniversery of the introduction of
tofu and other soybean products at this university. To celebrate this
special demi-centennial, 8 number of student groups have joined to plan
Tofu Fest 50, a week-long celebration of the spirit of soybean products
and their role in university living.

Hours of preparation have gone into the planning and execution of the “Tofu
Is You" cempaign. We now need your support as a sponsor of this event to
provide whatever money, supplies, or manpower you can donate to make
Tofu Fest 50 the success we all want it to be.

W
|

The last paragraph you typed is gone. But perhaps you've changed
your mind and decided to keep that paragraph. You can undo the Undo
command using Redo.

Choose Redo Typing from the Edit menu.

Your words return as quickly as they vanished. You'll see other uses
for Undo and Redo later in the module. They're good commands to
remember if you should make a major mistake—or just change your
mind.

Now that you've learned how to type text to create your document, you
may decide that you want to edit, or change, some of the things you've
typed. Editing can be anything from deleting one letter to moving an
entire paragraph. The important thing to remember is that no matter
what type of editing you do, the general procedure will be the same:

First you make a selection. Then you act on that selection.

Making a selection means indicating which part of the document you
wish to work with. To select text in MacWrite, simply drag across
the appropriate text. To do this, position the pointer at the beginning of
the word, hold the mouse button down, and drag the mouse to the
right. When the pointer reaches the end of the word, release the mouse
button.

Select the word "anniversary" in the first paragraph.
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Dear?:cal Merchant:

As you know, this year marks the 50th EffiEEI=61glof the introduction of
tofu and other soybean products at this university. To celebrate this
special demi-centennial, a number of student groups have joined to plan
Tofu Fest 50, a week-long celebration of the spirit of soybean products
and their role in university living.

Hours of preparation have gone into the planning and execution of the “Tofu
Is You" campaign. We now need your support as a sponsor of this event to
provide whatever money, supplies, or manpower you can donate to make
Tofu Fest 50 the success we all want it to be.

e
|

Notice that the word "anniversary" is now highlighted. This is your
visual indication that you've selected the right word.

You'll know if you've made a mistake because the word "anniversary"
won't be highlighted. That's no problem, just try again.

A quicker way to select a single word is to double-click on it.
Double-click on the word "celebration” to select it.

Note that when you selected the word "celebration”, the word
"anniversary" became unselected. To avoid confusion (yours and
MacWrite's), you generally make only one selection at a time. A new
selection replaces your previous selection. So, if you want to cancel a
selection (deselect), just click anywhere in your document.

Click the mouse anywhere in the document to deselect
"celebration".

To select more than one word, just drag across them. Dragging the
pointer down rather than across selects entire lines at a time.

To select the first paragraph, you would position the I-bar at the
beginning of the paragraph, hold the mouse button down, drag down to
the last line of the paragraph, and then continue dragging to the right
until you reach the end of the line. Release the mouse button when the
I-bar reaches the end of the line.

Select the entire first paragraph by dragging down and across.
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Dear Local Merchant:

& joined to plan

[ soybean products

Is You" campaign. We now need your support as a sponsor of this event to
provide whatever money, supplies, or manpower you can donate to make
Tofu Fest 50 the success we all want it to be.

holding down the Shift key.

/@ Mark the beginning of your document by clicking the mouse
button before the word "Dear".

selection and marks the beginning of your next selection.
/ [ Move the pointer to the end of the document (after "to be.").

/ i Hold down the Shift key, then click the mouse button.
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Hours of preparation have gone into the planning and execution of the "Tofu

Another shortcut to selecting large blocks of text is by shift-clicking.
You do this by clicking to mark the start of your selection, moving to
the end of the selection, and clicking the mouse button again while

Clicking the mouse here serves two purposes: it deselects the previous



Changing Fonts
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Dear Lacal [erchant:

The entire area between your first click and your second is selected.
This shortcut comes in especially handy when you're selecting a large
piece of your document.

Practice selecting parts of your document until you're
comfortable with the various techniques you've learned.

Selecting is an important part of using MacWrite. Make sure you know
the selecting techniques before you continue.

You've learned the first half of the editing process—making the
selection. Now you'll learn the second, how to do something to that
selection.

Before continuing, click the mouse to deselect anything you
might have selected.

Select the words "Tofu Fest 50" in the first paragraph by
dragging across them.

You want to make these words stand out from the rest of the text. One
way to do this is to change its typeface, or font. The Macintosh can
use a variety of fonts, which are listed in the Font menu.

With the words "Tofu Fest 50" selected, choose Chicago from
the Font menu.
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Dear Local Merchant: vGeneva

New York
As you know, this year marks the Monaco bary of the introduction of

tofu and other soybean products at this university. To celebrate this
special demi-centennial, 8 number of student groups have joined to plan

S, 8 week-long celebration of the spirit of soybean products
and their role in university living.

Hours of preparation have gone into the planning and execution of the "Tafu
Is You" campaign. We now need your support as a sponsor of this event to
provide whatever money, supplies, or manpower you can donate to make
Tofu Fest 50 the success we all want it to be.

1
&

The words "Tofu Fest 50" are now in the Chicago font. The Chicago
selection in the Font menu is checked. This font change nicely sets off
these words from the rest of the text.

If you make a selection and type, your new words will replace the old
selection.

Select "Hours" from the beginning of the second paragraph.
Remember, to select just double-click on the word.

Type "Minutes".

By typing "Minutes" while "Hours" was selected, you replaced your

exaggeration with something a bit more truthful.

When you format your document, you decide how it will look in its
final form. This means setting the margins, tabs, indentations, line

spacing, and text alignment that will appear when you print. You can
have many different formats all within the same document.

MacWrite uses rulers to set the format. The parts of a ruler are shown
on the following page. While rulers appear in the document window,
they aren't printed when you print your document.
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Left Margin Marker
Indentation Marker/ Single-Space Box:
/ 1 1/2-Space Box
Regular Tab Well / Double-Space Box
Decimal Tab Well

Scrolling

% File Edit Search Format Font Style
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Left-Alignment Box
Tab Marker:
Center-Alignment Box
Right-Alignment Box
Full-Justification Box
Right Margin Marker
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When you start with a new (or "Untitled") document, MacWrite
provides you with a preset ruler that you can use or change. This preset
ruler sets the following format:

A 1 1/8-inch left margin with no paragraph indentation
A 1 1/2-inch right margin (at the 7-inch mark)

A tab marker at the 5 1/2-inch mark

Single spacing

Left alignment

Though you can see only 1/8 inch of the left and right margins, the full
margins will appear when you print your document. Think of yourself
as looking through a small window at a standard page.

You can change these preset margins, add or move tabs, or change
some other aspect of the preset format. You'll make some of these
changes in the next paragraph you type.

/ 5 Position the insertion point at the end of your document.

7 &/ Press the Return key twice and then type the following text:

To quote Jennifer Gaetz, head of the Student Soy Council and last year's
Tofu Queen:

The spirit of soy products has touched all of us on this campus. Never
before has a food group created such feelings of camaraderie and
togetherness. We truly are what we eat. As a result, the theme of this
year's special festivities shall be "Tofu Is You."

All of the text no longer fits in your document window. To move
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around in your document, you'll need to know how to use the scroll
bars. If you don't remember how they work, here's a quick review.

% File Edit Search Format Font Style
gD—E— scroll bars
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Click the arrows to scroll
line by line. Press the arrows
to scroll continuously.

Drag the scroll box to go to
another part of the
document.

Click the grey area to scroll
by the screenful.

Using Multiple So far in your document, you've used only one ruler to set the format
Rulers for the entire document. MacWrite can use multiple rulers, allowing
you to use different formats in the same document. Each ruler sets the
format for the region between it and the following ruler.

Inserting Rulers You'd like to indent the quote you just typed and change the text style to
make it stand out from the rest of the document. To indent it, you'll
move both margins inward. Since you want to change the margins only
for this one paragraph, you'll need to insert a new ruler to control
formatting for this paragraph.

Inserting a ruler is much like inserting text: position the insertion point
at the desired place and then insert the ruler using the Insert Ruler
command in the Format menu.

~ ) Position the insertion point by clicking in the line after the
o phrase "Tofu Queen:".

Choose Insert Ruler from the Format menu.

A new ruler appears. Any formatting changes you make to this ruler
will be reflected in the quote.

Changing Margins [ [ To change the right margins, you simply drag the right margin
marker to the desired spot on the ruler.

P To drag a margin marker, position the pointer on the marker, press and
hold down the mouse button, and drag. When you have moved the
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The Indentation
Marker
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marker to its new position, release the mouse button. If you've been
taking advantage of word wraparound, the text should reformat
instantly.

Drag the right margin marker to the left until you reach the
6 1/4-inch mark on the ruler.

& File Edit Search Format Font Style
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{ Minutes of preparation have gone into the planning and execution of the

| “Tofu Is You" campaign. We now need your support as a sponsor of this

i event to provide whatever money, supplies, or manpower you can donate to
make Tofu Fest S0 the success we all want it to be.

To quote Jennifer Gaetz, head of the Student Soy Council and last year's
Tofu Queen:
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The spirit of soy products has touched all of us on this campus.
Never before has a food group created such feelings of
camaraderie and togetherness. We truly are what we eal. As a
result, the theme of this year's special festivities shall be "Tofu
Is You.”

If you accidentally miss the margin marker and click on the upper half
of the ruler, you'll select it (the ruler will become highlighted). Don't
worry—just move the pointer anywhere in your document, click, then
try again. (Selecting rulers will be covered later.)

Another thing to notice is that you can't drag a margin marker past a tab
marker. (Go ahead, try.) This is because it doesn't make sense to have
a tab stop outside your document margins.

If you look closely at the left margin marker, you'll see that it looks
a bit different from the right margin marker. This is because it's
actually two different markers on top of each other.

The skinny black arrow is called the indentation marker. You use it
to set the indentation of the first line of each paragraph. Remember that
each time you press the Return key, you start a new paragraph. The
position of the indentation marker determines where the first line of the
paragraph will start.

It may take a few tries to pick up the indentation marker while leaving
the margin marker behind. The best method is to position the pointer
on the horizontal bar of the indentation marker, press the mouse button,
and drag.
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Drag the indentation marker to the ruler's 1 1/2-inch mark.

& File Edit Search Format Font Style

Minutes of preparation have gone into the planning and execution of the
"Tofu Is You" campaign. We now need your support as a sponsor of this
event to provide whatever money, supplies, or manpower you can donate to
make Tofu Fest 50 the success we all want it to be.

To quote Jennifer Gaetz, head of the Student Soy Council and last year's
Tofu Queen:
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The spirit of soy products has touched all of us on this
cempus. Never before has a food group created such feelings of
camaraderie and togetherness. We truly ere what we eat. As a

result, the theme of this year's special festivities shall be "Tofu
Is You."

T

Note that moving the indentation marker to the 1 1/2-inch mark on the
ruler indents the first line of each paragraph. From now on, each time
you press the Return key to start a new paragraph, MacWrite will move
the insertion point to where you placed the indentation marker.

What would happen if you moved the left margin marker inside the
indentation marker (to the right of it)?

Move the left margin marker to the 2-inch mark on the ruler.

Minutes of preparation have gone into the plenning and execution of the
“Tofu Is You™ campaign. We now need your support as a sponsor of this
event to provide whatever money, supplies, or manpower you can donate to
make Tofu Fest 50 the success we all want it to be.

To quote Jennifer Gaetz, head of the Student Soy Council and last year's
Tofu Queen:
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The spirit of soy products has touched all of us on this
campus. Never before has a food group created such
feelings of camaraderie and togetherness. We truly
are what we eat. As aresult, the theme of this year's
special festivities shall be "Tofu Is You.”

belined
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The first line is now "out-dented" and the following lines align to the
new left margin.

This probably isn't the best format for the quote. You'd like to change
your mind about that last action. Remember the Undo command?

Choose Undo Ruler Change from the Edit menu.

Remember that you can Undo only your last action. So be sure to
choose Undo before you do anything else.

Drag the left margin marker to the 1 1/2-inch marker so that it
lines up with the indentation marker.

Now the quote is nicely positioned.

The line spacing of your document is controlled by the three
line-spacing boxes along the bottom of the ruler.

On both rulers the single-space box is highlighted, showing that single
spacing is preselected for this document. To change the spacing,
simply click the appropriate box.

Click the double-space box.

€ File Edit Search Format Font Style

Minutes of preparation have gone into the planning and execution of the

“Tofu Is You" campaign. We now need your support as a sponsor of this i
event to provide whatever money, supplies, or manpower you can donate to E
make Tofu Fest S0 the success we all want it to be.

To quote Jennifer Gaetz, head of the Student Soy Council and last year's
Tofu Queen:
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The spirit of soy products has touched all of us on this

campus. Never before has a food group created such feelings

Everything you typed earlier now appears double-spaced. The middle
box is for 1 1/2-spacing.

You'll probably agree that the original single-spacing looks best.

Restore single-spacing by clicking on the single-spacing box.
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The four alignment boxes along the bottom right of the ruler allow
you to vary the text alignment of your document. The preset ruler
provides left alignment. To change the alignment, simply click the
appropriate box. For center alignment, use the center-alignment box.

Click the center-alignment box.

Each line is now centered between the margins.

& File Edit Search Format Font Style
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Minutes of preperation have gone into the planning and execution of the
“Tofu Is You" campaign. We now need your support as a sponsor of this
event to provide whatever money, supplies, or manpower you can donate to
make Tofu Fest S0 the success we all want it to be.

To quote Jennifer Gaetz, head of the Student Soy Council and last year's
Tofu Queen:
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The spirit of soy products has touched all of us on this
campus. Never before has a food group created such feelings
of camaraderie and togetherness. We truly are what we eat.

As a result, the theme of this year's special festivities

shall be "Tofu Is You."

Similarly, for right alignment, use the right-alignment box.

Click the right-alignment box.

All lines are now flush up against the right margin. While this might
not seem immediately useful, you're sure to come up with an
appropriate occasion for right alignment.

With full justification, each line is aligned at both margins.

Click the full-justification box.

Note that typed lines that are ended by pressing Return (like the last line
of a paragraph) are not aligned. Full justification works only with text
that is word-wrapped.

You'll probably want to stick with left alignment for your letter.

Click the left-alignment box to restore left alignment.

You're back to where you started.
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Hiding Rulers

Changing Text
Style
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Sometimes the rulers clutter up the document so much that it's difficult
to see what your document actually looks like. In these cases, it's
helpful to hide the rulers.

Choose Hide Rulers from the Format menu.

You can now see the document without the rulers getting in the way.
But what if you need to change the format?

Choose Show Rulers from the Format menu.
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The rulers reappear.

You wanted to set the quote off from the rest of the text by changing the
style of its text. MacWrite allows you to make your plain text italic,
bold, underlined, shadowed, or outlined. It also allows you to combine
these styles. To choose a style, or combination of styles, select the text
and then choose the appropriate command from the Style menu.

In this case, you want the typestyle of the quote to be in italic.

Select the quote paragraph.

Remember, to select the paragraph, you can drag across the text or use
the shift-click method.

Choose ltalic from the Style menu.

The paragraph appears in italics.
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It's a good idea to get into the habit of taking the time to save your work

every 10 or 15 minutes. When you save a document, you place a copy
of it onto your disk for safekeeping.

Every once in a great while, something unexpected may happen to
cause your Macintosh to lose power. Because your Macintosh can't
work without power, you might lose work that you were doing at the
time. If you save frequently, you'll always have a recent backup copy.

Choose Save from the File menu.

The first time you save your document, a dialog box appears
prompting you to give your document a name.

Type "Tofu Letter” followed by your initials as the name for this
document.

AW Edit Scarch Format Foat Style
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Click the Save Button.

In a few moments, the dialog box disappears and your document is
now saved on the disk. Now that your document is safe, feel free to
take a small break.

MacWrite's Cut, Copy, and Paste commands are powerful features

that act on words, sentences, paragraphs, and rulers. These commands
let you move blocks of text within a document or between documents
without retyping.

In this case, you've decided to rearrange the paragraphs in your
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document. You'd like the quote paragraph to come between the first
and second paragraphs. You'll use Cut and Paste to move the quote
paragraph above the second paragraph. The first step is to select the
paragraph that you want to move.

Scroll to the last paragraph (beginning with "To quote").

When you move the paragraph, you want to save the formatting of the
paragraph as well as the actual text. You can do this by moving the
ruler controlling the format along with the text.

You'll use the shift-click method to select the block of text.
Position the I-bar before the words "To quote” and click.

Move the I-bar to the end of the quote (after "Tofu Is You."),
then hold down the Shift key and click the mouse button.

Notice that everything in between the two clicks of the mouse is
selected, including the ruler. Don't worry if the ending quotation marks
don't appear to be a part of the current selection. Because of the italic
typestyle, it appears as if it is not selected. You're now ready to use
Cut.

Choose Cut from the Edit menu.

& File JITIIY search Format Font Style
=0=—— (o0t Undo %2 E Tofu Letter JM

& paste

Show Clipboard

The selected area disappears. Choosing Cut removes the selected area
and places it in a temporary holding area called the Clipboard.

Now you'll use the Paste command to transfer the selection from the
Clipboard to its new location in the document.
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Using the scroll bars, scroll until you reach the end of the first
paragraph (the paragraph ends with "university living."), and
click to set the insertion point after the final period that ends
the paragraph.

Press Return twice to skip a line.

The vertical insertion bar should be flashing two lines below the first
paragraph.

Choose Paste from the Edit menu.

A copy of the paragraph (with ruler) is pasted from the Clipboard into
your document.

You can also remove an area by selecting it and pressing the Backspace
key. However, when you use the Backspace key to remove a selection,
the selection is not placed on the Clipboard, and you won't be able to
use the Paste command to reposition it.

A copy of the paragraph remains on the Clipboard even after you've
pasted it. You can look at the contents of the Clipboard, just to be sure.

Choose Show Clipboard from the Edit menu.

The Clipboard window shows you that the paragraph is still there. If
you want to see the whole paragraph, you'll need to move and resize
the window.

If you were to choose Paste again, you could insert another copy of the
paragraph. This can be useful if you wish to make a number of copies
of the same paragraph.

It's important to remember that the Clipboard holds only one selection
at a ime. When you choose Cut or Copy from the Edit menu, your
selection is placed on the Clipboard and remains there until you use Cut
or Copy again.

Choose Hide Clipboard from the Edit menu.

You'll notice that the formatting changes that you made to the quote
paragraph were saved by moving the ruler with the paragraph.

Use the scroll bars to scroll so that the ruler you just moved is
at the top of the screen.

Because a ruler controls the format of all text below it until the next
ruler, the ruler you moved now controls the format for the paragraph
below the quote. You'd like to return the paragraph below the quote
paragraph to its original format. To do this, you'll have to insert
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another ruler between the quote and the last paragraph.

Since you want the format of the paragraph below the quote to match
the format of the paragraph above the quote, you'll copy the top ruler
and insert the copy after the quote.

Scroll up to the ruler at the top of the document, and select it
by clicking anywhere in its top half.

The ruler becomes highlighted.

Choose Copy from the Edit menu.
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| tofu and other soybean products at this university. To celebrate this

H special demi-centennial, a number of student groups have joined to plan

| Tofu Fest 50, a week-long celebration of the spirit of soybean products
and their role in university living.

To quote Jennifer Gaetz, head of the Student Soy Council and last year's
Tofu Queen:
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The spirit of say progucts hes tauched 811 af us on this

When you choose Copy from the Edit menu, a copy of the ruler is
placed on the Clipboard.

Scroll down to the end of the quote, and click to set the
insertion point in the line between the paragraphs.

This is where you should paste the ruler.
Choose Paste from the Edit menu.

A copy of the ruler is pasted from the Clipboard and the text below
reformats automatically.
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Minutes of preparation have gone into the planning and execution of the
“Tofu Is You" cempaign. We now need your support as & sponsor of this
event to provide whatever money, supplies, or manpower you can donate to
make Tofu Fest 50 the success we all want it to be.

Finishing Up You're almost done. You just need to change a few things before
you're ready to turn in your document.

First you need to change the font of "Tofu Fest 50" in the last paragraph
so that it is consistent with the first paragraph.

Select the words "Tofu Fest 50" in the last paragraph.
Choose Chicago from the Font menu.
You need to end your document with a little more typing.

Position the insertion point at the end of your document (after
the phrase "want it to be.").

Press Return twice and then type "Thanks in advance for your
generous contributions."

Now you'll type your closing and leave a space for your signature.

Press Return three times to skip two lines, type "Sincerely,"
and then press Return four times.

You've left a place to sign your name once it's printed, but now you
need to type it. To make it stand out, you'd like to have your name be

in boldface type.
Changing Styles You can change the style of the text as you type it by choosing the
As You Type appropriate style from the Style menu, and then typing the text. You'll

do that now with your name.
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Style Choose Bold from the Style menu.
Bold #B Type your name, then press Return.

lialic

Underline 38U You want the next line of text to be in plain text, so you need to change
Olultlllinfe] %0 from the bold style.

Shadem s

Superscript  %H Choose Plain Text from the Style menu.

Subscript L

Now type "Tofu Fest 50 Coordinator".

0 Poind
10 Point
vi2 Polnt € File Edit Search Format Font Style
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18 Pofnt Is(I=———— Tofu Letter M
Ofn "Tofu Is You" campaign. We now need your support as a sponsor of this
24 Point i event to provide whatever money, supplies, or manpower you can donate to
make Tofu Fest 50 the success we all want it to be.
Thanks infdvance for your generous contributions.
Sincerely,
Julie MacCoy
Tofu Fest SO Coordinator
Using Tabs Like all proper letters, this one should have a date at the top of it.

You'll add that now.

Scroll to the top of your document and click to set the
insertion point before the first word of the letter.

Press Return four times since there should be some blank
lines before the date.

Click on the line above the first line of text.

A Notice that on the ruler there's a clear triangle marker at the 5 1/2-inch
mark on the ruler. This is the preset tab and it's in the perfect position
for your date. (You'll learn how to set tab markers in the Advanced
MacWrite module.)

Press the Tab key to move the insertion point over to the
5 1/2-inch mark.

Type today's date and press Return twice.
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Your letter is now finished and ready to be printed and sent out to the
local merchants. But first you should save your document.

Choose Save from the File menu.

Since you saved your document earlier, there is already a name for your
document. So this time when you choose Save, no dialog box comes
up asking you to give your document a name. If you should want to

save your document under a different name, choose Save As... from
the File menu and you'll be prompted for another name.

Now that you've saved your work, you'll want to make a printed copy.

Make sure your printer is on, selected (the Select light should
be on), and correctly connected.

Choose Print... from the File menu.

The standard Print dialog box asks you to set your print preferences
each time you print.

Select High Quality by clicking in the circle next to High.
Since your document is only one page long, you don't need to worry

about Page Range. If you wanted to print a portion of a larger

document, you'd use Page Range to designate the numbers of the pages
to be printed.

If you'd like multiple copies, enter the number in the box next to
Copies.

Click OK to confirm your print settings.
In a few seconds, your document will begin to print.
Choose Quit from the File menu.

You're back at the Macintosh desktop. Nice work.

In this module, you've learned:
* How to create a MacWrite document by typing text

* How to select text by dragging across the words, double-clicking to
select single words, and shift-clicking to select large blocks of
text

* How to replace text by selecting it and typing
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How to change the font or style of the text using commands from
the Font and Style menus

How to format a document and change ruler settings for margins,
indentations, line spacing, and text alignment

How to use multiple rulers to create multiple formats in the
document

How to save your document on disk

How to move or copy parts of your document (text or rulers or
both) by using the Cut, Copy, and Paste commands

How to print your document

Turn in the printed copy of your letter.
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The Task

Your letter to local businesses from the Introduction to MacWrite
module is complete. Now you need to prepare a proposal to the

University asking for funding, discussing what Tofu Fest 50 entails
and how much it will cost.

A committee member has already started writing the proposal using
MacWrite. His incomplete document is entitled "Tofu Proposal".
You'll add the finishing touches to this document using MacWrite.

Since you'll want to use in your proposal the same quote from the Tofu
Queen from your original letter, you'll learn how to copy text from
another MacWrite document into your current one.

The committee member used MacDraw to create a diagram of the Tofu
Pavilion and transferred it into the document. Unfortunately, its size

and placement is off, so you'll learn how to resize and move pictures in
MacWrite.

You'll also learn how to have headers and footers (text that appears on
the top and bottom of each page), how to take advantage of MacWrite's
automatic page numbering, and how to insert your own page breaks.

When you're finished, you'll save and print out your document, which
should look like the one on the following pages.
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" Toffu Fest 50

Special Events Planning Committee

Introduction

As you know, this year marks the 50th anniversary of the introduction of
tofu and other soybean products at this university. To celebrate this
special demi-centennial, a number of students groups have joined to plan
Tofu Fest 50, a week-long celebration of the spirit of soybean products
and their role in university living.

To quote Jennifer Gaetz, head of the Student Soy Council and last year's
Tofu Queen:

The spivit alf say products hes Louched &7 af us an this
cEmpus. Never helfore hes & 76ad group cresled such 166/ings
af CEMEIE0erie 6nd 1agelherness. We triily are whet e esl.
As & resull, the theme ar 1his yesr s specisl 1estivilies
shell ke "Tartw /s You "

Let's work to make this the best Tofu Fest ever!

Tofu Pavilion

The Tofu Pavilion will be the focal point of Tofu Fest 50. The Pavilion
will be completed by the 20th of Movember, with the stage, dunking pool,
and decorations in place by opening day. See diagram below for details.

Tofu Fest 50 Proposal-1



Estimated Costs

Tofu {1000 tons bulk) $9,459.00
Tofu Queen's crown $37.65
Pavilion rental fee $2,050.00
Rental of exhibit tables $673.99
Prizes $2,34567
Labor $13,429.00
Miscellaneous $999.99
Total $29,195.50

Proposal :

The Tofu Fest S0 committee would like the University to donate
$29,195.50 to defer the costs of Tofu Fest 50. Of course it's possible that
the University will need to take out a loan to provide the necessary funds.
However, we believe this is a small price to pay for such a momentous
occasion. The feelings of togetherness, schoaol unity, camaraderie, and
pride in the soybean as & food resource will be felt long after the
dniversity has made its last loan payment.

Tofu Fest 50 Proposal-2



Getting Started

Changing Text
Styles

Tofu Letter
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You'll begin by opening a MacWrite document from the Macintosh
desktop.

Turn on the Macintosh, and insert your MacWrite disk—Ilabel
side up and metal end first—into the built-in disk drive.

You'll soon see the Macintosh desktop with your MacWrite disk icon in
the upper right-hand corner.

If necessary, double-click on your MacWrite disk icon to view
the contents of your disk.

You should have an icon labeled "Tofu Letter", representing the
document that you created in the previous MacWrite module. If you
don't have this document on your disk, you'll need to go through the
Introduction to MacWrite module to create the document.

In this module, you'll need to use your "Tofu Letter" document as well
as the "Tofu Proposal" document that has been created and stored on
the Approaching Macintosh Documents Disk. You will need to copy
the "Tofu Proposal" document onto your MacWrite disk.

Copy the "Tofu Proposal” document to your MacWrite disk.

If you are unsure of how to do this, please see the Introduction to
Macintosh module.

Make sure that both "Tofu Letter” and "Tofu Proposal”
documents are on your MacWrite disk before you read any
further.

Now you'll open the unfinished "Tofu Proposal" by double-clicking on
its icon. Note that opening the "Tofu Proposal" document will
automatically open MacWrite.

Double-click on the "Tofu Proposal” icon to open the
unfinished document.

In a moment, the unfinished document appears.

To make the proposal's headings stand out, you want them to be in

boldface. You learned in the previous module that you can change text
style by typing the text, selecting it, and then choosing a style from the
Style menu.

Select the word "Introduction" at the beginning of your
document.

You may have to scroll to get to the top of the document.
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Document

& File Edit Search Format Font Style
E[I==—————— Tofu Proposal

Tofu Rest SO

- Special Events Planning Committee

Introduction I

As you know, this year marks the S0th anniversary of the introduction of
tofu and other soybean products at this university. To celebrate Lhis
special demi-centennial, a number of students groups have joined to plan
Tofu Faire,  week-long celebration of the spirit of soybean products and
their role in university living.

Let's work to make this the best Tofu Faire ever!
Tofu Pavilion

The Tofu Pavilion will be the focal point of Tofu Faire. The Pavilion will

Choose Bold from the Style menu.

Do the same for the words "Tofu Pavilion" (midway through the
document). Select them, and then choose Bold from the Style
menu.

Remember the Tofu Queen's quote from the previous module? You'll
want that same paragraph (including the formatting) in this document.
Rather than typing that paragraph again, you'll use MacWrite's Copy

and Paste functions to move a copy of the quote into your document.

Choose Close from the File menu.

A dialog box will appear asking you if you wish to save the changes
you've made.

Click Yes to save your changes.

Your document is saved, then closed.

Choose Open... from the File menu.

The Open dialog box appears with a list of documents on your
MacWrite disk. If your disk has a large number of MacWrite

documents on it, you'll need to use the scroll bar to scroll through all of
them.
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Platypus Report
Tofu Letter
Tofu Proposal

Choose "Tofu Letter” by double-clicking on it.
Your letter appears.

Make sure that the rulers are visible. If they're not, choose Show
Rulers from the Format menu.

Use the scroll bars to scroll so that the quote paragraph
(starting with "To quote”) shows in the screen.
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Minutes of preparation have gone into the planning and execution of the

"Tofu Is You™ campaign. We now need your support as a sponsor of this
, supplies, or manpower you can donate to

3-39 WORD PROCESSING: ADVANCED MACWRITE



Copying Text and
Rulers

3-40

You'd like to keep the format for the quote paragraph intact when you
transfer it to the proposal. To do this, you'll copy not only the text, but
also the rulers that control the formatting.

Beginning with the words "To quote", drag through the
document down to and including the ruler at the bottom of the
quote paragraph.

Be sure that the rulers above and below the quote are selected
(highlighted).

Choose Copy from the Edit menu.
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| Minutes of preparation have gone into the planning and execution of the
“Tofu Is You™ campaign. We now need your support as a sponsor of this
i event to provide whatever money, supplies, or manpower you can donate to

A copy of the selected section and the formatting rulers is placed on the
Clipboard.

Now you'll return to your "Tofu Proposal” document.
Close "Tofu Letter" by choosing Close from the File menu.

Open "Tofu Proposal" by choosing Open... from the File menu
and double-clicking on the name of the document.

Although you're now in the "Tofu Proposal" document, the paragraph
that you copied from the "Tofu Letter" document is still on the
Clipboard.

Click to set the insertion point in the line after the first
paragraph (in the line above "Let's work...").

Press Return to skip a line.
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Now you'll paste the selection from your letter into your proposal.
Choose Paste from the Edit menu.

In a flash, a copy of your selection appears in your proposal—rulers
and all.
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Let's work to make this the best Tofu Faire ever!

| Tofu Pavilion

i The Taofu Pavilion will be the focal point of Tofu Faire. The Pavilion will
H be completed by the 20th of November, with the stage, dunking pool, and
i decorations in place by opening day. See diagram below for details.

It's a good idea to get into the habit of saving your work every 10 to 15
minutes. That way, if for some reason the power to your Macintosh
goes out, you'll always have a recent backup copy of your work on
disk.

Choose Save from the File menu.

Now you can breathe a little easier.

If you want to add a graph, diagram, or illustration to drive home your
point, MacWrite is ready to oblige. Using the Cut, Copy, and Paste
commands that you learned in the Introduction to MacWrite module,
graphics from applications such as MacPaint or MacDraw can easily be
inserted into your MacWrite document.

To copy a MacPaint graphic into a MacWrite document, you simply
select the object while you were in MacPaint and choose Copy. As
you've learned, choosing Copy places a copy of the current selection
onto the Clipboard. Then you quit from MacPaint and open MacWrite.
The copy is still on the Clipboard, so all you need to do is to position
MacWrite's insertion point where you want the graphic to go, choose
Paste and the graphic will be inserted. Note that this technique is very
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similar to what you just did to copy the quote paragraph from one
MacWrite document to another.

The Tofu Pavilion diagram already in your proposal document was
created in MacDraw and then transferred to "Tofu Proposal” using the
method described above.

Scroll so you can see the entire Tofu Pavilion diagram.

The Tofu Pavilion diagram is a bit too large for the document, and
should be resized by shrinking it both vertically and horizontally. But
before you can resize the diagram, you have to select it first.

Select the diagram by clicking on it.

A box will appear around the diagram with small black squares, called

handles, along the bottom edge. The box shows that the diagram has
been selected. You can't see the middle and left handles very well with
this diagram, but they're there.
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Tofu i
Exhibitions

| Estimated Costs

By dragging the handles, you can resize the diagram. The two corner
handles allow you to drag diagonally, resizing the box horizontally and
vertically, while the middle handle allows you to resize the picture
vertically only. You'll use the bottom right handle, which resizes the
box both vertically and horizontally.

To drag a handle, just position the mouse pointer on a handle, press the
mouse button, and drag the mouse. An outline of the rectangle you're
shaping follows you as you drag. Release the mouse button when the
rectangle is the desired size and shape.
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Drag the lower right handle up and to the left to compress the
diagram about an inch each way.
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| Proposal

Because the text in the diagram is being compressed as well, some of
the words might become unreadable if compressed too much., You've
now made the diagram a more appropriate size.

Unfortunately, the diagram is not quite in the right position yet. You'd
like to have it centered on the page.

Select the diagram (if it isn't still selected).

As before, a box appears around the diagram, with handles along the
bottom edge.

Using the mouse, move the pointer to the right edge of the
box.

When you touch the pointer to the edge of the box, it should change
from the vertical I-bar to an arrow-shaped pointer.

With the pointer in the shape of an arrow, press and hold down
the mouse button. Drag the diagram to center it.
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As you drag, an outline of the diagram follows you. When you release
the mouse button, the diagram appears in its new location.

Click anywhere below the diagram to deselect the diagram.

The box disappears from around the chart, showing that the chart is no
longer selected.

Don't worry if you see a thin grey line running across the screen. The
line represents a page break—you'll learn more about page breaks later.

After the diagram, you'd like to add a table that lists the estimated costs
of Tofu Fest 50. You'll format your table using both regular and
decimal tabs. You'll insert the table after the heading "Estimated
Costs".

Click to set the insertion point in the line after the words
"Estimated Costs".

Scroll upwards to the end of the Tofu Queen's quote.

If the rulers are not showing, choose Show Rulers from the
Format menu.

The ruler after the quote is the ruler that is controlling the formatting at
the insertion point. But notice that on this ruler single spacing is in
effect. However, you want your table to be 1 1/2-spaced.

Scroll down to where you set the insertion point.
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Choose Insert Ruler from the Format menu.
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Proposal
The Tofu Fest SO committee would like the University to donate
$29,195.50 to defer the costs of Tofu Fest 50. Of course, it's possible
| that the University will need to take out a loan to provide the necessary
funds. However, we believe this is a small price to pay for such &'
i momentous occasion. The feelings of togetherness, school unity,
| cemaraderie, and pride in the soybean as a food resource will be felt
after the University has made its last loan payment.

This is the ruler you'll modify to make your table.

‘When you changed ruler settings in the Introduction to MacWrite
module, you saw those changes affect everything below the ruler.
You're going to make formatting changes to the new ruler, but you
want these changes to affect the formatting of just the table and not the
paragraph below the table.

To avoid changing the format of everything after the table, you'll insert
two rulers, but you'll only make changes to the first one (the one you
just inserted). When you choose Insert Ruler, the ruler that is inserted
is a copy of the ruler above it. So if you insert another ruler now before
making any changes to the one you just inserted, the formatting of the
paragraph below will stay the same.

Press Return to skip a line.
Choose Insert Ruler from the Format menu.

You've now "protected” the paragraph below from any formatting
changes.

Click in the 1 1/2-spacing box on the first of the two rulers.

The Macintosh uses two kinds of tabs: regular tabs and decimal
tabs. Regular tabs work just like those on a typewriter, helping you to
indent text or align columns. Decimal tabs set up columns of numbers
so that the decimal point will align vertically. Decimal tabs are
particularly useful for handling columns of currency.
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Decimal Tab Well
Regular Tab Well

Tabs are represented by tab markers, small hollow triangles placed
along the ruler. Decimal tab markers can be distinguished from regular
tab markers by the small decimal point in the center of the hollow
triangle. MacWrite's preset ruler has a tab stop at the 5 1/2-inch mark.

Tab markers are stored in a tab well. These are the little squares on
the left of the ruler that have a picture of the appropriate tab marker.

You move a tab marker just as you move a margin marker—by
dragging.

You'll set the format for the table by setting a regular tab marker and a
decimal tab on the ruler controlling the format for the table. You'll geta
regular tab marker from the regular tab well.

To drag a tab from a tab well, you position the pointer on the tab well.
Press and hold down the mouse button and drag the tab up to the inch
scale on the ruler. When the tab is at the position you want, release the
mouse button.

Drag a regular tab marker out of the regular tab well, and set it
at the 2-inch mark on the ruler.

Drag a decimal tab from the decimal tab well to the 5-inch mark
on the ruler.

Remember that the decimal tab well is directly to the right of the regular
tab well. Decimal tab markers look like regular tab markers, but have a
decimal point in the center.
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Proposal
| The Tofu Fest SO committee would like the University to donate
$29,195.50 to defer the costs of Tofu Fest 50. Of course, it's possible
| that the University will need to take out a loan to provide the necessary
8 funds. However, we believe this is a small price to pay for such a
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The ruler is now set for your table.

Click between the two rulers to set the insertion point for the
table.

Press Return to insert a blank line.

Press the Tab key to move to the first tab stop and type "Tofu
(1000 tons bulk)".

Note that the first tab—a regular tab—works just like a tab on a
typewriter.

Press Tab to move to the decimal tab, and type "$9,459.00".

Press Return and then Tab to type the next line of the table.

Complete the table as shown.

Complete the table using the Return key to move to the next line and the
Tab key to move to the next tab stop. Note that the decimal points in

the second and third column line up underneath the decimal tab marker
that you set earlier.
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Tofu (1000 tons bulk) $9,459.00
$37.85
$2,050.00
$873.99
$2,345.67
$13,429.00

$999.99

Tofu Queen’s crown
Pavilion rental fee
Rental of exhibit tables
Prizes

Labor

Miscellaneous

$29,195.50
1 :.15.1. foand

Now's a good time to save your work.

Choose Save from the File menu.

The Find and Change commands found in the Search menu are
powerful features of MacWrite. With these commands, you can locate
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Changing

Search
Find...
Find Next ®F
Change...
Goto Page # %6

the appearance of any word, combination of words, or partial word in
your document, and change it quickly and easily.

The person who originally created this document was planning on
calling this event the "Tofu Faire", but since then, the name has been
changed to "Tofu Fest 50". You'll use the Change... command to
find and change any appearance of the words "Tofu Faire".

Since both the Find... and Change... commands start their search from
the insertion point, you should position the insertion point before the
"Introduction” heading at the beginning of your document, so that the
search will begin from there.

If necessary, scroll to the top of the document. Click right
before the "Introduction” heading.

The text you should search for is the phrase "Tofu Faire". Any
appearances should probably be changed to "Tofu Fest 50", but you'd
like to "approve” of any substitutions before they are made.
MacWrite's Change. .. command allows this.

Choose Change... from the Search menu.

The Change dialog box appears, prompting you to enter the phrase to
change and what to change it to.

Type "Tofu Faire" in the Find what rectangle, and press the
Tab key.

When you press the Tab key, the insertion point moves to the Change
to rectangle. If you entered nothing in the Change to rectangle,
MacWrite would simply remove each appearance of the words in your
document.

Type "Tofu Fest 50" in the Change to rectangle.
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Introduction

As you know, this year marks the SOth anniversery of the introduction of

tofu and other soybean products at this university. To celebrate this
i special demi-centennial, 8 number of students groups have joined to plan
I Toru Faire, a week-long celebration of the spirit of soybeen products and
i their role in university living.

| To quote Jennifer Gaetz, head of the Student Soy Council and last year's

The Partial Word choice at the bottom of the dialog box allows you to
search for and change a portion of a word rather than a whole word.
But you're looking for whole words, so you should leave those settings
unchanged.

Starting the Search Click the Find Next button to start the search.

Find Next finds the first appearance of the word after the insertion point

in your document.
The first appearance of "Tofu Faire" is highlighted.

Change, Then Find Click the Change, Then Find button.

[ Change, Then Find ] MacWrite changes this first appearance of "Tofu Faire" to "Tofu Fest
50" and then locates the next appearance.

Using the Change, Then Find button gives you the opportunity to see
each appearance of the word (or words) and confirm each change.

This next appearance of "Tofu Faire" you want changed to "Tofu Fest"
and not to "Tofu Fest 50".

Close the dialog box by clicking in the close box.
"Tofu Faire" is still selected.
Type "Tofu Fest" to replace "Tofu Faire".

You can continue your search where you left off by choosing Change...
again.
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Insert Ruler
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Display Footer

Open Footer
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Set Page #...
Insert Page Break
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Justify ®d
Use Ruler #D

Choose Change... from the File menu.
Notice how the rectangles still contain the words you typed.

You don't need to confirm the rest of the changes, so you can use the
Change All button. When you choose Change All, you are warned that
you will not be able to undo this command, and given the opportunity
to go ahead or cancel. If you go ahead, every appearance of the Find
what is replaced by the Change to text.

Click Change All.
Click Go Ahead to continue with the Change All command.
All the necessary changes have now been made.

Close the Change dialog box by clicking in its close box in the
upper left corner.

MacWrite allows you to add information at the top and/or bottom of
each page. In these header and footer areas, you can put information
such as page numbers, the current date, or the name of your document.

You'll now add a footer that includes the page number and the
document name in boldface.

Choose Open Footer from the Format menu.

The Footer window appears.
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Tofu Pavilion

The Tofu Pavilion will be the focel point of Tofu Fest 50. The Pavilion R
will be completed by the 20th of November, with the stage, dunking pool,
and decorations in place by opening day. See diagram below for details.
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Choose Bold from the Style menu.
Type "Tofu Fest 50 Proposal-".

You're now ready to add the page number. MacWrite will number your
pages automatically.

Above the ruler in the Footer window are three icons. The one to the
far left, the number symbol (#), is the page-number icon.

Using the mouse, drag the page-number icon to the right edge
of what you just typed (right after the hyphen).
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The correct page number will be automatically inserted in the document
at the point where you placed the icon.

The other two icons above the ruler work in the same way. The
calendar icon inserts the current date, and the clock icon inserts the
current time.

Close the Footer window by clicking in its close box.

The footers now show up in your document window. (You may need
to scroll to see them.)

If you don't want the footers to show in your document window, you
can hide them by choosing Remove Footers from the Format menu.
Once they're hidden, the Remove Footers command changes to Display
Footers so you can always bring them back.
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Headers work the same as footers, but appear at the top of each page.
You won't use headers here, though.

Now you'll add a few final touches to your proposal.

Scroll through your document to read it over. The thin grey line you
see after the footer represents the end of a page.

Depending on how much you compressed the Tofu Pavilion diagram,
you may notice that the "Estimated Costs" heading appears awkwardly
at the end of the first page. You'd like to move the heading to the next
page so that it's right above the table.

To do this, you need to insert a page break so that the "Estimated
Costs" heading starts a new page. Inserting a page break is like
inserting enough blank lines to fill the current page. The effect is to
push everything below the page break to the next page.

Click to set the insertion point before the words "Estimated
Costs".

Choose Insert Page Break from the Format menu.
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Tofu Fest 50 Proposal-1

The heading moves from the last line on the first page to the top of the
second page.

You can think of a page break as a space that expands or contracts
whenever you add or remove text or graphics from the page.

You can select a page break by clicking anywhere in the empty area
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above the footer. The area will highlight, indicating that the page break
is selected. If you want to delete the selected page break, simply press
Backspace.

You've finished your proposal! You should save your changes before
you quit.

Choose Save from the File menu to save your document.

In a few seconds, a copy of your finished proposal is saved on your
MacWrite disk.

Choose Print... from the File menu to print a copy of your
proposal.

Select high-quality printing and set the type of paper that you're using
(cut sheet or continuous).

Now you're ready to return to the desktop.
Choose Quit from the File menu.

You're back at the Macintosh desktop.

In this module, you've learned:

»  How to copy text and rulers from another MacWrite document by
using Copy and Paste

« How to resize a graphic by selecting it and then dragging the
appropriate handles

» How to move a graphic by selecting it, positioning the pointer on
its border, and dragging it to its new position

e How to use the Change... command to replace every appearance of
a word, or words, with something else

¢  How to insert a footer into your document, by choosing Open
Footer and typing in the desired footer

»  How to automatically number your pages by dragging the
page-number icon to the appropriate place in your footer

»  How to insert page breaks by choosing the Insert Page Break
command

Turn in a printed copy of your proposal.
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The Task

You have written the first draft of a research paper for a class
(Anthropology 136, "Food and Culture") and you would like to revise
it in this module. You'll learn the basic editing techniques used in
Microsoft Word, how to use tabs, footnotes, and different formats for
separate sections of the document (page numbering, page headers, and
SO on).

You'll use these techniques to fix any typos you made while typing the
first draft; to create a title page, so that the paper has a more
professional appearance; to include footnotes for which you did not
have the proper citation when you typed your first draft; and finally, to
include your name and the page number at the bottom of each page.

To do this module, you should be familiar with MacWrite. Many of the
most basic text-entering and editing techniques described in that module
will be required to do this one. If you have not already completed the
MacWrite module, you should do so before starting this one.

When you are finished, you will print the revised version of your
paper, which should look like the one on the next six pages.
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Introduction

Tofu is a food made from soybeans. Although not very popular in the United
States (outside of California, anyway), it is very popular in the Far East. In
Japan, for example, there are seven varieties of tofu that are widely used,
and tofu is often an important protein source in the Japanese diet.

Nutritional Information

Tofu is high in protein, and can be used as a cheap protein source in many
diets. Soybeans, tofu's main ingredient, yield more protein per acre than any
other crop {Figure 1). In fact, soybeans are almost 35% protein.
Furthermore, the protein in soybeans is complete (it containe all eight. of the
essential amino acids). Soybeans contain no cholesterol and almost no
indigestible saturated fats.

Figure 1

Per Acre Protein Yields for Yarious Foods
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beans

Soybeans are a very good protein source, as measured by both the quantity
and quality of protein that tesulls frotn soybean production.

The quantity of protein found in a food is usually measured in terms of the
percentage of the weight of a food that is protein. Figure 2 lists several
foods and their percent protein by weight.

Figure 2
Food & Protein
Dried frozen tofu 53
Fish 22
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Chicken 21
Beef 20
Tofu 3

When evaluating the value of a food as a protein source, it is important to
consider not only the guaniity of protein in that food, but also the gua/lity

of the protein provided. Net Protein Utilization (NPU) is the measure usually
used to compare the quality of protein found in different foods. Net Protein
Utilization depends on a food's digestibility and the degree to which the eight
essential amino acids making up the protein tnatch the pattern required by
the body. The table below lists the Net Protein Utilization of several
different foods.

Figure 3
Food NPU (%)
Fish 80
Beef and hamburger 67
Tofu 65
Chicken 65

The protein found in tofu is a good complement for that found in tnany grain
products. Tofu contains an abundance of lysine, an essential amino acid that
many grain products lack. As a result, tofu can be used as a protein booster
by combining it with grain products, thus yielding a meal with a higher
amount of usable protein than could be obtained by eating either of the
[oods separately.

Finally, tofu is an ideal diet food. Tofu contains only 9 calories per gram of
protein, and only 12 calories per gram of usable protein. Tofu ig also rich in
minerals, with an abundance of calcium and iron.

The History and Culture of Tofu

A long and colorful history tnakes tofu as interesting historically and
culturally as it is nutritionally. Tofu was known as early as 100 BC. in parts
of China. It became an indelible part of Chinese culture around 520 AD.
when Bhodidarma founded a great Zen school and engaged tofu in "Dharma
combat” to prod tofu’'s understanding of the Buddha's way. He hailed its
honest, straightforward nature and its "lovely white robes” Legends of
Bhodidarma were passed on verbally; the earliest document to mention tofu
was the sedroky written during the Sung Dynasty (360-1127).
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Tofu was brought to Japan in the 8th century by numerous Buddhist monks.
Althougt it appeated i Japan in the dth century, tofu did not become a
fixed part of Japanese culture until the Kamakura period. At that time, tofu
blended well with the ruling Samurais’ frugal life style.

As the use of tofu spread throughout Japan, the people developed their own
methods of production, and Japanese tofu diverged somewhat {rom its
Chinese counterpart in texture and flavor. When the Chinese Zen Master
Ingen went to Japan in 1661, he was so taken aback with the form of
Japanese tofu that he wrote thic famous Japanese proverb:

Mame de
Nikakn g
Fawanaka o

This proverb has a double meaning:

Made of soybeans, Practicing diligence,
Square, cleanly cut, of Being proper and honest,
And soft. And having a kind heart.!

Indeed, this is only one of many Japanese proverbs centering around tofu.
For instance, when a Japanese person wants to tell someone to "get lost” he
may say, 'Go bump your head against a corner of a cake of tofu and drop
dead.” Or when speaking of something as being hopeless, he might say, "It's
as futile as trying to clamp two pieces of tofu together "2

In the United States, tofu is generally purchased at the supermarket, and
only rarely bought from a specialty tofu shop or prepared at home. This isa
shame, however, because the traditional tofu maker adds color and variety
to the Japanese community. As Shurtleff says in 7he Book of Tofi, "[The
tofu maker is] precise and graceful, jeined in an effortiess rhythm that, at
times, [flows] like a dance.” Tofu making is an art, and tofu makers are very
careful to keep secret methods from slipping into a competitor's hands. 1n
fact, traditional tofu masters have a saying that there are two things that

they will not show another person: how to make babies and how to make
tofu.3

IWilliam Shurtleff and Akiko Aoyago, The Book of Torfi. Knabawa-
ken, Japan: Autumn Press, 1975, p. 95.

2Shurtleff, p. 95.

SShurtleff, p. 96.

William ]. Berner: The Wonderful World of Tofu 3



—

Tofu reaches into one’'s life in a way that no other food can. Its historical and
cultural value combine with outstanding nutrition to bring pleasure and
protein to all those whose table it graces.
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Getting Started

Tofu Paper

Special Markers

Selecting/Editing
Text

You'll begin by inserting the Microsoft Word disk into your Macintosh.

Turn on the Macintosh and insert your Word disk—Ilabel side
up and metal end first—into the built-in disk drive.

You'll soon see the Macintosh desktop with the icon of your Word disk
in the upper right-hand corner.

In this module, you'll need to use the "Tofu Paper" document that has
been created and stored on the Approaching Macintosh Documents
Disk. You will need to copy the "Tofu Paper" document onto your
Word disk.

Copy the "Tofu Paper” document onto the Word disk.

If you are unsure of how to do this, please see the Inroduction to
Macintosh module.

Now you'll open "Tofu Paper" by double-clicking the "Tofu Paper"
icon. Note that opening the "Tofu Paper" document will automatically
open Microsoft Word.

Double-click on the "Tofu Paper" icon on the Word disk to
open the document.

Word uses two symbols to show a page break, depending on what kind
of page break it is. An equal sign, "=", is used to show a page break
that Word inserts automatically, and a dotted line is used to show a page
break that you tell Word to insert (more about page breaks in the

Advanced Microsoft Word module).

Thus, when you first open a Word document, there is an equal sign in
the upper left corner of the screen to indicate the beginning of the first
page. Also note that a diamond is used to signify the end of the
document.

The first thing you'd like to do is replace the abbreviation "U.S." in the
first paragraph with "United States”. To replace text, simply select
what you want to change, and type the new text.

Use the mouse to position the I-bar before the "U" in "U.S.",
then press and drag across the full abbreviation.

The text "U.S." is selected and should be highlighted.
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The Wonderful World of Tofu

Title Bar—
Equal Sign/ Introduction

Tofu is a food made from soybeans. Although not very popular in the [
(outside of California, anyway), it is very popular in the Far East. In Japan,
for example, there are seven varieties of tofu that are widely used, and tofu
is often an important protein source in the Japanese diet.

Nutritional Information

Tofu is high in protein, and can be used as a cheap protein source in many
diets, Soybeans, tofu's main ingredient, yield more protein per acre than any
diets. Soybeans, tofu’s main ingredient, yield more protein per acre than any
other crop (Figure 1). In fact, soybeans are almost 35% protein,
Furthermore, the protein in soybeans is complete (it contains all eight of the
essential amino acids). Soybeans contain no cholesterol and almost no

Scroll Arrow
Size Box

Type "United States”.

Notice that the selected text disappeared when you began typing
"United States". This is because when you select text and then type,
Word first clears the selection, and then inserts what you type in its
place.

Dragging across text is the simplest way of selecting it. There are,
however, other conventions in Word for selecting blocks of text easily.

The Selection Bar Word uses a selection bar to provide other ways of selecting large

blocks of text. The selection bar is located at the far left edge of your
document.

Move the pointer into the selection bar just to the left of the
text on the screen.

The pointer shifts right when you are in the selection bar.
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The Wonderful World of Tofu

Introduction

Tofu is a food made {rom soybeans. Although not very popular in the United
Stateq (outside of California, anyway), it is very popular in the Far East. In
Japan, for example, there are seven varieties of tofu that are widely used,
and tofu is often an important protein source in the Japanese diet.

| Nutritional Information

| Tofu is high in protein, and can be used as a cheap protein source in many

| diets. Soybeans, tofu's main ingredient, yield more protein per acre than an
diets. Soybeans, tofu's main ingredient, yield more protein per acre than an
other crop (Figure 1). In fact, soybeans are almost 358 protein.
Furthermore, the protein in soybeans is complete (it contains all eight of the
essential amino acids). Soybeans contain no cholesterol and almost no

| indigestible saturated fats

Notice that there are two lines starting with "diets" that were accidently
typed in the second paragraph. You'll remove one of them now.

While the pointer is in the selection bar, position it in front of
the first line starting with "diets" in the second paragraph, and
press the mouse button.

The entire line is selected and should be highlighted. When the pointer
is in the selection bar, clicking in front of a line selects that line.

There are other ways to use the selection bar to select large blocks of
text. For example, to select:

* aword: Double-click anywhere on the word.

» asentence: Hold down the Command key and click anywhere
inside the sentence.

» aparagraph: Double-click in the selection bar to the left of the
paragraph.

Now you'll delete the line you've selected.

Press Backspace.

Backspace removes the selected text from the document.
Read the portion of the paper currently shown in the window.

The scroll bar lets you move a long document up or down in the
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window so you can see different parts of it.

Move the pointer into the grey area beneath the scroll box on
the right side of the screen and click.

& File Edit Search Character Paragraph Document
[J==———— Tofu Paper

essential amino acids). Soybeans contain no cholesterol and almost no
indigestible saturated fats.

Figure 1

Per Acre Protein Yields for Various Foods

400 T 356

Pounds of
Usable Protein

Soy- Rice Corn Wheat Milk Eggs Meat Beef
beans

Word scrolls to show you the next window of the document.

Look over the chart shown in the window. When you are

ready, click in the grey area of the scroll bar to see the next
screen of the paper.

Read over the paragraph starting with "The quantity of
protein...".

You want to insert a table showing the percent protein composition of
different foods. You will put the table at the end of this paragraph, but
first you will label it "Figure 2".

Position the insertion point at the end of the paragraph

starting with "The quantity of ..." by clicking after the word

"protein.".

Type in the following sentence (without pressing Return):

Figure 2 lists several foods and their percent protein by
weight.

Press Return, and type "Figure 2". Then move the pointer into
the selection bar, and click in front of the line you just typed.
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The words "Figure 2" are now selected, and should be highlighted.
You would like "Figure 2" to appear in boldface.

Choose Bold from the Character menu.

r & File Edit Search Character Parﬂgraph Do
EEDE'* Tofu Paper

The quantity of protein found in a food is usually mea
percentage of the weight of a food that is protein. Figi
foods and their percent protein by weight.

=

When evaluating the value of a food as a protein sourc«
consider not only the guanirly of protein in that food,
of the protein provided.

With Word, whenever you press return, you create a new paragraph.
Therefore, the line containing "Figure 2" is a paragraph, and can be
formatted using the appropriate commands from the Paragraph menu.
Choose Centered from the Paragraph menu.

Before you type in the table, it is necessary to deselect "Figure 2" and
place the insertion point at the end of that line.

Use the mouse to position the I-bar to the right of "Figure 2"
(which should be selected), and click.

The insertion point should now be after the "2" in "Figure 2".
Press Return.

Because Word copies the paragraph format from "Figure 2", the
insertion point appears in the center of the screen. However, you
would rather have the text of the table appear flush against the left
margin.

Choose Left from the Paragraph menu.
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You are now ready to type in the information for the table. Because
you will want the text to appear in two columns, you need to set
appropriate tab stops.

Choose Tabs... from the Paragraph menu.

A ruler appears, with the Tabs dialog box below it.

& File Edit Search Character Paragraph Document

Tofu Paper
2 ) 13 ) 14 N

ed in terms of the
2 lists several

The quantity of
| percentage of t}
| foods and their

Tabs

Leader
@ Blank

Alignment
@ Left

[0k ]

Position:

1+ O Center O
| 1 O Right

+ O Decimal | |O

When evaluatinf I& VaIUE oI a 1000 a5 4 PIOGEIN SOULCE, it is important to
f consider not only the quanmtiZy of protein in that food, but also the qualiy
| of the protein provided,

= Soybeans are a very good protein source, as measured by both the quantity
and quality of protein that results from soybean production.

The protein found in tofu is a good complement for that found in many grain

The ruler displays the left and right margins, along with tab stops if any
are set (in this case, none are). Notice that in the Tabs dialog box there
are buttons to specify the alignment of characters about the tab stops
(flush left, centered, flush right, or decimal point). You can also
specify the "leader” characters that fill the space between text and tab
stops. Leaders are especially useful for making forms that contain
blanks, for example:

First Name, Last Name

(In this example, the underscore character was used as a leader.)

You insert a single tab by typing a distance (0.5 inch, 1.0 inch, and so
on) in the Position box, and then clicking OK. Tabs can also be
inserted by clicking at the appropriate place on the ruler.

Set the first tab stop at the 1-inch mark by moving the pointer
into the area just below "1" on the ruler and clicking.

A tab marker appears at the place you clicked, indicating that the tab is
set.
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K
The quantity of Tabs ————

percentage of U .
—Alignment —

foods and their - _Leader— @
i Left @ Blank
¢+ Ocenter [|O .ceeen (_cancel
| 1 O Right (@ R Position:
¥ O Decimal | |O 1"

When evaluatinf tIE VaIUe 0l & 1007 a5 4 PrORIIN SOUL

rancidar nat anlyr tha virom?itery Af nratain in that fanAd

Note that you must click on the lower portion of the ruler, below the
numbers. Also note that the position of your tab setting appears in the
dialog box.

If you insert the tab in the wrong spot, you can use the mouse to
reposition it by dragging it left or right to the appropriate position. You
can also remove a tab by dragging it off the bottom of the ruler.

Your table will have two columns. The first will contain text labels,
and the second will contain numbers. Because the second column will

contain only numbers, you'll use a decimal tab, to force the decimal
points for all of the numbers to line up.

Click Decimal for Alignment. Then set an additional tab at 4
inches by moving the pointer to the appropriate spot on the
ruler and clicking.

You should now have two tabs set. One at 1 inch, and one at 4 inches.
When you are done, click OK.
You are ready to type column headings for your table.

Press Tab, and then choose Underline from the Character
menu.

Now type "Food", then press Tab. Finally, type "% Protein",
then press Return,
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The formatting for your paper is set so Word automatically inserts a
blank line between paragraphs, that is, each time you press Return. For
the main text of the paper, this is fine, because you want a blank line
between paragraphs. But you would not like a blank space between the
lines of the table; therefore, you will use the Formats... command from
the Paragraph menu to change this.

Formatting Press Backspace to delete the line you just inserted, then
Paragraphs choose Formats... from the Paragraph menu.
Paragraph : L
Normal € File Edit Search Character Paragraph Document
Tofu Paper
12 \ 13 L 14
vieft T
Centered
Right The qUE===——=——=——= Paragraph Formats
Justified F;;;:? Left Indent: |[UGMM| Line Spacing: |auto

First Line: 0" Space Before: |0 li
Right Indent:|0" Space After: (11

vSingle Space
Double Space
Open Space ® Left QO Right [0 Keep with next 9

When || O Centered O Justified [JKeep lines together

conside LS
of the protein provided.

Formats...

Tabs... 8T = Soybeans are a very good protein source, as measured by both the quantity
and quality of protein that results from soybean production.

The protein found in tofu is a good complement for that found in many grain

A dialog box appears. Here you can specify a paragraph's left and right
indentation, as well as the indentation of its first line (from the left edge
of the paragraph).

Line Spacing You can also specify line spacing. Auto is the preset value; it means
that Word adjusts spacing between lines automatically. Use Space
Before and Space After to insert extra space before or after the
paragraph.

The buttons on the lower left specify the alignment of the paragraph on
the page (flush left, flush right, or center), and the boxes in the lower
right can be used to ensure that certain paragraphs or lines are kept on
the same page.

Notice that the entry in the Space After box is "1 1i". This means that
Word will insert one blank line after the paragraph. You'll change this
value to 0 now.
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Select the text in the Space After box by dragging across it.
Then type "0 li". When you are done, click OK.

You are now ready to type in data for the table. The headings for the
table are underlined, but you don't want the data for your table to be
underlined. When you insert text, Word formats the new text exactly
like the text immediately preceding the insertion point, so you'll need to
specify plain text formatting before typing the rest of the table.

Choose Plain Text from the Character menu and press Return.
Then enter the following text for the body of the table, being
sure to press Tab before each entry, and Return at the end of
each line:

Dried frozen tofu 53
Fish 22
Chicken 21
Beef 20
Tofu 8

Your table should now look like this:

& File Edit Search Character Paragraph Document

w The quantity of protein found in a food is usually measured in terms of the
| percentage of the weight of a food thatis protein. Figure 2 lists several
foods and their percent protein by weight.

Figure 2

Food & Protein
Dried frozen tofu 53
Fish 22
Chicken 21
Beef 20
Tofu 8

When evaluating the value of a food as a protein source, it is important to
consider not only the guani/ty of protein in that food, but also the quality
of the protein provided.

Before going any further, you'll save the changes you've made so far.
Choose Save from the File menu.
It's a good idea to save your documents often. This way you won't

lose very much work if the power goes off unexpectedly (or when your
roommate trips over the power cord).
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Read over the next paragraph. When you are done, set the

insertion point at the end of that paragraph (after the word
"provided.”), and type "Net Protein Utilization (NPU)".

Word has a glossary feature which allows you to store frequently used
text for easy retrieval. Because you'll be typing the phrase "Net Protein
Utilization" quite often, it would be a good idea to store that phrase in
the glossary.

Select the text "Net Protein Utilization" (by clicking and
dragging across it). Then choose Copy from the Edit menu.

This stores the text on the Clipboard. Now, all you need to do is paste
it into the glossary.

Choose Show Glossary from the Edit menu.

This activates the glossary window.

& File Edit Search Character Paragraph Document

Tofu Paper

Fiff()=———-—= Glossary
Name in Glossary: page Ko

|| _| footnote

When evaluati portant to
consider not or the quality
of the protein j

= Soybeans are 2| T [the quantity
and quality of ProeTIT UIaT TeSUITS ITUNT SUy DS all ProgUCOoT.

The protein found in tofu is a good complement for that found in many grain
products. Tofu contains an abundance of lysine, an essential amino acid that
many grain products lack. As a result, tofu can be used as a protein booster
by combining it with grain products, thus yielding a meal with a higher
amount of usable protein than could be obtained by eating either of the
focds separately. ’

The current glossary entries are displayed on the right side of the
window. The words "page" and "footnote" appear because page and
footnote are predefined glossary entries. To define a new entry, you
must type in a name and paste in the text.

Type "NPU" (for Net Protein Uilization).

This is your entry name. From now on, you'll be able to type this
name in your document, and then use the glossary to expand it into the
full phrase.
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Choose Paste from the Edit menu.
This completes the entry.

Close the glossary window by clicking in its close box or
choosing Close from the File menu.

Select the insertion point to be after "(NPU)", then type:

is the measure usually used to compare the quality of protein found
in different foods. NPU

Using a Hold down the Command key and press Backspace.
Glossary Entry

& File Edit Search Character Paragraph Document
Tofu Paper

Fish
Chicken
Beef
Tofu

When evaluating the value of a food as a protein source, it is important to
consider not only the guani/ty of protein in that food, but also the gualidy |7
of the protein provided. Net Protein Utilization (NPU) is the measure usually

used to compare the quality of protein found in different foods. Net Protein
Utilization)|

=Soybeans are a very good protein source, as measured by both the quantity
and quality of protein that results from soybean production.

The protein found in tofu is a good complement for that found in many grain
products. Tofu contains an abundance of lysine, an essential amino acid that
many grain products lack. As a result, tofu can be used as a protein booster
by combining it with grain products, thus yielding a meal with a higher

[Poge T___ko] |

Presto! "NPU" expands into "Net Protein Utilization".

Type in the remainder of the paragraph. Don't forget to use
the glossary expansion for "Net Protein Utilization".

depends on a food's digestibility and the degree to which the eight
essential amino acids making up the protein match the pattern
required by the body. The table below lists the NPU
(Command-Backspace) of several different foods.

Adding Another You are now ready to type in the third figure for your paper. (The chart
Table at the beginning and the table you inserted were the first two.) This will
be a table very similar to the last one, but the steps are listed in case you
have forgotten. The insertion point should be after the word "foods.".
Set it there if it is not already.
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Press Return.
Word inserts a blank line, and you are ready to type the table heading.

Choose Bold from the Character menu, and then type
llFigure 3!!.

Next, format it correctly.

Choose Centered from the Paragraph menu, then press
Return.

You're ready to type in the table, but first you must format it correctly.
Choose Left and then Tabs... from the Paragraph menu.

You'll set tabs for the table.

Set two tab stops. One with left alignment at 1 inch and one

with decimal alignment at 4 inches by clicking the correct

alignment buttons, and then clicking at the appropriate spots

on the ruler. When you are finished, click OK.

Press Tab, then choose Underline from the Character menu.

Type "Food", press Tab, and finally type "NPU (%)".

You'll change formats so that there is no blank line between
paragraphs.

Choose Formats... from the Paragraph menu.
A dialog box appears.

Change the value for Space After to "0 li". When you are
finished, click OK.

Now you'll type in the NPU data.

Choose Plain Text from the Character menu and press Return.
Then type in the following text for the body of the table.

(Don't forget to press Tab after each entry, and Return at the
end of each line.)

Fish 80
Beef and hamburger 67
Tofu 65
Chicken 65
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used to compare the quality of protein found in different foods. Net Protein

| Utilization depends on a food's digestibility and the degree to which the eight |7
essential amino acids making up the protein match the pattern required by [
the body. The table below lists the Net Protein Utilization of several
different foods.

Figure 3

Food NPU (&)
Fish 80
Beef and hamburger 67
Tofu 65
Chicken 65

=Soybeans are a very good protein source, as measured by both the quantity
and quality of protein that results from soybean production.

Before going on, remember to save the changes that you've made so
far.

Choose Save from the File menu.

The paper would read better if the next paragraph came before the two

tables that you just inserted. Word's selection bar and its special
conventions for moving and copying text with the mouse make moving
paragraphs easy. To move blocks of text with the mouse, just select the
text that you want to move, use the mouse to position the I-bar where
you want to move the text, and, while holding down the Shift and
Option keys, press the mouse button.

Use the mouse to move the pointer into the selection bar
anywhere to the left of the paragraph starting with "Soybeans
are a very good...". Then double click.
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| used to compare the quality of protein found in different foods. Net Protein K
Utilization depends on a food’s digestibility and the degree to which the eigh
essential amino acids making up the protein match the pattern required by
the body. The table below lists the Net Protein Utilization of several
different foods.

Figure 3

Food NPU (8)
Fish 30
Beef and hamburger 67
Tofu 65
Chicken 65

Soybeans are a very good protein source, as measured by both the quantit
i{lland quality of protein that results from soybean produc

The paragraph is selected and should be highlighted. When the pointer
is positioned in the selection bar, double-clicking selects the entire
paragraph.

Now you'll move the I-bar to the position where you would like to
move the selected text.

Click in the grey bar above the scroll box until the chart
appears on the screen.

The paragraph starting with "The quantity of protein found..." should
be right below the chart.

Position the I-bar directly before the "T" at the beginning of
the paragraph starting with "The quantity of protein..." and,
while holding down the Shift and Option keys, press the
mouse button.
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Figure 1

Per Acre Protein Yields for Various Foods

400 1 35¢

Pounds of
Usable Protein

The selected text moves into position just below the chart.

Note that if you accidentally clicked before holding down the Shift and
Option keys, you will have deselected the text that you wanted to move.
Use the scroll bar to move the paragraph starting with "Soybeans are a
very good..." into view, reselect it, and try again.

You've moved backward a few screenfuls, so you'll have to catch up.

Reading as you go, scroll through the document until you
come to the boldface header for the next section. The title of
the next section is "The History and Culture of Tofu".

Read the first several paragraphs of this section, stopping
after the paragraph beginning with "Indeed, this is only
one...".

You want to include a footnote to cite the source that you used for this
information.

Use the mouse to position the I-bar at the end of the paragraph
(after the word "together."), and click.

Choose Footnote... from the Document menu.
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Shikakn de
Fawanaka de

This proverb

[ Auto-numbered Reference
e,

or Ronest,

Footnote Reference Mark: ﬂ:—_l 'd heart !

Indeed, this is only one of many Japanese proverbs centering around tofu.
For instance, when a Japanese person wants to tell someone to "get lost” he
may say, ‘Go bump your head against a corner of a cake of tofu and drop
dead.” Or when speaking of something as being hopeless, he might say, "It's
as futile as trying to clamp two pieces of tofu toget.her.'1

In the United States, tofu is generally purchased at the supermarket, and
only rarely bought from a specialty tofu shop or prepared at home. Thisisa

A dialog box appears, asking if you would like an Auto-numbered
Reference, or a Footnote Reference Mark.

If you choose Auto-numbered Reference, Word will number your
footnotes for you. If you add or delete footnotes, Auto-numbering will
also renumber. Alternatively, you can specify a Footnote Reference
Mark (the Footnote Reference Mark appears in your document text to
indicate the corresponding footnote text). A Footnote Reference Mark
can be a letter, a number, or a phrase up to 10 characters long. For this
paper, you want an Auto-numbered Reference.

Click OK.

Word places a "2" in your document, divides the screen in two, and
also places a "2" in the lower window. The top window contains your
document. The bottom window is the footnote window, the place
where you insert your footnote text. A "2" has been inserted because
this is this document's second footnote (you may have seen the first on
the previous screen). The reference for this footnote is the same as that
for the last footnote, so you only have to type the author's name and the
page number.

Type "Shurtleff, p. 95.".

Because this footnote is a reference in a paper, you need to indent the
first line of the reference.
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may say, "Go bump your head against a corner of a cake of tofu and drop
dead." Or when speaking of something as being hopeless, he might say, "It's
as futile as trying to clamp two pieces of tofu together.2

In the United States, tofu is generally purchased at the supermarket, and
only rarely bought from a specialty tofu shop or prepared at home. Thisisa
shame, however, because the traditional tofu maker adds color and variety
to the Japanese community. As Shurtleff says in 7#e Book of Tofu, "[The
tofu maker is] precise and graceful, joined in an effortless rhythm that, at
times, [flows] like a dance.” Tofu making is an art, and tofu makers are very
careful to keep secret methods from slipping into a competitor's hands. In
fact, traditional tofu masters have a saying that there are two things that

2Shurtleff, p. 95/
<

[Tootnote o[ ]

Choose Formats... from the Paragraph menu.
A dialog box appears.

Double-click in the box labeled First Line, and type ".5". Then
click OK.

The first line of your footnote "paragraph" is now indented 0.5 inch.

Look at the black line that divides the main text of your document from
the footnote window.
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may say, "Go bump your head against a corner of a cake of tofu and drop
dead.” Or when speaking of something as being hopeless, he might say, "It's
as futile as trying to clamp two pieces of tofu together."2

In the United States, tofu is generally purchased at the supermarket, and
only rarely bought from a specialty tofu shop or prepared at home. This is a
shame, however, because the traditional tofu maker adds color and variety
to the Japanese community. As Shurtleff saysin 7#e Book of Toru, "[The
tofu maker is] precise and graceful, joined in an effortless rhythm that, at
times, [flows] like a dance.” Tofu making is an art, and tofu makers are very
careful to keep secret methods from slipping into a competitor's hands. In
fact, traditional tofu masters have a saying that there are two things that

2Shurtleff, p. 95.
<o

Tootnote Ko

The small black box in the scroll box is called the split bar. You can
close the footnote window by dragging the split bar off the screen
(more on using multiple windows later).

Close the footnote window by dragging the. split bar to the
bottom of the screen.

The footnote window disappears.

Read the rest of the text on the screen, then scroll to see the
next screen.

A running head is a block of text that appears on every page of the

division (more on divisions later). Next, you'll create a running head
so that your name and the page number appear at the bottom of each
page. You can define a running head anywhere in the document, but it
will not appear on any pages coming before the definition of the
running head. Because you want your name and the page number to
appear on each page, you must put your running head at the beginning
of the document. If you defined the running head where you are
working now, it would not appear on the first few pages of the
document.

So that you don't lose your place when you insert the running head at
the beginning of the document, you can use another of Word's features:
split windows. With split windows, you can look at two parts of the
document at the same time. This becomes useful when you are
working at one location in the document and you need to briefly edit
another without losing your place.
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Running Head
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You'd also use split windows to quickly get information from one part
of the document to insert in another. For example, you might want to
look up the information about one of your sources in the bibliography
while you were making a footnote citation.

Look closely at the scroll bar at the right edge of the screen. The small
black box at the top is called the split bar. (You may remember
seeing it when you were working with footnotes.)

Character Paragraph Document

E=— Tofu Paper

th outstanding nutrition to bring pleasure and
table it graces.

Bibliography

problolic Cooklng. Edinburgh & London: Albyn

Tempely, & Other Soy Dalighrs. Emmaus,
: Rodale Press, 1984.

Drag the split bar approximately halfway down the scroll bar.
Then release the mouse button.

You now have two windows with the same file in them—two views of
the same document. Both windows really do contain the same file; if
you make changes in one window, they will appear in the other. Notice
that both windows contain scroll boxes along the right edge of the
window.

Drag the scroll box for the bottom window up as far as
possible.

Notice that although you've moved to the beginning of the document in
the lower window, the text in the top window doesn't move.

You are now ready to type the text of your running head.
Use the mouse to position the I-bar underneath the title of the

paper, "The Wonderful World of Tofu", and press the mouse
button to set the insertion point.
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Glossary Entry
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Type your hame.

& File Edit Search Character Paragraph Document
S[[=——————— Tofu Paper

cultural value combine with outstanding nutrition to bring pleasure and
| protein to all those whose table it graces.

B1bhograpny S
Abehsera, Michel, Zen Adacrobiolic Cooklng Edinburgh & London: Albyn
Press, 1969.

= The Wonderful World of Tofu
William ]. Berner]

Introduction

Tofu is a food made from soybeans. Although not very popular in the United
States (outside of California, anyway), it is very popular in the Far East. In
Japan, for example, there are seven varieties of tofu that are widely used,

Page T

The text that you type will be in boldface. Whenever you insert text, it
is formatted the same way as the text immediately preceding it.

Type ": The Wonderful World of Tofu".

You would like the page number to appear to the right of your name.
The easiest way to insert a space between your name and the page
number is to set a tab stop.

Set a tab stop at the 5-inch mark by choosing Tabs... from the

Paragraph menu, and typing "5". When you are finished, click
OK.

Press Tab.

Remember that one of the predefined glossary entries was named page.
You can insert the page number into your running head by expanding
the page glossary entry.

You use the page glossary entry as you would any other. First you
type the name of the entry, and then you expand it. The actual page
number will not appear until you print the document, but Word places
the glossary name in parentheses so that you will know that it's an
expanded glossary entry.

Type "page", then expand the glossary entry by holding down
the Command key and pressing Backspace.
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& File Edit Search Character Paragraph Document

E(I=—— Tofu Paper

| cultural value combine with outstanding nutrition to bring pleasure and
protein to all those whose table it graces.

Blbuography

Abehsera, Michel. Zen Aacrobiotic Cooking. Edinburgh & London: Albyn

Press, 1969.

] The Wonderful World of Tofu
William ]. Berner: The Wonderful World of Tofu

Introduction

"Page" appears as "(page)".

For the running head, you would like to have the text appear with plain
character formatting.

Use the mouse to position the pointer in the selection bar to
the left of your name, and press the mouse button.

The entire line is now selected, and should be highlighted. If it is not,
the pointer was probably not positioned directly to the left of your
name. Try again.

You would now like to format the paragraph as plain text.

Choose Plain Text from the Character menu.

Finally, you need to specify that this text is a running head so that it will
appear on every page in the division (divisions will be explained more
fully later).

Choose Running Head... from the Document menu.

Division Layout...

A dialog box appears.

Footnote... ®E
Running Head...| _

Repaginate 3J
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€ File Edit Search Character Paragraph [TLE L0
Tofu Paper
cultural value combine with outstanding nutrition to bring pleasure and

protein to all those whose table it graces.

Running Head

Occurs on

X 0dd Pages Position

Abehsera, Michel. Zig Even Pages | | @ Top k London: Albyn
’70 Bottom

e
William J. Berner: The Wonderful World of Tofu

Press, 196| | [JFirst Page

Introduction

Tofu is a food made from soybeans. Although not very popular in the United
States (outside of California, anyway), it is very popular in the Far East. In
Japan, for example, there are seven varieties of tofu that are widely used,

Page T[]

Here you can specify on which pages the running head is to appear
(odd, even, and the first page) and whether it will appear at the top or
the bottom of the page. The default is to have the running head appear
on both odd and even pages, but not on the first page, and to have it
positioned at the top of the page. You would like the running head to
be at the bottom of the page.

Click the button labeled "Bottom”, then click OK.
A" «" appears in the left margin to mark a running head. Remember

that you can place the text for a running head anywhere in a document,
but it will only appear on pages after its definition.
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Using
Divisions

Document

Division Layout...

Footnote... S6E
Running Head...
Repaginate 3J

& File Edit Search Character Paragraph Document

E0=————————T10fu Paper

? cultural value combine with outstanding nutrition to bring pleasure and
protein to all those whose table it graces.

Blbhography

Abehsera, Michel. Zan Macroblolic Cooking. Edinburgh & London: Albyn
Press, 1969.

1 of Tofu
Introduction

Tofu is a food made from soybeans. Although not very popular in the United
States (outside of California, anyway), it is very popular in the Far East. In
Japan, for example, there are seven varieties of tofu that are widely used,

Page T[]

A document can be divided into different sections or divisions so that
you can format them differently.

Different divisions can have unique running heads, as well as different
styles of page numbering. In a longer manuscript (such as a thesis or a
book), there may be many divisions with similar running heads,
although the text of the running heads will not be the same for all
divisions. For example, the running head for a chapter might be the
chapter's title, so each chapter would have to be a separate division.
There may also be sections (such as a preface or an appendix) in which
you want to use a different style of numbering entirely (perhaps Roman
numerals rather than Arabic ones).

You'll create a title page, and you'd like it to be in its own division.
Click after the word "Tofu" in the title.

Hold down the Command key and press Enter.

A double line appears at the border between two divisions.

You can change the format of a division with the Division Layout
command.

Click anywhere below the double line (the division line), then
choose Division Layout... from the Document menu.

A dialog box appears.

WORD PROCESSING: INTRODUCTION TO MICROSOFT WORD



& File Edit Search Character Paragrﬂph

Infu Panar

Division Layout |-L

Break—— —Page Number Format

(O Continuous @® Numeric
O Column O Roman (upper)

® Page QO Roman (lower) ’Juotnotes Appear

O 0dd O Alphabetic (upper) ® On Same Page
O Even O Alphabetic (lower) O At End of Division

[J Auto Page Numbering: Running Head Position:
5 From Top: From Top: 0.75"
From Left: |7.25" From Bottom: |0.75"

Start Page Numbers Bt:l:‘ Number of Columns:
Column Spacing: 0.5"

Tofu is a food made from soybeans. Although not very popular in the United

Here is an overview of the division settings:

Break. This changes the way that page breaks occur when you start a
new division. You can have the old division format continue until the
next page (continuous), the old division format continue until the next
column (for multicolumn documents), a new page start with the new
division (this is the preset value), or you can have the new division start
on the next even- or odd-numbered page.

Page Number Format. You can have page numbers appear as
Arabic numerals (1, 2, 3, ...), upper-case Roman numerals (I, II,
111, ...), lower-case Roman numerals (i, ii, iii, ...), or letters (lower
case—a, b, c, ..., or upper case—A, B, C, ...).

Footnotes Appear. Footnotes can appear at the bottom of the page,
or at the end of the division.

Auto Page Numbering. You can have Word number your pages
automatically. You specify the position at which the page numbers will
appear, as well as the number that begins the sequence.

Running Head Position. You specify a distance from the top or
bottom of the page, depending on whether the running head is a header
or a footer (appears at the top or bottom of the page, respectively).

Number of Columns. You can make a division multi-columned.
Note that when you do this, you'll see only one long continuous
column. You must print the document to see how it actually looks.
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You'll tell Word to number your division starting from 1. This way,
page numbering will not include the title page.

Click inside the box labeled Start Page Numbers At, then type
"{". Finally, click OK.

However, remember that Word will not print the running head on the
first page of the division.

Now you'll add the course number and title to the title page.

Click after the word "Tofu" in the title, press Return, and type
your name.

Press Return, and type in the following two lines to complete
the title page:

Anthropology 136
Food and Culture

& File Edit Search Character Paragraph Document
s[[E————-———— Tofu Paper

cultural value combine with outstanding nutrition to bring pleasure and
protein to all those whose table it graces.

B‘mwgraphy

Abehsera, Michel, Zes Macrobiolic Cooking. Edinburgh & London: Albyn
Press, 1969.

The Wonderful World of Tofu
William J. Berner
Anthropology 136
Food and Culture

To make the title stand out from the rest of the text on the page, you can
insert some extra space after the paragraph containing the title.

Click anywhere inside the line "The Wonderful World of Tofu"
in the title page division-and choose Formats... from the
Paragraph menu.

A dialog box appears.

Set the values of Space Before and Space After to "10 li".
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When you are done, click OK.

Remove the second window by dragging the split bar to the
bottom of the screen.

Printing Your revision is now complete. All you need to do is print out the
document.
m Choose Print... from the File menu.
New &N 3 e .
Open... 20 You are presented with the standard Print dialog box, which allows you
Close E3 1) to specify the printing quality (High, Standard, or Draft), the page
Save %S range, the number of copies, and whether you have continuous-feed
Save fis... paper or single sheets.

Page Setup...
# None of the settings need to be changed for your document.
Print Merge...

Printer Setup... Click OK.
Quit &0

When you are done printing, you'll return to the desktop.

If the document doesn't print, your disk may be too full; remove some
documents from your disk and try again.

Quitting Choose Quit from the File menu.

m _ You will be asked if you would like to save any changes you have
New #N made. You certainly want to do that!
Open... #0
Close #LW Click Yes.
Save E )
ls,“”e Fsls.t" You'll also be asked for the name of a document to save the current
P?i%? e UD"Qgp glossary in. You'll save the changes you've made in the Standard
Print Merge... Glossary.

Printer Setup...

Click Save to save your changes in the Standard Glossary.

Your Word document closes, and you're back at the Macintosh
desktop.
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Review

What To Turn In

In this module, you've learned:

How to select text by dragging across small blocks of text, clicking
in the selection bar to select lines, and double-clicking in the
selection bar to select paragraphs

How to replace text by selecting it and typing

How to define tab stops using the Tabs... command

How to format paragraphs to include blank lines before or after the
paragraph

How to define and use Glossary entries to store and retrieve
frequently-used blocks of text

How to define running heads to display the same text and the page
number on every page of the document

How to use footnotes

How to create and format Divisions using the Division Layout...
command

Turn in a copy of your revised Tofu Paper document.
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Advanced
Microsoft Word



The Task

Imagine that you're a student looking for a job (not too difficult, is it?).
You've prepared a standard resume and cover letter to send to a number
of prospective employers. To make the best possible impression,
you'd like to tailor each letter to the specific employer and type of

position. But you'd rather not have to retype the bulk of the letter again
and again for each employer.

Fortunately, using Microsoft Word's print merge capability, you can
create "customized form letters" for each person on your list.

To do this, you'll modify your original cover letter and resume so that
they can be easily customized. The resulting document is called the
main document and contains the basic form of your letter, along with
instructions on how to customize each individual letter.

Next you'll create a list of the names and addresses of those who you
want to receive the document, and the unique elements that will
customize each letter. This list is called the merge document,
because it contains the special information that merges with the main
document to create the customized letters.

Finally, you'll merge print the customized letter. For each employer
listed in your merge document, Microsoft Word will create a
customized letter by customizing the main document letter with the
information that you entered in your merge document. The result will
be letters that are similar—but personalized. Examples are shown on
the next few pages.
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Merge and Main Documents
preeesstiones header Name,
o record
«Namen field
data Dave,
record
Cindy,
Bill,
Main Document 1 Merge Document
P
|
Dave, o
Bill,
Customized Documents
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352 Melton Y¥ay
Palo ARto, California 94301

November 11, 1985

Mr. Chuck Woolery

Director of Personnel

Soya—Nara Soy Foods, Incorporated
31329 Rancho San Carlos Road
Carmel, California 94705

Dear Mr. Woolery :

In June of this year | will be graduating from Stanford University with a Bachelor’s degree in
Science and Slavic Languages, and | am interested in obtaining a position with your firm as a
soybean processor at your Carmel facility.

Ever since my early childhood | have been fascinated by the soy-foods industry and have
recognized Soya-Nara Soy Foods, incorporated as a leader in that industry. In addition, my
course work in Science has given me a great deal of experience in laboratory settings.

| am sure you will agree that my background in Science and Slavic Languages provides me with

the depth and breadth of experience necessary to work as a Soya-Hara Soy Foods, incorporated
soybean processor.

My resume is enclosed and provides additional details about my undergraduate work and

extracurricular activities. | would appreciate the opportunity to meet with you to discuss how
my education and experience would be consistent with your needs. | will call you in the next

few days to answer any questions you might have about my qualifications and hopefully at that
time we can set up a time to meet.
Thank you for your consideration.

Sincerely,

enclosure



OBJECTIVE:

EDUCATIOR:
9/82-6/86

EXPERIENCE:
1/85-Present

8/84-1/85

6/84-8/84

6/83-9/83

ADDITIONAL
INFORMATION:

REFERENCES:

Jennifer Gaetz

352 Melton Way
Palo Alto, California 94301
{415) 898-0725

To obtain a position as a soybean processor with a leading
soy-food manufacturer.

Stanford University, Stanford, California.

B.AS. degree in Science and Slavic Languages, with a
concentration in alternative food technologies. Extensive
course work in soy-food research, statistics, and plant

biology.

President. Slavic Languages Society.
Stanford University, Stanford, California. Organized
finances and coordinated group activities.

Laboratory Technician. New Food Laboratory,
Stanford University, Stanford, California. Performed
research on alternative food products.

Maintenance Manager. Roche Motel, Lodi, California.
Responsibilities included maintaining facilities and
managing large cleaning staff.

Production Assistant. My Fuorkd of Arabian Horses
Magazine Milpitas, California. Assisted in the production

of a leading four-color magazine.

Tofu Queen, 1985 Tofu Fest.

Director: 1985 Stanford Chorale Round-up.
Enjoy horses, crocheting, and pipe organs.
Available upon request.



352 Melton Way
Palo Alto, California 94301

Movember 11, 1983

Ms. Carol Merrill

Director of Personnel

Foreign Sport Magazine

386 Mayfield Avenue

East Palo Alto, California 94303

Dear Ms. Merrill:

In June of this year | will be graduating from Stanford University with a Bachelor’s degree in

Science and Slavic Languages, and | am interested in obtaining a position with your frmas a
translator at your East Palo Alto facility.

Ever since my early childhood | have been fascinated by the sports magazine industry and have
recognized Foreign Sport Magazine as a leader in that industry. My three years as head of the
Stanford Slavic Languages Society has given me experience in managing interpersonal
relationships.

| am sure you will agree that my background in Science and Slavic Languages provides me with
the depth and breadth of experience necessary to work as a Foreign Sport Magazine translator.

My resume is enclosed and provides additional details about my undergraduate work and

extracwrricular activities. | would appreciate the opportunity to meet with you to discuss how
my education and experience would be consistent with your needs. | will call you in the next

few days to answer any questions you might have about my quatifications and hopefully at that
time we can set up a time to meet.
Thank you for your consideration.

Sincerely

’

Jennifer Gaetz



OBJECTIVE:

EDUCATION:
9/82-6/86

EXPERIENCE:
1/85-Present

8/84-1/85

6/84-8/84

6/83-9/83

ADDITIONAL
INFORMATION:

REFERENCES:

Jennifer Gaetz

352 Melton Way
Palo Alto, California 94301
(415) 898-0725

To obtain a position translating Yugoslavian sports
medicine jounals for a leading sports magazine.

Stanford University, Stanford, California.

B.A.S. degree in Science and Slavic Languages, with a
concentration in alternative food technologies. Extensive
course work in soy-food research, statistics, and plant

biology.

President. Slavic Languages Society.
Stanford University, Stanford, California. Organized
finances and coordinated group activities.

Laboratory Technician. New Food Laboratory,
Stanford University, Stanford, California. Performed
research on alternative food products.

Maintenance Manager. Roche Motel, Lodi, California.
Responsibilities included maintaining facilities and
managing large cleaning staff.

Production Assistant. Ay Workd of Arabisn Horses
Magazins Milpitas, California. Assisted in the production

of a leading four-color magazine.

Tofu Queen, 1985 Tofu Fest.

Director: 1985 Stanford Chorale Round-up.
Enjoy horses, crocheting, and pipe organs.
Available upon request.



Getting Started

Resume Cover Letter

Creating the Main
Document

Creating
Merge Fields

Complete the Introduction to Microsoft Word module.

Many of the concepts explained in the introductory module will be
necessary to complete this one. Make sure that you've completed this
module and understand the basics of Microsoft Word.

Turn on the Macintosh and insert your Microsoft Word

disk—label side up and metal end first—into the built-in disk
drive.

You'll soon see the Macintosh desktop with the icon of your Word disk
in the upper right-hand corner.

In this module, you'll need to use the Cover Letter and Resume
documents that have been created and stored on the Approaching
Macintosh Documents Disk. You will need to copy the Cover Letter
and Resume documents onto your Word disk.

Copy the Cover Letter and Resume documents to the Word
disk.

If you are unsure of how to do this, please see the Introduction to
Macintosh module.

Now you'll open Cover Letter by double-clicking on the Cover Letter
icon. Note that opening the Cover Letter document will automatically
open Microsoft Word.

Double-click on the Cover Letter document on the Word disk
to open the document.

Your first step is to convert your standard cover letter into the main
document used to generate the customized letters. To do this, you'll
replace the employer-specific parts of the letter with merge fields.
Merge fields mark the position where Microsoft Word will insert the
special information for each customized letter.

For example, since the name and address for each letter is obviously
different, you create merge fields to tell Word to look for a different
employer name, street address, city, state, and ZIP code for each letter
and to insert them in the appropriate positions when the letter is printed.

To create a merge field, you first think of a name for it. Then you type
the name, enclosing it in special characters, "«" and "»", which tell
Word that the enclosed text is a field. Note that these are not doubled

less than and greater than signs, but special characters that you type in
a special way:
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Merge Instructions

Using the DATA
Instruction

» To get the "«", hold down the Option key and press the backslash
(\) key located just below the Backspace key.

» To get the "»", hold down the Shift and Option keys and press
the backslash (\) key.

Make sure that you understand how to type these characters before
continuing.

When you "merge print" copies of the main document, Word stops at
each merge field and looks in the merge document to find the
information that should be inserted at that position.

Aside from the merge fields, you can also place instructions in your
main document to tell Microsoft Word what you want to do.

The DATA instruction must be the first instruction in the main
document (it doesn't have to be the first word in your document, but it
must come before any other instructions or fields). The DATA
instruction tells Word the name of the merge document that contains the
customized information that will be used in this document.

When you create your merge document later in this module, you'll call
it "Cover Letter Data".

Use the mouse to move the I-bar to the beginning of the first
line of the document, and click to set the insertion point.

Note that if you move the pointer too far to the left (inside the selection
bar), you'll select the entire line rather than set the insertion point. If

this happens, move the pointer slightly to the right, and click again to
set the insertion point.

Type «DATA Cover Letter Data».

Remember:

» To get the "«", hold down the Option key and press the backslash
(\) key located just below the backspace key.

+ To get the "»", hold down the Shift and Option keys and press
the backslash (\) key.
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]

Character Paragraph Document

Cover Letter

Ms. Vana White

Personnel Director
Consolidated Grout

778 Walton Avenue

San Francisco, CA 94555

Dear Ms. White:

[Page 1|

recognize.

comes next.

= «DATA Cover Letler Data»

352 Melton Way
Palo Alto, California 94301

November 11, 1985

In June of this year | will be graduating from Stanford University with a Bachelor's degree in
Science and Slavic Languages, and | am interested in obtaining a position with your firm as a
technician at your San Francisco facility.

Ever since my early childhood | have been fascinated by the grout industry and have recognized
Consolidated Grout as a leader in that indusiry. In addition, my course work in Science has
given me a great deal of experience in laboratory settings.

| am sure you will agree that my background in Science and Slavic Languages provides me with

You have now told Word that you'll be merging parts of the document
"Cover Letter Data" with this document. Note that it's not necessary to
type the instructions in capital letters, but it does make them easier to

The first thing you'll do is delete the employer name and address in this
letter, and define appropriate merge fields to replace them.

Select the entire name and address by dragging‘through it.
See the example below if this is unclear.

The entire area should be highlighted. Be sure not to select the blank
line after the address, or it will be more difficult for you to do what
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& File Edit Search Character Paragraph Do
[[E——————————— Cover Letter

=«DATA Cover Letter Datax 352 Melton Way
Palo Alto, Californ

Novernber 11, 198

Dear Ms. White :

In June of this year | will.be graduating from-Stanford Unixersity with.aB.
Science and Slavic Landuaaes. and | am interastad in nhtainina a nacitian s

Press Backspace to delete the selection.

You can now create merge fields for the employer's name and address.

Creating Fields in Main Documents

Ms. Vana White
Personnel Director 4= the original address
Consolidated Grout eT "
778 Walton Avenue 1810S createc from
; th | add
San Francisco, CA 94555 . or'g';f S,
«Contact Title» «Contact First»«Contact Last»
«Contact Position»

«Company Name»
«Company Street»
«Company City»«Company State» «Company ZIP»

First, you'll create fields for the name of the contact person who will
receive your letter.

Type "«Contact Title» «Contact First» «Contact Last»".

By replacing "Ms. Vana White" with the fields Contact Title, Contact
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Using the SET
Instruction

First, and Contact Last, you tell Word to find the title, first name, and
last name of the addressee for each letter in the "Cover Letter Data"
document. This way, you can just as easily write to a "Mr. Alex
Travech" as a "Ms. Carol Merrill".

Now you'll replace the contact's position and the company name and
address with appropriate fields.

Press Return. Then type the following four lines:
«Contact Position»
«Company Name»
«Company Street»
«Company City», «Company State» «Company ZIP»

Press Return after the last line to insert a blank line.

Your document should now look like this:

[ & File Edit Search Character Paragraph Do
[J——————— Cover Letter

1

=«&DATA Cover Letter Data» 352 Melton Way
Palo Alto, Californ

November 11, 198

«Contact Title» «Contact First» «Contact Last»
«Contact Position»

«Company Name»

«Company Street»

«Company City», «Company State» «Company ZIP»

Dear Ms. White:

In June of this year | will be graduating from Stanford University with a B
Science and Slavic Lanauaaes . and | am interested in obtainina a position w

You should now begin to see the form that the main document will take.
Before continuing, try to think of what other merge fields you will need
to define before your letter will be complete.

Each time you print a batch of customized letters, you'd like to have
Word ask you for the current date and use that date in every letter
printed. The SET instruction allows you to set the contents of any
field, in this case the date field, equal for all documents printed at that
time. You can also use the SET instruction to have Word ask you,
when you are print merging, for the value you'd like to use.
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To use the SET instruction, you first define the field that you would like
to set. Then, you insert the SET instruction itself, which has three
parts:

First, you type "SET" to tell Word that you'll be setting the value
of a field for all documents.

»  Second, you type the name of the field that you'd like to set.

«  Finally, you type an equal sign (=) followed by either a value for
Word to assign, or a question for Word to ask you before printing.

If you know the value that you would like to assign to a field when you
are creating the main document, then use that value. If, on the other
hand, you are uncertain of the value that you'd like assigned to the

field, you can have Word ask you for it when you do the actual
printing.

To use a value, you simply type it in after the "=" sign. But if you want
to have Word present you with a question, or prompt, then first type a
question mark (?) and then the prompt that you would like. For
example:

7What is the date?

The first question mark tells Word that what follows is a prompt, and
"What is the date?" is the prompt Word will show before printing.

You'll create a field for the date now, and then use the SET instruction
to have Word ask you for the date before printing.

In the main document, select the date by dragging across it.
Be sure not to include the blank line after the date in the
selection. Then type "«Date»" to replace it.

The Date field is now created. Next, you'll type the SET command.

Now use the mouse to position the I-bar at the beginning of
the line with the «Date» field in it, and click to set the insertian
point.

Type "«SET Date= ?What is the Date?»".
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r & File Edit Search <Character Paragraph Da
S[[=————————— Cover Letter

= «DATA Cover Letter Data» 352 Melton YWay
Palo Alto, Californ

«SET Date = ?¥hat is the Date?»] «Date»

«Contact Title» «Contact First» «Contact Last»
«Contact Position»

«Company Name»

«Company Street»

«Company City», «Company State» «Company ZIP»

Dear Ms. YWhite:

In June of this year | will be graduating from Stanford University with a.B
I_Science and Slavic Lanauaaes. and | am interested in obtainina a position w

Note that the SET instruction can be placed anywhere on the page,
because it will not be printed. The Date field, however, must be
placed where you want it to be printed—in this case, underneath
the return address.

Next, you'll change the greeting.

Select "Ms. White" from the greeting, then type "«Contact
Title» «Contact Last»".

If you accidentally deleted the colon (:), type another.

Read over the first paragraph.

In this letter, you are applying to be a technician, but this may be
different, depending on the company you're contacting. You should
create a field to store the title of the position you're applying for.

Select "technician”, then type "«Position»".

Now you can apply for any job you'd like, and your letter will always
be accurate.

You'll also replace "San Francisco" with the field «Company City».

Select "San Francisco" and type "«Company City»" to replace
it.
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€ File Edit Search Character Paragraph Document
[[==————— Cover Letter

= «DATA Cover Letter Data» 352 Melton Way
Palo Alte, California 94301

«SET Date = ?What is the Date?» «Date»

«Contact Title» «Contact First» «Contact Last»
«Contact Pasition»

«Company Name»

«Company Street»

«Company City», «Company State» «Coempany ZIP»

Dear «Contact Titles «Contact Last»:

# In June of this year | will be graduating from Stanford University with a Bachelor’s degree in
Science and Slavic Languages, and | am interested in ebtaining a pesitien with your firm as a
«Position» at your «Company City»| facility.

Ever since my early childhood | have been fascinated by the grout industry and have recognized
Consolidated Grout as a leader in that industry. In addition, my course work in Science has
given me a great deal of experience in laboratory settings.

| am sure you will agree that my background in Science and Slavic Languages provides me with

Read over the next paragraph.

Can you see what text needs to be changed in this paragraph? If you
apply to companies that make different products, you'll want to define a
field to replace "grout" in the first sentence. You'll do that now.

Select "grout” and type "«Product»" to replace it.

Certainly "Consolidated Grout" in this letter must be replaced by the
field "Company Name".

Select "Consolidated Grout"”, then type "«Company Name»" to
replace it.
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Using Conditional
Instructions

& File Edit Search Character Paragraph Document
[I=———————— (overletter=——————

= «DATA Cover Letter Datan 352 Melton Way
Palo Alto, California 54301

«SET Date = ?'hat is the Date?» «Daten

«Contact Title» «Contact First» «Contact Last»
«Contact Position»
«Company Name»
| «Company Street»
«Company City», «Company State» «Company ZIP»

Dear «Contact Title» «Contact Last»:

In June of this year | will be graduating from Stanford University with a Bacheler's degree in
Science and Slavic Languages, and | am interested in obtaining a position with your firm as a
«Position» at your «Company City » facility.

Ever since my early childhood | have been fascinated by the «Product» industry and have
recognized «Company Name| as a leader in that industry. In addition, my course work in
Science has given me a great deal of experience in laboratory settings.

| am sure you will agree that my background in Science and Slavie Languages provides me with

nd q

Read the sentence starting with "In addition, my course work
in..".

This sentence won't work with some of the letters you'll be sending.
For some employers, you would like to stress your Science
background. For others, you would rather emphasize your familiarity
with Slavic languages. You can use the IF...ELSE...ENDIF
instruction to have Word insert one block of text if the job is technical,
and a different block of text if it is not.

The IF...ELSE... ENDIF instruction begins with a condition. In this
case, the condition is "Is the job technical?" So the first portion of this
conditional statement (the "IF" part) reads as follows:

«IF Job Type = "technical"»

After the "if" part, you insert the text that you would like to include if
the condition is true. Next, you type the ELSE instruction:

«ELSE»

And then the text that Word should insert if the condition in the "if" part
is false. In this case, you would type the text that you want Word to
insert when you are applying for a job that is nontechnical.

Finally, you type the «<ENDIF» instruction to mark the end of the
instruction.
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A Conditional Statement (and what it means)

-|f the job is technical, then print the following—
TS S———

\«LF Job Type—"techmcal "»:In addition, my coursework in

T, WPE e
B TR C

Science has gn}en me a great deal of experience in laboratory
settings.{ «ELSE» My three years as head of the Stanford Slavic
Languages SG%ICII}/ has given me experience in managing

s

interpersonal grealnonshms { «ENDIF»\B
Or, if the job happens to be %

non-technical, print the fot[owung—\\
", Continue printing

the document.

You'll enter the IF...ELSE...ENDIF instruction now.

Use the mouse to set the insertion point between the second
and third sentences in this paragraph (between the words
"industry.” and "In"), and type the following instruction:

«IF Job Type="technical"»

Next, set the insertion point at the end of the paragraph (after
the word "settings") and type:

«ELSE»My three years as head of the Stanford Slavic Languages
Society has given me experience in managing interpersonal
relationships.«ENDIF»
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& File Edit Search Character Paragraph Document
==—————————— Cover Letter

i=k<DAT A Cover Letter Datan 352 Melten Way
i Palo Alto, California 94301

f «SET Date = ?What is the Date?» «Daten

«Contact Title» «Contact First» «Contact Last»
«Contact Pesitiony»

«Cempany Name»

«Company Street»

«Company City», «Cempany State» «Company ZIP»

Dear «Contact Title» «Contact Last»:

In June of this year | will be graduating from Stanford University with a Bacheler's degree in
Science and Slavic Languages, and | am interested in obtaining a position with your firm as a
«Position» at your «Company City » facility.

Ever since my early childhood | have been fascinated by the «Product» industry and have
recognized «Company Name» as a leader in that industry. «IF Job Type = “Technical”»In
addition, my course work in Science has given me a great deal of experience in laboratory
settings .« ELSEnMy three years as head of the Stanford Slavic Languages Society has given me
experience in managing interpersonal relationships .« END!F»I

Note that for every IF instruction, there need not be an ELSE, but there
must be an ENDIF instruction. This allows you to have one block of
text inserted if a certain condition is true, and nothing if it is false.

Use the Scroll Bar to see the next paragraph.

There are two more blocks of text that must be replaced with
appropriate fields.

Select "Consolidated Grout"-and type "«Company Name»",
then select "technician" and type "«Position»".

Character Paragraph Document

I==== Cover Letter

val relationships.«ENDIF»

ackground in Science and Slavic Languages proyides me with
e necessary to work as a «Company Name> «Position.

's additional details about my undergraduate work and

| appreciate the opportunity to meet with you to discuss how
1 be consistent with your needs. | will call you in the next
you might have about my qualifications and hopefully at that

Sincerely,
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The INCLUDE
Instruction

The INCLUDE instruction is used to have the contents of another
Word document merged with the main document when you are print
merging. The INCLUDE instruction takes one argument, the name of
the document to be merged. You'll use the INCLUDE instruction now
to include a copy of your resume with each cover letter.

The contents of the document specified in the INCLUDE instruction are
inserted at the exact spot where the INCLUDE instruction appears. If
you type the INCLUDE statement right at the end of your cover letter,
your resume will start on the same page as the letter, and you'll
probably remain unemployed. Instead, you can insert a page break
before typing the INCLUDE statement, so your resume begins on a
new page after the cover letter.

Click to set the insertion point after the word "enclosure" (at
the very end of the document).

In Word, you insert a page break by holding down the Shift key and
pressing the Enter key. You'll do this now.

Hold down the Shift key, and press Enter to insert a page
break.

& File Edit Search Character Paragraph Document
=————————— Cover Letter

. Thank you for your consideration.

Sincerely,

Jennifer Gaetz

| enclosure

i ©

A page break is represented on the screen by a dotted line.
Now you'll be sure that the resume will print on its own page.

Click to set the insertion point below the dotted line, and type
"«INCLUDE Resume»".
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Editing Multiple
Documents

&

Close

Save ®S
Save As...
Page Setup...

Print... ®P
Print Merge...

Printer Setup...
Quit %0

The INCLUDE instruction always has the form «INCLUDE Name». It
inserts the text of the document "Name" at the point of the INCLUDE
instruction. In this case, your resume will be printed at the same time
as your cover letters, but on a separate page, of course.

There is still one more change that you want to make. You need to

replace the job objective in your resume with a field, so that you can
write a specific objective for each company you apply to.

Because Word allows you to have up to four windows open at a time,
you can work with your resume document in one window without
closing your letter in the other.

But first, you'll save the changes you've made.

Choose Save from the File menu.

Choose Open... from the File menu.

A dialog box appears with a list of documents from which to choose.

Open the "Resume" document by clicking on it and then
clicking Open.

Note that if there are many documents on your disk, you may have to
scroll to see the Resume document.

A window containing your resume appears on the screen.

& File Edit Search Character Paragraph Document

Jennifer Gaetz

352 Melton Way
Palo Alto, California 94301
(415) 898-0725

OBJECTIVE: To obtain a position as a technician with a leading grout
manufacturer.

EDUCATION:

9/82-6/86 Stanford University, Stanford, California.
B.A.S. degree in Science and Slavic Languages, with a
concentration in alternative food technologies. Extensive
course work in soy-food research, statistics, and plant
biclogy.

EXPERIENCE:
1202 Chars Q]
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Notice that the resume's window is not as large as the main document's
window. You can, however, make the window "zoom up" to fill the
screen.

Double-click on the title bar of the window containing your
resume.

Double-clicking the title bar (or the size box at the lower right corner of
the screen) makes a window fill the screen. You're now ready to
replace the job objective text with a new objective field definition.
You'll use one of Word's short cuts to select the job objective now.

Hold down the Command key and click anywhere inside the
sentence containing the job objective.

® File Edit Search Character Paragraph Document
—_— Resume

Jennifer Gaetz

352 Melton Way
Palo Alto, California 94301
(415) 898-0725

OBJECTIVE: To obtain a position as a technician with a leading grout
manufacturer I

EDUCATION:

9/82-6/86 Stanford University, Stanford, California.
B.A.S. degree in Science and Slavic Languages, with a
concentration in alternative food technologies. Extensive
course work in soy-food research, statistics, and plant
biology.

| EXEPERIENCE:

1/ Droace

H Q)= §!

Holding down the Command key and clicking inside a sentence selects
that sentence. You can now easily replace the text with a field
definition.

Type "«Objective»".

That's it! You can now close the Resume document, saving the
changes you have made.

Choose Save from the File menu.

Choose Close from the File menu.
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The Merge
Document

Creating a Merge
Document

The

#®0

Open...

Close ®W
Save ®S
Save As...

Page Setup...
Print... %P
Print Merge...
Printer Setup...
Quit ®0

Header Record

You now have your form letter written, but you still need to tell Word

how many letters to print out. You must also specify values for each of
the fields (Company Name, Company Street, and so on) in each of the
letters to be printed. You store this information in the merge
document.

Now you'll open a new document for the employer-specific merge data.
Choose New from the File menu.

A new document opens on the screen. This will be your merge
document.

First, make the merge document's window zoom up to fill the screen.
Double-click the title bar of the "Untitled” window.
You're now ready to type in your merge document.

You've made the main document as general as possible by inserting
fields in place of each piece of text that will change from one copy of
the cover letter to another. In the merge document, you provide Word
with the information it needs to customize the main document for each
of its recipients.

A merge document is made up of data records. Data records hold
the fields of text that are to be merged with the main document. Each
separate data record holds the text for a different version of the main
document. In your case, you will have one data record for each
employer to whom you wish to mail a copy of the letter.

The first record in a merge document is a special one called the header
record. This record lists the field names to be used in the merge
document. For instance, in your document, you would like the header
record to contain the following fields: Contact Title, Contact First,
Contact Last, Contact Position, Company Name, Company Street,
Company City, Company State, Company ZIP, Position, Product, Job
Type, and Objective.

When you type in the header record, be sure not to press Return until
you're finished. A Return in the merge document signifies the end of a
data record, so "early" Returns will end the header record prematurely.

If you would like a Return that does nor end a data record (for aesthetic
purposes, perhaps), you can hold down the Shift key while pressing
Return, and the data record can be continued beyond Return.
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3-113

Type in the following line. Don't press Return until the very
end.

Contact Title, Contact First, Contact Last, Contact Position,
Company Name, Company Street, Company City, Company State,
Company ZIP, Position, Product, Job Type, Objective

Press Return to mark the end of the Header Record.

& File Edit Search Character Paragraph Document
=——————— Untitled

Contact Title, Contact First, Contact Last, Contact Position, Company Name,
Company Street, Company City, Company State, Company ZIP, Position,
Product, Job Type, Objective
o

I

Now you're ready to enter the data records for each of the employers
who you want to receive your letter. You create a data record the same
way you create a header record, only you use the appropriate
information for each employer.

Type in the following data record (remember not to use
Return):

Mr., Chuck, Woolery, Director of Personnel, "Soya-Nara Soy

Foods, Incorporated”, 31529 Rancho San Carlos Road, Carmel,
California, 94705, soybean processor, soy-foods, Technical, To obtain a
position as a soybean processor with a leading soy-food manufacturer.

Press Return to complete the data record.

Note that the value for Company Name has quotations around it. When
you are typing in the merge records, you use commas to separate fields.
If you want to include a comma in the text for a field, you must enclose
the entire field in quotation marks.

You'll enter one more sample now.
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Finishing Up

Saving the
Merge Document

3-114

Type in the following line (again, don't press Return until the
very end):

Ms., Carol, Merrill, Director of Personnel, Foreign Sport Magazine, 586
Mayfield Avenue, East Palo Alto, California, 94303, translator, sports
magazine, Nontechnical, To obtain a position translating Yugoslavian
sports medicine journals for a leading sports magazine.

Press Return to enter this record.

Remember that you must end each record with a Return.

Your document should now look like this:

& File Edit Search Character Paragraph Document

E[1=————————~>= Unlitled

Contact Title, Contact First, Contact Last, Contact Position, Company Name,

| Company Street, Company City, Company State, Company ZIP, Position,
Product, Job Type, Objective
Mr., Chuck, Woolery, Director of Personnel, "Soya-Nara Soy Foods,
Incorporated”, 31529 Rancho San Carlos Road, Carmel, California, 94705,
soybean processor, soy-foods, Technical, To obtain a position as a soybean
processor with a leading soy-food manufacturer.
Ms,, Carol, Merrill, Director of Personnel, Forejgn Sport Magazing 586
Mayfield Avenue, East Palo Alto, California, 94303, translator, sports
magazine, Nontechnical, To obtain a position translating Yugoslavian sports
medicine journals for a leading sports magazine.
o

That's it for the merge document. You could type a long list of
prospective employers, but for now, use these two as a sample.

Choose Save from the File menu.

You are presented with a dialog box asking you to name the document.
Remember that inside the main document, you specified (in the DATA
instruction), that you were going to use the file "Cover Letter Data"
when you did your print merging; therefore you must assign that name
to your merge document.

Type "Cover Letter Data", then click Save.

The merge document is saved onto your disk.
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Merge Printing

| File

New 8N
Open... %0
Close A1)
Save £
Save fis...

Page Setup...
Print... #P
Print Merge...
Printer Setup...
Quit $®0

3-115

It's time to do some printing. Remember that you double-clicked the
title bar to make the merge document window fill the screen. By
double-clicking it again, you can make the window return fo its original
size.

Double-click on the title bar of the merge document to make it
return to its original size.

& File Edit Search Character Paragraph BDocument

Couorlotior

[O=———— Cover Letter Data

Contact Title, Contact First, Contact Last, Contact Position, Company Name,
Company Street, Company City, Company State, Company ZIP, Position,
Product, Job Type, Objective

Mr., Chuck, Woolery, Director of Personnel, "Soya-Nara Soy Foods,
Incorporated”, 31529 Ranche San Carlos Road, Carmel, California, 94705,
soybean processor, soy-foods, Technical, To obtain a position as a soybean
processor with a leading soy-food manufacturer.

Ms., Carol, Merrill, Director of Personnel, Forejgn Sport Magazing 586
Mayfield Avenue, East Palo Alto, California, 94303, translator, sports
magazine, Nontechnical, To obtain a position translating Yugoslavian sports
medicine jounals for a leading sports magazine.

<

701 Chars

You should now be able to see your main document peeking out from
underneath your newly created merge document.

Click anywhere inside the main document window to bring it to
the front.

Once your main document is active, you can print out your form letters.
Choose Print Merge... from the File menu.

In a few seconds, you are presented with a dialog box asking you what
the date is.

Remember that we used the SET instruction to tell Word to prompt us
for the date, and insert it in each letter that it prints.

Type in the date, for example:
November 11, 1985

When you are finished, click OK.
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& W Edit Search Character Paragraph Document

Cover Letter

= «DATA Cover Letter Datax» 352 Melton Way
H Palo Alto, California 94301

«SET Date = ?What is the Date?» «Date»

«Contag
| «Centad| [Uhat is the Date?
| «Compa
i «Compa
 «Compa

| besr «d| [November 11, 1985

 In June of this year I will be graduating from Stanford University with a Bachelor s degree n
i Science and Slavic Languages, and | am interested in obtaining a pesition with your firm as a
«Position» at your «Company City » facility.

Ever since my early childhood | have been fascinated by the «Product» industry and have
recognized «Company Name» as a leader in that industry. «IF Job Type = “Technical*»In
addition, my course work in Science has given me a great deal of experience in laberatory
settings .« ELSE»My three years as head of the Stanford Slavic Languages Society has given me
experience in managing interpersonal relationships.«ENDIF»

Next, you'll be presented with the Print dialog box.
Choose options as you would to print any other document.
When you are finished, click OK to start printing.

Soon, your two form letters will be sitting in front of you.
Quitting Choose Quit from the File menu.

If you have inadvertently made any changes to either of your files since

New %N the last time that both of them were saved, Word will ask you if you
Open... %0 would like to save the changes before quitting.

Close £

Save *S

Save fis...

Page Setup...

Print... %P

Print Merge...

Printer Setup...
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Review In this module, you've learned:

*  How to create a main document for print merging by defining
necessary merge fields and instructions

*  How to work with multiple documents

* How to use conditional instructions (IF...ELSE...ENDIF) to insert
different blocks of text

«  How to use the INCLUDE instruction to combine documents for
print merging

* How to create a merge document containing a header record and
one data record for each letter that Word will produce

What To Turn In Turn in your two completed form letters.
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Microsoft Word Quick Reference

Commands

New 3#&-N
Open 3#8-0
Close #¥-w
Print #-P
Save 8-S
Quit 38-Q
Undo #®-Z
Clear 3#-B
Cut #8-X
Copy 8-C
Paste *-v
Find *R-F
Change 8-H
Go To #-6
Show Ruler &8-R
Show 1 8-y
Tabs ®8-T
Footnote 38-E
Formats #-D
Repaginate 3-J

Editing Keuys

Nonbreaking space
New page

New line

Optional hyphen
Expand glossary name
Again key

Start new division
Leading merge quote
Trailing merge quote

Formatting Keys

a8 -spacebar
Shift-Enter
Shift-Return
3 -hyphen

38 - Backspace
#-A

8- Enter
Option-\
Shift-Option-\

Plain text 38 -Shift-spacebar
Boldface 3 -Shift-B

Italic 38 -Shift-|
Underline 8 -Shift-U
Shadow 38 -Shift-S
Outline #-Shift-D
Superscript 35-Shift-=
Subscript &-Shift--  (hyphen)
Small Caps 38-Shift-K
Decrease font size 38-Shift-<
Increase font size 38-Shift-»>

Font change 38 -Shift-E-number

font numbers: O Chicago

1 New York

2 Geneva

3  Monaco

4 Dover

S5 Dover PS
Erase paragraph format 38-Shift-P
Left 38-Shift-L
Right 8 -Shift-R
Centered 8 -Shift-C
Justified #8-Shift-J
Open space #8-Shift-0
Indent first line .5" 38 -Shift-F
Nest paragraph .5" 88 -Shift-N
Unnest paragraph &-Shift-M
Hanging indent & -Shift-T

Mouse and Key Sequences

Move Option-Shift-click
Copy Option-click
Copy format Option-38-click

Optional Cursor Keys

Adding Shift to any of these sequences
extends the selection in the direction the
cursor moves.

Cursor Up Option-38-0
Page Up Option-38-p
Line Up Option-88-[
¥ord Left Option-36-j
Cursor Left Option-38-k
Cursor Right Option-88-1
Yord Right Option-88-;

Beginning of sentence  Option-38-'-j
Left end of line Option-38-"-k
Right end of line Option-86-"-1

End of sentence Option-36-"-;
Cursor Down Option-38-,

Page Down Option-88-.

Line Down Option-88-/
Bottom of Screen  Option-98-'-,
End of Document Option-88-'-.
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Tofu Invitation

Toffw & Selks Toektng Pordy
Uou are cordially invited to a tofu and sake tasting party
to celebrate the kickoff of
Toffw Fest 50
a week-long celebration of the spirit of
soybean products and their role in university living.
Join faculty and students to discuss
such topics as:
The History of Tofu
and
Wednesday, November 13, 7 PM
East Asian Studies Department Lounge.

Description Although you could create an invitation like this in MacPaint, the large
amount of text makes MacWrite the application to choose. In preparing
this invitation, the bamboo borders were transferred from a MacPaint
document by way of the Clipboard (using Copy and Paste). The
bamboo graphics were then resized to make them wide enough to form
an appropriate border. They were inserted into the header and the
footer to allow for a two-page invitation with identical borders on each
page. Double-spacing, center justification, and Venice font (in various
styles and sizes) were used for the text.

3-119 WORD PROCESSING: GALLERIES



Bean Quiz Biology 387

Bean Quiz

Name: Date:

The diagram above shows the major parts of a young bean plant. Fill in the
name of each part and give a brief description of its function.

A: Name: __ Description:
B: Name: ____ Description:
C. Name: _ Description:
D: Name: _ Description:
Description This document was written using Microsoft Word. All of the solid
lines in this quiz were made by using the underscore as a leader
character.

‘When you are defining tabs in Word, you can select a leader character,
if you choose to use one. Then, when you press Tab, the space
between the insertion point and the next tab stop is filled with the leader
character.

The graphic used in this quiz was created using MacPaint and
MacDraw.
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Tofu Times
Newsletter

Description

Serving the Soy Community
" for Over Two Years
v
Special Issue: Tofu Fest 50
The meat of the pageant (po pun
intended) comes right after Rupert’s
speech. This year's pageant will be
divided into two parts. There willbe
6) an evening gown competition and 2
d swimsult competition. The soybean
costume competition was dropped
o after several contestants complained
that last °s cempetition favered
Tolu Fest bl e v Tofu Exhibitions
Perurian designer costumes Virtually all local manufscturers and
This year marks the S0th The new Tofu Queen will, of course,  retuilers of soy foods will have a

i of the ivtroduction of be orowned by the relgning 1984 booth in the exdhibition hall. There

" fuots to this unf ¢ queen, Jenntfer Gaetz. will certainly be many sources of
To oelebrate, 2 number of student Tofu Wrestlin drinks and snacks. |n fact, booth
grows have joined to plan Tofu Fest 9 space has been reserved for over
50, 2 week-long celebration of the Certainly you've all tried to work twenty soy-mik bars, with products
spirit of soybean products and their  wonders with tofu, bul at TofuFest  ranging from “Tofu Mongo Punch” to
role b : 50, you™T get a chanoe to werk “Tofu Sesame Seed Cheese Dip”.

university Vving
wonders dtofu. That's beosuse this  However, not every booth will
This special edition of The 7o year's festivitios will inchade a tofu  contain smack foods, and thase who
Tiimes will cover the exhibits and wrestling tournament. Mem and want to purchase a full meal will
events that will make Tofu Fest SO women of all ages will compete for certainly be able to find one.
ene of the truly great gatherings of the top price—a menth's spply of (Experienced tofu gourmets
the your. soy mik! recommend both the soybean burrite
o Sevwr Sogaand the tofu
Tofu Queen Pageant Tofu Dunking Pool from s:gtw m’fﬂ."’..
?m":'l_:hmpw For those of you who are better il gp.bens -

Sicpetted frem the tm"“b‘“ sited to noncontact sports, there Although most of the booths will
competitars w*"m' will onoe agein be a tofu dunking poe]  contain food tlems, there willbe 2
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The Tofu Times is a multi-column document created using Microsoft
Word. You use Word's Division Layout command to make the
document multi-columned. After choosing Division Layout, a dialog
box will appear. You may change the number of columns by entering a
value other than one in the box labeled "Number of Columns." In this
case, "3" was entered into "Number of Columns" to make the
newsletter a three-columned document. Note that for multi-columned
documents, only one column appears on the screen; therefore, you must
print the document to know exactly what it looks like.
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Exercises

1. Based on your experience with word processing software, describe
how you think writing a paper using a word processor differs from
using a typewriter. Which would you rather use? Why?

2. How are MacWrite and Microsoft Word different? What are the
features you like and dislike about each? If you could use either, when

would you prefer to use MacWrite and when would you prefer to use
Microsoft Word?

3. What is a What You See Is What You Get (WYSIWYG) word
processor? Why is WYSIWYG important?

4. Why is the ability to integrate information from other applications
important? Give examples of when you might use this ability.

5. Change the format of the letter you created in the Introduction to
MacWrite module so that the entire document is full justified and the
first line of each paragraph (except for the Tofu Queen's quote) is
indented 1/4-inch. Describe the changes you need to make to the three
rulers in your document.

6. Imagine that you're an author using MacWrite to write a book on a
personal computer called the Macintosh. Suddenly, you discover that
somebody in the marketing department has changed the name of the
computer to Macintosh Plus. Describe the steps you would take to
make the necessary changes to your document.

7. Think of a good use for Microsoft Word's Print Merge capability.
Create your own merge and main documents and print the resulting
customized documents.

8. In the Introduction to Microsoft Word module, your document
includes two figures, one of which is split between pages. What is the
best way to ensure that all of Figure 2 appears on one page?

9. In the Introduction to Microsoft Word module, you stored a short
phrase in the Glossary. Microsoft Word Glossary entries can contain
graphics as well as text. Using MacPaint, design a letterhead for
yourself which includes your name, return address, and a graphic.
Then, define a Glossary entry in a Word document that uses it.

10. What is a division (in terms of a Microsoft Word document)? In
the Introduction to Microsoft Word module, you created a separate
division to hold the title page. In a larger document (say a book or
paper with several chapters, and perhaps an appendix), divisions
become more important. Think of at least three parts of a large
manuscript which would be formatted as separate divisions and explain
why.
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A spreadsheet is a group of items (numbers or text) arranged in

horizontal rows and vertical columns to emphasize relationships among
them. One common application of a spreadsheet is an accountant's
ledger books, where the columnar tables are used to keep track of the
flow of money. Your checkbook register is a more familiar example of
a spreadsheet. Each column of the register contains one piece of
information for every transaction, and each row contains all of the
information for one transaction.

For people who use spreadsheets to record a large number of complex
numbers and relationships, a problem arises when the information in
the spreadsheet needs to be changed. Imagine that you use the tabular
format of a spreadsheet to calculate your payments on a car loan that
you're thinking of taking out. You'd probably want to include numbers
like the interest rate, the number of payments, the principal and others.

If a single number changed, you'd have to recalculate all of the numbers
affected by the change. A tedious and unpleasant task if you have a
large spreadsheet, or one that changes often.

Enter spreadsheet applications software for your personal computer.

An electronic spreadsheet. With it, the computer can do your
calculations for you—even complex calculations—fast and with a high
level of accuracy. You enter the numbers into the spreadsheet grid,
enter formulas elsewhere in the grid, and the computer does the
computation. A formula is a relationship between one or more numbers
in the spreadsheet. For example, the formula

Profit = Income - Expenses

SPREADSHEETS: ABOUT SPREADSHEETS



About
Microsoft Multiplan
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expresses the relationship between the number for income and the one
for expenses.

Using the numbers and formulas you enter, a spreadsheet can quickly
calculate the result. So quickly, in fact, that you can change the
numbers in the spreadsheet and watch as the computer recalculates and
updates the other related numbers automatically.

The ability to update formulas instantly is especially useful for what are
often called "What If?" analyses. With "What If?" analyses, you use
formulas to create numerical models that express the relationships
between different quantities. ""What if our sales doubled in July? How
much extra tax would we pay? " "What if we closed our Boise office?
How much money would we lose?" This kind of numerical modeling
is used often in the sciences and the financial world to predict the
behavior of various systems, whether they be mechanical systems such
as the structure of an airplane, or economic systems such as the
relationship between defense spending and inflation.

Microsoft Multiplan is an electronic spreadsheet program for the
Macintosh. The Macintosh’s unique user interface makes working with
electronic spreadsheets easy by allowing you to use the mouse to select
different parts of the worksheet, choose commands, and enter cell
references.
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The Task

4-6

As a budding entrepreneur, you decide to form a small business to sell
sushi to the student body. This idea seems like a sure win. But to be
sure, you want to calculate some of your expenses in order to estimate
your expected profit.

One of your largest expenses will be purchasing and operating an
automobile for picking up supplies and delivering sushi to various
student residences.

You realize that once you include car payments, insurance, and
gasoline expenses, your calculations can become quite complex.
Therefore you have decided to use Microsoft Multiplan to help
you estimate your car eXpenses.

You'll learn the basic spreadsheet techniques in Multiplan and use them
to design a spreadsheet that calculates the monthly cost of owning and
operating an automobile. Throughout the module, you'll use "What
if?" analysis to answer questions such as, "What if I decide not to buy
the Mazerati Biturbo?"

You'll use the results from this spreadsheet in the Advanced Microsoft
Multiplan module, where you'll calculate the total revenues and
expenses for your business.

When you're finished, your spreadsheet will look like the one shown
on the following page.
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.................. TEM o AMOUNT
Car Payments
PriceofCar $5000,00 :
_DownPayment & $3000.00 :
Principal i $2000.00 @
_Number of Payments  : 60 i
_InterestRate ] L0
e Subtotal: 86074
InSUraNCe
 Liabitity i $50.00 i
Collision 80,00
Fire/Theft 81,00 C
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Miles/month 500
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Getting Started

..".';-Q
Multiplan

The Multiplan
Worksheet

Current Cell Address —

Cell Contents Window —

Row Header—

Current Cell

Column Header -

You'll begin by inserting the Multiplan disk into your Macintosh.

Turn on the Macintosh and insert your Multiplan disk—Ilabel
side up and metal end first—into the built-in disk drive.

You'll soon see the Macintosh desktop with the Multiplan disk icon in
the upper right-hand corner.

If necessary, double-click on the Multiplan disk icon to view
its contents.

Now you'll open Multiplan by double-clicking the Multiplan icon.
Double-click on the Multiplan icon to open the application.

If you are using a backup copy of Multiplan, you will be asked to insert
the master disk.

A new worksheet appears on the screen.

& File Edit Select Format Options Calculate [y
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A Multiplan spreadsheet is made up of many small boxes called cells.
In a Multiplan spreadsheet, cells are used to store pieces of information.
A single cell can contain a text label, a number, or a formula (a
relationship between other cells).

Each cell is referred to by its row and column number. For example,
RIC1 is the cell at the intersection of row 1 and column 1 (in the upper
left corner of the worksheet), and R2C10 is the cell at the intersection of
row 2 and column 10.
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Rows run horizontally across the worksheet. Each row is identified
by a number appearing in the row header to the left of it.

Columns run vertically down the worksheet. Each column is
identified by a number appearing in the column header at the top
of it.

In a document, one or more cells may be highlighted (blackened).
These cells are called the current selection. One of these cells will
have a white border. This cell is referred to as the current cell.
Any label, formula, or number that you type will be entered into the
current cell.

The Formula Bar Notice the two boxes above your worksheet. One contains the text
"R1C1" and the other contains a blinking cursor. These two boxes
make up the formula bar. The box on the left always contains the
current cell address, which tells you the row and column of the
current cell. When you start a new worksheet, the current cell is always
R1C1. As you move around the spreadsheet, however, the current cell
address constantly changes to let you know where you are.

To the right of the current cell address is the cell contents window.
This window holds the actual information in the current cell. If the
current cell contains a label or a number, you'll see it here. If the
current cell contains a formula, you'll see the formula here and the
computed result of the formula in the document.

The Cancel Icon There is one other item of interest in the formula bar—the cancel
® icon—but you can't see it now. The reason you can't see it is because
you haven't done anything, so there isn't anything to cancel. As soon
as you type something in the current cell, the cancel icon appears in the
formula bar.

Now you'll enter some text into the worksheet, so that you can see how
the cancel icon works. y

I Type your nrme. ‘ fm%

Ale ,
sotlect (Lol 7 ol
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!
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Typing Labels
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As you begin to type, three things happen.
»  First, the text that you enter appears in the current cell.

*  Second, the same text also appears in the cell contents window of
the formula bar.

*  Third, a small icon appears between the current cell address and the
cell contents window in the formula bar (see the diagram above).
This is the cancel icon. By clicking on the cancel icon, you cancel
changes you have made to the current cell. In this case, clicking on
the cancel icon will erase the text that you've typed.

Click the cancel icon.

Your name disappears from both the formula bar and the current cell.

The remaining items on the screen (the menu bar, title bar, scroll bars,
and size box) should be familiar to you by now. If they are confusing,
consult the Introduction to Macintosh module.

You start creating your worksheet by typing labels in cells.

The first labels you enter will be column headings for your spreadsheet.
There will be two columns: one will contain labels describing the
expenses, and the other will contain the corresponding values. You'll
enter the two column-heading labels first.
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Selecting a Cell

Typing Text in the
Current Cell

The Enter Key

Formatting
Text Labels
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To select a cell, you position the pointer on the cell (the pointer will
become a cross) and press the mouse button. Select cell R3Cl1, the cell
at the intersection of the third row and first column, now.

Move the pointer into cell R3C1 and click.

Now the current selection, this cell is blackened, or highlighted. It is
also the current cell because it has a white border.

All text, numbers, and formulas that you type will be inserted into the
current cell. The characters will also appear in the formula bar.

Type "ITEM".

If you make a mistake while typing this label, use the Backspace key to
correct the error. Alternatively, you can use the mouse to move the
cursor within the formula bar and correct the error using the standard
Macintosh editing techniques.

Press the Enter key to accept this label.

When you are entering labels, numbers, or formulas, pressing the
Enter key causes Multiplan to accept the entry but does not change
the current cell location. Before a label or number is entered, you
can't change its formatting.

Because this label is a column heading, it would look better if it's

centered within the cell. You can control the way that a label is
formatted by choosing the appropriate command from the Format
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Moving through
Your Spreadsheet

menu. You'll center this label now.

With cell R3C1 still selected, choose Align Center from the
Format menu.

Next, you'll insert a label in cell R3C2, the cell directly to the right of
the current cell. You could use the mouse to select this cell , but there is
an easier way. You can use special keys to accept what you have typed
and move through your spreadsheet:

* Return moves the current cell down to the next row.

»  Shift-Return moves the current cell up to the previous row.

« Tab moves the current cell right to the adjacent column.

«  Shift-Tab moves the current cell left to the adjacent column.

Keyboard Commands for Cell Movement

[Shift ][Ret@

moves one cell up

moves one cell left moves one cell right

Yo Y
(Shitt )(Tab ) < —>
AV

moves one cell down

You'll use the Tab key to move the current cell to the next column now.
Press Tab to move the current cell to the right.

R3C2 becomes the current cell.

If you use keys to move beyond the area of the spreadsheet that is
visible on the screen, Multiplan will automatically scroll the spreadsheet

for you so that the current cell remains on the screen. To move more

quickly through your spreadsheet, use the scroll bars along the right
and bottom sides of the window.
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Changing
Column Widths
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Practice using the Return, Tab, Shift-Return, and Shift-Tab

keys to move around the spreadsheet. When you are done,
move back to cell R3C2.

Type "AMOUNT" to enter a label for the second column.
Also center this label within its cell.

Press Enter to accept this label. Then choose Align Center
from the Format Menu.

Next, you'll enter a label for "Car Payments", the first expense that
you'll calculate. But first you'll have to change the position of the
current cell.

From R3C2, press Return to move down one row, and then
Shift-Tab to move one cell to the left to cell R4C1.

The current cell should now be R4C1, directly below the cell containing
"ITEM". When you type the label for this cell, all of the text may not fit
in the cell, depending on which fonts are installed on your disk. Don't
worry if all of the text doesn't fit in the cell, because as long as you can
see it in the formula bar, Multiplan knows it's there.

Type "Car Payments".

Once the text has been entered, that is, after you have pressed the Enter
key or selected another cell, the part of the text that will not fit in cell
R4C1 will flow over into R4C2. There is nothing in that cell, so that's
okay. However, if cell R4C2 contained some text or numbers, then
only the part of the label that could fit in cell R4C1 would show up.
The rest would still be there, but it would be hidden.

Enter the text now.

Press the Enter key.

All of the text appears on the screen, but when you enter a value for the
down payment in R4C2, part of the label will be hidden, and the
spreadsheet will look very cramped. Fortunately, Multiplan allows you
to change the width of a column so that you can fit more or less text in
it. You can change the width of the column containing the current cell
by dragging the appropriate column head to the left or right.

Use the mouse to position the pointer between the column
heads for column 1 and column 2,

The pointer should change shape to show a double arrow as you
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position the pointer between the two column heads.

% File Edit Select Format Options Calulate 35 _ iy ot
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When the pointer changes shape, you can change the width of the
column by dragging to the right or left.

Press the mouse button and drag to the right until the column
is approximately twice the width of the original column.

Notice that when you change a column's width, all other columns shift
left or right to accommodate the change.

The next cell that you want to enter a label in is R5C]1.
Press Return to make R5C1 the current cell.

Your spreadsheet will be divided into four parts—Car Payments,
Insurance, Gasoline, and Grand Total. Under the labels for each of
these items, you'll list the expenses that determine the cost of that item.
For example, to calculate your monthly car payment you need to know
the price of the car, the down payment, the number of payments, and
the interest rate. Since you use these numbers to determine the car
payment, their labels will be indented under the Car Payment heading.

Press the space bar twice to indent, then type "Price of Car".
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Formatting
Numbers

Format
Dollar
Percent
No Decimal
Decimal
Scientific
Bar Graph

Number 0f Decimals...

Align Left ®F
Align Center ®6
Align Right %H
Commas

Column Width...
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Enter the value $8000.00 for the price of the car in the cell to the right
of the label you typed.

From cell R5C1, press the Tab key to move right to cell R5C2.
Cell R5C2, just to the right of "Car Payments", is now the current cell.
Type "8000", then press Enter to accept the label.

Notice that Multiplan "pushes" numbers against the right edge of

the cell, and text against the left edge. Also, when you first enter
numbers, they appear in general format, without commas, dollar,
or percent signs. You can change this by choosing the appropriate
commands from the Format menu. You'll format the price of the car
as a dollar amount.

Make sure cell R5C2 is still selected. Then choose Dollar from
the Format menu.
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Notice that when you use a dollar format for numbers, several things
happen. First, the selected cells show a dollar sign ($) before the
numbers. Second, all the numbers appear with two places to the right
of the decimal point. Third (and for now, you'll have to take our word
on this one), negative numbers are shown in parentheses instead of
with a minus sign, which is a common practice in spreadsheets.

You're ready to type in the rest of the information needed to calculate
your car payments.

From cell R5C2, press Return to move down to the next
row, and then Shift-Tab, to move one column to the left to
cell R6C1.

Press the space bar twice and type "Down Payment",

Next, you'll enter a value for the down payment, and format it as a
dollar amount.

Press Tab to move one cell to the right, to cell R6C2.

Type "3000", press Enter, and choose Dollar from the
Format menu.
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Using Formulas

% File Edit Select Format Options Calculat

e e = e e — e e e ey

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

I P IR SISO DI PRI AR DR SRR LA NS OIS AN Ao

: :
| 5 | PriceofCar =
| Down Payment $3000.00 ||k
% i

Now you're ready to move on to the next item, "Principal".
Move to cell R7C1 by pressing Return, and then Shift-Tab.
Cell R7C1 should be the current cell.

Press the space bar twice, then type "Principal”. When you
are finished, press Tab to move one cell to the right.

You're ready to enter the principal for your car loan, that is, the amount
of money that you will have to borrow. The principal can be calculated
from the price of the car and the down payment by using this formula:

Principal = Price of Car - Down Payment
In our example, the principal is $5000 ($8000 - $3000).

Noticing this, you could simply enter "5000" in cell R7C2, but then
you would have to recalculate the value and reenter it each time that
either the price of the car or the down payment changed. Because you
will be considering many different cars, this would be a lot of work.
By using a formula, however, you can tell Multiplan to perform
calculations on values contained in other cells and to display the results
of these calculations automatically.

You'll enter a formula for the principal now.
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The Equal Sign

Absolute
References

In Multiplan, you must start all formulas with an equal sign, so that
Multiplan knows they are formulas and not just text or numbers.

Make sure that cell R7C2 is the current cell. Select it if it's not.
Then type an equal sign, "=".

To calculate the principal, you need to subtract the down payment from
the car price. You'll type a formula to reference the two cells that
contain these two amounts.

The easiest way to reference a cell in a formula is to simply type the
cell's row and column address. This is know as an absolute
reference. You'll enter the formula for the principal as the price of
the car (R5C2) minus the down payment (R6C2). The formula tells
Multiplan to take the number in cell R5C2, subtract the number in R6C2
from it, and store the result in R7C2.

Type "R5C2 - R6C2", then press Enter.

% File Edit Select Format Options Calculat
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Notice that when you press Enter, the formula is still displayed
in the formula bar, but that the result (5000) is now displayed in
the worksheet.

The formula is now complete, but the result would look better with a
dollar sign in front of it.

Choose Dollar from the Format menu.
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Realigning Text
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There are two more numbers you will need to compute the amount of
your car payments: the number of payments that you will make and the
interest rate. Enter these values now.

Press Return, then Shift-Tab to move to cell R8C1.

R8C1 should be highlighted.

Press the space bar twice, type "Number of Payments", and
then press Tab to move one cell to the right.

Now enter a value for the number of payments. Your car loan will be
paid off in 60 monthly payments.

Type "60".
Finally, you'll enter the interest rate.
Press Return, then Shift-Tab to move to cell R9C1.

ROCI1 should be highlighted.

Press the space bar twice, type "Interest Rate", and then press
Tab to move one cell to the right.

To calculate the amount of your car payments, you will need the interest
rate per month, not per year. For simplicity, we are going to assume a
12% per year rate, so the monthly rate will be 1%, or .01.

Type ".01", then press Enter.

You'll format the interest rate as a percent.

Choose Percent from the Format menu.

When you use a percent format with numbers, two things happen.
First, the selected cells show a percent sign (%) after the numbers.
Second, the numbers you have formatted show a decimal point and two
places to the right of it.

You now have enough information to calculate your monthly car
payments. But first, you'll need to type in a label.

Press Return, then Shift-Tab to move to cell R10C1.

Type "Subtotal”, then press Enter.
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You'll have three subtotals, one each for car payments, insurance, and
gasoline. You'll look up the subtotals more often than the other
numbers, so you want to be able to locate them easily. Therefore align
the labels for the subtotals against the right edge of their cells, where
they will be closer to their values.

vGeneral With cell R10C1 still selected, choose Align Right from the
¥oitar Format menu.
Percent
No Decimal
Decimal You are now ready to enter a formula to compute the amount of your
Scientific car payments. The formula you'll use is a common one used to
Bar Graph calculate loan payments. You may have seen it in a math class. If not,
TG DR .. don't be alarmed, just bear with us.
Align Left %F Car Payment =
Align Center &b [Principal x Exp(Interest Rate x # of Payments)] / # of Payments

Align Right

Commas where "Principal” is the principal of the loan, "Interest Rate" is the rate
of interest charged per payment period, and "# of Payments" is the total

ST number of monthly payments that will be made.

"Exp()" means to take the exponential of what is in parentheses.
You may have studied the exponential function in a math class. If
not, don't worry.
You'll use the exponential function to calculate the amount of your
car payments.
Press Tab to move one cell to the right.

Relative You're ready to begin typing the formula. When you entered the

References formula for Principal, you used absolute references. That is, you

looked up the address for each of the cells you referenced, and then

typed it in. This can be a long and tedious process. Fortunately, there
is a better way.

When you define a formula, you can have Multiplan automatically
add cell references for you by simply clicking in the cell that you
would like to reference. You'll enter your next formula this way,

but first you must type an equal sign so Multiplan will know that
what follows is a formula.

While R10C2 is still selected, type an equal sign, "=". Then
click on cell R7C2.
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Relative References
Versus Absolute
References
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Multiplan automatically inserts a cell reference for you.

This reference looks a bit different from the cell address you typed
earlier. It's called a relative reference. Relative references differ
from absolute references because, instead of referring to cells by their
row and column numbers (like R10C1), they refer to cells by their
position in relation to the current cell. For example:

This reference Refers to

R[-3]C The cell three rows above the current cell in the
same column.

RC[3] The cell three columns to the right of the current

cell in the same row.

R[5]C[-3] The cell five rows below and three columns to
the left of the current cell.

In this case, R[-3]C refers to cell R7C2 because the current cell
is R10C2.

Relative and absolute references work exactly the same way as long as
you don't move your formulas to different parts of the worksheet.
Even if you insert cells in the middle of your spreadsheet (you'll see
how to do this in the advanced Multiplan module), Multiplan will
automatically adjust all references (both relative and absolute) for you
so that you don't have to retype them to account for the new cells.
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Using Functions
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The type of reference you use will make a difference when you copy a
formula from one cell to another. When you copy a formula, an
absolute reference will always refer to the same cell. For example,
"R3C2" in a formula will always refer to cell R3C2. A relative
reference, however, will refer to a different cell when the formula is
copied.

For example, you have just inserted the reference "R[-3]C" in cell
R10C2. In this case, the reference R[-3]C refers to R7C2 (the cell three
rows above the current cell in the same column). If you copy this
formula into cell R10C3, the reference will no longer refer to cell

R7C2. This is because R7C2 is no longer "three rows above the
current cell in the same column”. If the formula is in cell R10C3,

R7C3 will be referenced because it is three rows above R10C3 in the
same column.
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You're ready to type in the rest of the formula, but you have a problem.
The formula listed above uses an exponential to compute the amount of
your car payments. Fortunately, Multiplan has several built-in
functions to help you calculate complicated formulas. Functions
make your formulas easier to enter. Multiplan includes functions that
calculate sums, averages, standard deviations, and so on. You use a
function either by typing its name directly into the formula bar, or else
by having it inserted automatically using the Paste Function command
from the Edit menu.

You'll paste in a function to compute the exponential now, but first you

must insert a multiplication sign, "*". Note that the asterisk (*) is often
used to signify multiplication in computer applications.
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Continue the formula in cell R10C2 by typing a multiplication
sign, "*". Then choose Paste Function... from the Edit menu.

You'll be presented with a list of functions that Multiplan recognizes.
Using the scroll bar, scroll until the function EXP() is in view.

Click on the EXP() function, so that EXP() is highlighted. Then
click OK.
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Untitled

cos()
COUNTO
DELTR()
DOLLAR()

FALSE(Q)
FIRED()
IF()

INDERQ)

T
14
15

The beginning of a function EXP() appears in the formula bar with the
insertion point between the two parentheses.
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Interest Rate : 1.00%:

You include the argument of the function in parentheses. The argument
that you'll use for the EXP() function is the interest rate multiplied by
the number of payments (see the formula for car payments on page 20).

You'll use relative references to enter this argument now.

Click on cell R8C2 and type a multiplication sign, "*". Then
click on cell R9C2.

Recall that R8C2 contains the number of payments, and R9C2 contains
the interest rate.

Your formula is almost complete, but you still need to divide by the
number of payments. You must be careful, though, because the
insertion point is still inside the parentheses. If you type in the rest of
your formula now, it will be considered part of the EXP() function.
Therefore before you type in the rest of the formula, you'll set the
insertion point after the closing parenthesis.

Move the pointer into the formula bar after the closing
parenthesis, ")", and click to set the insertion point.

Finally, you can type in the rest of the function, which includes another
relative reference to the number of payments.

Type a division sign, "/, then click on cell R8C2.

Your formula is now complete.
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Press Enter to enter the formula.

& File Edit Select Format Options Calculate
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The formula remains in the formula bar, but the result, 151.84323
appears in the cell R10C2.

You'll want a dollar format for this number.

Choose Dollar from the Format menu.

Using "What If?" You've finished calculating your car payments, but you may be
Analysis wondering why you used a spreadsheet in the first place; you probably
could have done all of your figuring on a pocket calculator in two
minutes. Spreadsheets are invaluable, however, when you want to do
"What If?" analysis. '"What If?" analysis involves three steps:

+  First, you ask a "What If?" question about your spreadsheet. For
example, ""What if the price of the car I'm buying were $10,000
instead of $80007"

+  Second, you alter the appropriate cell or cells in your spreadsheet.
In this case, to change the price of the car to $10,000, you would
change the value of R5C2 to 10000.

+  Third, you observe how different values in the spreadsheet change.
In this case, you would probably be most interested in the final
amount of your car payments.
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Next, you'll do a small-scale "What If?" analysis on the portion of the
spreadsheet that you've completed so far by changing the price of the
car you'll be buying to $10,000 from $8000.

Click on cell R5C2 to select it. Then, type "10000". Finally,
press Enter to accept the change.

1
2
3
1...

| s

| 5
7
8
9

Three things happen. First, the value in R5C2 is changed to $10,000,
which is probably not surprising to you.

Second, the principal of your loan, given in cell R7C2, has changed
from $5000 to $7000. Remember that the principal of the loan is given
by the formula:

Principal = Price of Car - Down Payment

From this formula, you can see that if the price of the car has increased
by $2000 (from $8000 to $10,000), then the Principal must also
increase by $2000 (from $5000 to $7000). When one cell in the
spreadsheet changes, Multiplan recalculates all of the formulas in the
spreadsheet to reflect the change; this is why it's important to use
formulas to express relationships between cells.

The third change occurred in cell R10C2, your monthly car payments.
The amount of each car payment has gone from $151.84 to $212.58.
Remember that the formula used to calculate your car payments is

Car Payment =
[Principal x Exp(Interest Rate x # of Payments)] / # of Payments
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Although this formula may be confusing, note that nothing to the right
of the first multiplication sign,"x", has changed, but the principal has
increased. From this, you should be able to see that the amount of your
car payments will also increase. As further evidence, consider that if
the principal—the amount you are borrowing—has increased, and you
are still going to make the same number of payments at the same interest
rate, then each payment will have to be larger.

The most important thing for you to understand now is that Multiplan
recalculates the spreadsheet for you each time you change the numbers
in one or more cells.

This completes your introduction to "What If?" analysis, but you'll use
it again once you've completed more of your spreadsheet.

Before you calculate your insurance and gasoline costs, you should
save the work that you've done so far.

Choose Save As... from the File menu.

You are presented with the Save dialog box. You'll type in the name
for your document.

Type "Car Costs", then click Save.

The work you've done so far is now saved to disk.

A region is a group of cells that lie next to each other in the
spreadsheet. You can simplify the process of entering information by
selecting the region of cells where the information will reside before
entering it. When you select the region first, Multiplan knows in
advance which cells to use. As a result, both formatting and moving
through the cells of the region is faster than working with each cell
individually. You'll see how this works in a minute.

First, you'll select the region of cells you'll be using for this section.
Click on cell R11C1 and drag down and to the right until

the pointer is on top of cell R14C2. Then, release the
mouse button.
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Eight cells should be highlighted, indicating that they are selected and
the current cell should be R11C1. If not, try selecting the region again.

Next, you'll type the label for the section in the first cell of the region.
Type "Insurance”, then press the Enter key twice.

Notice that each time you pressed the Enter key, Multiplan
accepted your entry and moved to the next cell in the selection.
Multiplan moves through a region in the same way that you move

through a page of a book you are reading—from left to right and top
to bottom.

When you reach the last cell in the selection, pressing the Enter key
again moves the current cell back to the first cell of the selection. In this
way, you can go back to make corrections if necessary. You'll use the
Enter key now to practice moving completely through the selection and
back to the beginning.

Press Enter until the current cell moves throughout the entire
selected region and back to cell R12C1. You should have to
press Enter once for each cell in the region, eight times in all.

You're now ready to enter the information you'll need to calculate the
amount of your insurance premiums. You'll be buying three kinds of
insurance—liability, collison, and fire/theft. First you'll enter a label
for liability insurance.
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Press the space bar twice to indent this label, then type
"Liability". When you are finished, press Enter.

The current cell should now be R12C2. If you typed Return or Tab

instead of Enter, then the region will be deselected. Reselect it and start
over, being sure to press Enter after you type the first label.

You'll enter the estimate that you have for liability insurance. You
know that it will cost you $150 for six months, so you'll use a formula
to enter a monthly estimate of $150 divided by 6.

Type "=150/6", then press Enter.

Notice that Multiplan jumps to the next cell without giving you a chance
to format the last as a dollar amount. Don't worry, later you can format
all of the numbers at once.

Now enter information for collision insurance. It's $100 for
six months.

Press the space bar twice, then type "Collision”. When you
are finished, press Enter-and type "=100/6".

Your final estimate is for Fire/Theft insurance. It's $50 for six months.
Press Enter to move to cell R14C1.

Press the space bar twice, type "Fire/Theft", press Enter, and

finally, type "= 50/6". When you are finished, press Enter to

accept this formula.

All cells in the region should be completely filled.
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If you've made any errors, use the Enter key to move through the
region and correct the mistake.

Next, calculate a subtotal for insurance, and then format all four
numbers as dollar amounts.

Select cell R15C1, and type "Subtotal”.
Press Enter.

Format this cell so that it's aligned correctly.
Choose Align Right from the Format menu.

Next, define a formula to calculate the total cost of your
insurance premiums.

Press Tab to move to the right to cell R15C2.

Using the SUM() You might enter the formula using absolute references and
Function addition signs:
=R12C2 + R13C2 + R14C2

or using relative references and addition signs:
=R[-3]C + R[-2]C + R[-1]C

But it is easier to add cell values using the Multiplan function SUM().
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a Range
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You'll use SUM() now to calculate the insurance subtotal.
Choose Paste Function... from the Edit menu.
The function dialog box appears.

Use the scroll box to scroll through the list until you find the
function named "SUM()". Click on it, and then click OK.

The beginning of a function, =SUM(), appears in the formula bar with
the insertion point between the two parentheses. Multiplan
automatically adds the equal sign for you.

You can specify an argument to a function as a range of cells when the
argument is made up of a group of cells that lie next to each other on the
spreadsheet. You specify a range of cells by typing a reference (relative
or absolute) to the first cell, then typing a colon (:), and finally a
reference (again, relative or absolute) to the last cell in the range.

This diagram shows several cell ranges, and the text you would type to
include them as an argument to a function:

R10C6:R19C6

When working with relative references, though, it's not always easy to
determine references for cells that are far from the current cell.
Fortunately, you can enter a range as an argument by clicking on the
first cell in the region (the one at the top left), and dragging through
the region.
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Formatting
a Region

In this case, you want to sum cells R12C2, R13C2, and R14C2.
You'll enter a reference to the region they define as an argument to the
SUM() function now.

Position the mouse pointer on cell R12C2. Press and hold the
mouse button and drag down to cell R14C2. Then, release the
mouse button.

As you drag, "R[-3]C : R[-1]C" appears in the formula bar to reflect the
range that you've selected with the mouse.

Your formula is now complete.
Press Enter.

Multiplan accepts the formula. The result 50 should appear in the
current cell.

Next you'll want to format all four numbers under Insurance as dollar
amounts. To save time, you can select and format them all at once.

Select the region starting with cell R12C2 and extending down
to cell R15C2 by dragging through it.

Remember, to select a region, position the mouse pointer over the first
cell, press and hold the mouse button, and drag through to the last cell.
Release the mouse button when your selection is complete.

Choose Dollar from the Format menu.

All values in the selection are now displayed with the dollar format.
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You have one more subtotal to calculate, and then you'll be able to
calculate the total cost of operating the car.

You must calculate the amount of money that you expect to spend on
gasoline each month. There are three things you'll need to include: the
number of miles per gallon you expect your car to get, the price per
gallon you think you'll have to pay, and the number of miles you think
you'll be driving each month. Then the total gasoline cost (per month)
will be given by the formula:

gﬁgtal Gasoline Cost = (MPG * Miles per Month) / Price per Gallon

You can enter all of the information at once by first selecting a region,
and then typing the information. You'll need a region five rows tall and
two rows wide, which you'll select now.

If cell R16C1 isn't visible, use the vertical scroll arrow to bring
it into view.

Click on cell R16C1 and drag down to the right to cell R20C2.
Then release the mouse button.
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If the region you've selected doesn't look exactly like the one shown
here, try again.

Note that if you try to drag down past the area visible on the screen,
Multiplan scrolls the spreadsheet so that all of the selected area appears
on the screen.

Now you'll enter the information that you have for your monthly
gasoline expenses. Note that when you are working with a region, any
individual formatting must be done later. Any formatting you do while
the whole region is selected will affect every cell in the region.

Fill in the selected cells with the text shown below. Be sure to
use Enter to move from one cell to the next. You can simply
press Enter twice after the first cell to leave the second one
blank. Click in the appropriate cells to create the relative
references in the subtotal cell.

Gasoline

MPG 25

Price/gallon 1.22

Miles/month 500 oot
Subtotal = R[-1]C / R[-3]C * R[-2]C ¢

You'll want to reformat some of the information you just entered.
Specifically, you'll use the dollar format for the gasoline price and the

subtotal, and you'll align the label for subtotal against the right edge of
its cell.
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Using Names

Defining Names
for Cells

Select cell R18C2 and choose Dollar from the Format menu.

Then, select cell R20C2 and choose Dollar from the
Format menu.

Finally, Select cell R20C1 and choose Align Right from the
Format menu.

& File Edit Select Format Options Calculate
ubtotal
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1 | 2 | 3 | 4 ] 5

You've now entered all the information you'll need to calculate your
monthly car expenses. Now, you'll obtain a grand total using this
formula:

Monthly Grand Total = Insurance + Car Payment + Gasoline

So far, you've been entering formulas with relative and absolute
references. A more intuitive way to reference cells is by using names.
You can give a name to a single cell or a group of cells and then
reference them in formulas using the name. For example, the formula
that calculates the amount of your car payments is in cell R8C2. If you
would rather refer to R8C2 by name, you could call it something
meaningful like Car Payment.
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Multiplan's rules for naming cells are:

« Names must start with a letter, but can consist of letters, numbers,
periods (.), and underscores ().

» Names cannot include spaces.

»  Names cannot be cell references (for example, R8C2).
» Names can be up to 31 characters long.

Define names for each of the subtotals in your document.

Click on cell R10C2, then choose Define Name... from the
Select menu.

& File Edit B Format Options Calculate
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Define Name
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20 Subtotal: $24.40 :

The Define Name dialog box appears and prompts you for a name that
will refer to the cell. The window with the scroll arrows shows
previously defined names. Since you have not defined any names yet,
none appear.

Below the window, there is a box in which you enter the name you will
give to the cells that are selected.

If the selected cell (or the first cell in the selected range) contains a label,
Multiplan will suggest that label as the cell name. In this case,
"Subtotal" is the label for the selected cell, so Multiplan suggests the
name "Subtotal”. You might click OK to accept Multiplan's

suggestion, but in this case, you want a more descriptive name.
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You'll name the cell "Car_Payment".
Type "Car_Payment", then click OK.

Note that you must put an underscore between the two words because
Multiplan doesn't allow blank spaces in names.

Before entering a formula for the total cost, you'll also define names for
Insurance and Gasoline.

Use the procedure outlined above to define the name
"Insurance" for cell R15C2 and "Gasoline" for cell R20C2.

Remember that to define each name, you must

«  Select the cell.

*  Choose Define Name from the Select menu.
» Type in the name, and click "OK".

Using Names in Finally, you'll define a formula to calculate the total monthly cost of
Formulas operating your car, but first you'll have to enter a label.

If necessary, use the horizontal scroll bar to bring R22C1 into
view, then Select cell R22C1 and type "Grand Total".

Press Enter to accept this label.
Align this label right in its cell.
Choose Align Right from the Format menu.
Finally, define the formula.
Press Tab to move one cell to the right.
The current cell should be R22C2.
Enter the following formula:
= Car_Payment+Insurance+Gasoline
Note that rather than cryptic cell references, you used the names that
you defined in your formula—this makes it much easier to check your

formulas for errors.

Press Enter to accept the formula.
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What If? Analysis
Revisited

"286.98053" appears in cell R22C2 if you've done
everything correctly.

& File Edit Select Format Options Calculate

If an error message appears, make sure that you have not made any
typing errors while entering the formula. If there is still a problem,
redefine each of the names, and then reenter the formula, making sure
that the names you defined are exactly the same as the names you use
in the formula.

You'll want the Grand Total to appear with a dollar format.

Choose Dollar from the Format menu.

Now that your spreadsheet is complete, you can experiment with the
full power of "What If?" analysis. The spreadsheet that you've created
calculates the monthly cost of owning and operating a car, so your
"What If?" analysis should be centered around the question: What if I
buy this car rather than that one? You'll complete this cost analysis
now for the following two cars:

Porsche 944 (red) Old Buick (rust)
Price of Car $24,000 (new) $5000 (used)
Liability $300/6 months $300/6 months
Collision $250/6 months $0/6 months
Fire/Theft $60/6 months $6/6 months
MPG 15 (maybe) 25

You'll calculate the monthly operating costs for both of these cars.
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Enter the information given in the previous table for the
Porsche 944. Now, your spreadsheet should look like this:

Car Costs

As you can see, the monthly cost of owning a Porsche 944 is $780.07.
Now, calculate the monthly cost of owning an old rusty Buick.

Enter the information for the old Buick given in the table on

the previous page. When you are done, your spreadsheet
should look like this:

Car Costs
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Command
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The cost of owning an old rusty Buick is only $136.14. Perhaps now
you can truly appreciate the power of "What If?" analysis. You could
have made these same calculations on paper, but you probably wouldn't
have; it would have taken too long. "What If?" analysis takes much of
the number crunching out of decision making, allowing managers to
consider more options, and hopefully to make better decisions.

Before closing, you will want to save and print your worksheet. You'll
need this document to complete the Advanced Microsoft Multiplan
module.

Choose Save from the File menu.
Your document is now saved on the disk.

When you print a Multiplan spreadsheet, you tell Multiplan how to
format the page using the Page Setup command.

Choose Page Setup... from the File menu.

Here you can choose to print your spreadsheet with or without row and
column numbers and gridlines. You can print it with a header or footer
or both on each page, if you like. And you can control the printer
margins for paper types.

Uncheck the box for "Row and Column Numbers" so that the
printer won't print row or column numbers.

9”Typa a footer for your spreadsheet, such as "Auto Expenses". '
Click OK.
Next choose Print... from the File menu.

You are presented with the standard Print dialog box.

Make sure that the printer is turned on, selected, and
connected correctly to your Macintosh.

Click OK when you're ready to print your spreadsheet.

Now you're ready to return to the desktop.

Choose Quit from the File menu.

You're back at the Macintosh desktop.
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Review You've completed the introductory Microsoft Multiplan exercise for the
Macintosh. If all has gone well, you've learned:

« How to select a cell by clicking on it

«  How to type text labels in cells

*  How to type numbers in cells

»  How to format text labels using commands from the Format menu

* How to move through a spreadsheet using the Return, Tab, and
Shift keys

» How to enter formulas using numbers, relative references, and
absolute references

*  How to use functions to make entering formulas easier
*  How to do "What If?" analysis

*  How to select a region by dragging across the cells in the region
and how to move through a region using the Enter key

*  How to format a region

* How to define names and use names in formulas

» How to save a Multiplan document on your disk

*  How to print your document

What To Turn In Turn in a copy of your printed spreadsheet. Be sure to save this

document; you'll need it to complete the Advanced Microsoft Multiplan
module.
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The Task

As stated in the Introduction to Microsoft Multiplan module, you are
thinking of starting a business to sell sushi during lunchtime in the
student union building. You have already done some preliminary cost
analysis. Specifically, you have calculated the expected cost of owning
and operating an automobile used to pick up supplies and deliver sushi
to outlets around campus. You will now prepare a spreadsheet that will
use that information, plus other projected costs and expected income, to
calculate the amount of profit that your sushi business will produce if all
of your projections are accurate.

There will be several parts to this Multiplan module. First, you'll create
a list of business expenses.

Next, you'll use Multiplan's Paste and Link command to
dynamically link the document you created in the introductory lab
into the spreadsheet that you'll create in this one. Specifically, you'll
insert your final result from the "Car Costs" document into a list of
business expenses.

You'll also use Multiplan's Iterate command to calculate the amount of
sushi that you'll need to sell just to break even.

Finally, you'll use the Fill Right command to copy the formulas
you've defined to expand your one-month profit projection into a
three-month profit projection.

When you're finished, your spreadsheet should look like the one
shown on the next page.
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OR[N =

......................................... :Sushi Dreams Profit Worksheet -
. January ' February : March Total
Number of Samplers @ 002 300 ;o 300 0 800
e EXBENSES
Rent i $600.00 : $600.00 : $600.00 : $1800.00
TR $136.14 : $136.14 : $136.14 : $408.41
Raw Materials @ $600.00 : $900.00 : $900.00 :  $2400.00
Wage Cost & $400.00 : $400.00 : $350.00 : $1150.00
il Total Expenses: ~ $1736.14 : $2036.14 : $1986.14 : $5758.41
T " S - S R R
Sushi Samplers @ $1600.00 : $2400.00 : $2400.00 : $6400.00
R Total Income:  $1600.00 : $2400.00 :  $2400.00 : $6400.00
Profit 1 ($136.14)  $363.86 . $413.86 i $641,59
................................................ . A W W S
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Make sure that you have completed the Introduction to
Microsoft Multiplan module.

Many of the concepts explained in the introductory module will also be
used to complete this advanced module. You will also link the
spreadsheet you create in this module with the one that you created in
the introductory module.

Turn on the Macintosh and insert your Microsoft

Multiplan disk—label side up and metal end first—into the
built-in disk drive. Make sure the "Car Costs" document that
you created in the introductory module is still on your disk.

You'll soon see the Macintosh desktop with the icon of the Multiplan
disk in the upper right-hand corner.

If you haven't completed the introductory Multiplan module or have
thrown out the spreadsheet you created with it, please go back over the
earlier module before you attempt to do this. (You need the Car Costs
spreadsheet from the introductory Multiplan module in order to
complete the advanced Multiplan module.) And, while completing this
advanced module, don't be shy about having another look at the
introductory module to remind yourself about entering text and
numbers, defining names, using formulas and functions, and other
topics that it covered.

If necessary, double-click on the Multiplan disk icon to view
its contents.

Now you'll open Multiplan by double-clicking the Multiplan icon.
Double-click on the Multiplan icon to open the application.

If you are using a backup copy of Mulitplan, you'll be asked to insert
the master disk; do so now.

Multiplan creates a new, untitled, document for you.

The spreadsheet that you will create in this module will be similar to the
one that you created in the introductory module. Specifically, you will
have labels along the left side of the worksheet, with the corresponding
values to the right of them. From the introductory module, you know
that the labels generally take up more room than the preset column
width. Therefore before entering any text or numbers in the
spreadsheet you'll increase the width of the first column.

Increase the width of the first column to approximately double
it's original size.
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Remember that to change the width of a column, you must

*  Use the mouse to position the pointer between the column head for
the column you want to change and the column next to it.

*  When the pointer changes shape to show a double arrow, drag to
the right or left to change the width of the column.

You are now ready to enter a title for your worksheet.

Select Cell R1C2 and type "Sushi Dreams Profit Worksheet".
Press Enter to accept the label.

Remember that extra text will flow from one cell into the cell to the right
as long as that cell is empty.

In the introductory module, you entered each row in order—first the
label, then the number or formula. However, you're now familiar with
Multiplan's basic editing techniques, so it'll be easier for you to first
enter all the labels, and then all the numbers, and then do the
formatting. This is because some of the tasks that you did for each cell
in the introductory module could be done to many cells at the same
time, such as formatting numbers or labels and defining names.

Your spreadsheet will be divided into two areas: expenses and income.
Because there will be several types of information in the first column,
you must be careful about how you format different cells. You'll use

three kinds of formatting: the two headers for expenses and income
will be centered, the three totals (total expenses, total income, and
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profit) will be aligned right, and the rest of the cells will be aligned left.
Now you'll fill the first column with labels for your spreadsheet.

Enter labels in the first column of your worksheet until it looks
like the one shown here. Use the appropriate commands from
the Format menu to align them as described above and
displayed below.

Untitled
I 2 [ 3 [

Because this spreadsheet is going to be a complicated one, you'll use,
wherever possible, names for cell references so the formulas you define
are easily understood. Instead of naming single cells, however, you'll
name entire rows for this worksheet. This is because after you create a
profit projection for one month, you'll use a copying shortcut to extend
the analysis for three months. But to do this, you'll want the names
you define to refer to entire rows, rather than single cells. That way,
when you say

Rent + Car

in a formula, Multiplan will understand that you mean the value in the
"rent" row for this month plus the value in the "car" row for this month.

The difference between naming a group of cells and naming an
individual cell is important when you use names to reference cells in
formulas. When you define a name for a single cell, and then use that
name in a formula, the reference will be an absolute one to that cell.
However, when you define a name for a group of cells, and then use
that name in a formula, the reference will be a relative one to the cell that
is at the intersection of the named region and the row or column that the
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current cell is in. This is an important concept, but is not easily
grasped; be sure that you understand how references to named cells
work before you go on.

For now you'll name row 3 "Number of Samplers", but you must
select a region before you can name it.

Click on row 3 in the row header.

& File Edit Select Format Options Calculate R
' 7 R |

The entire row is selected, and should be highlighted.

Choose Define Name... from the Select menu.

All Cells #A
Last Cell

NIme.,..

Link...

Show Active Cell %S

Define Name...
feiele Name.,.,
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Define Name

3 | 4
rofit Worksheet

Cancel .

EGInEHINumber_of_Samplers

iIB Wage Cost

Click OK.

Give this row:

row 6
row 7
row 8
row 9
row 10
row 13
row 14
row 16

This time you should see the phrase "Number_of Samplers" in the
Name field of the dialog box. Multiplan put the name there because it
found that label in the first column of row 3. "Number_of Samplers"
is a good name for the row because it describes the row's contents.

Remember that to define a name for a row, you must

«  Select the row by clicking in its row header.

¢ Choose Define Name... from the Select menu.

*  When the dialog box appears, either type in a name, or click OK to
accept the name that Multiplan suggests (in this worksheet, you'll

always accept Multiplan's suggestion).

Define names for the following rows.

This name:

Rent

Car

Raw _Materials
Wage_Cost
Total_Expenses
Sushi_Samplers
Total_Income
Profit
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You're ready to enter numbers and formulas into your worksheet.

The first row in your worksheet, the one labeled "Number of
Samplers", will contain your estimate of the number of "Sushi
Samplers" (each plate of sushi that you sell will actually contain three
kinds of sushi, so it's called a "Sushi Sampler") that you'll be able to
sell in one month. From the surveys you've taken to estimate demand,
you project that you'll be able to sell 200 Sushi Samplers the first
month. You'll enter "200" for the number of samplers now.

Select cell R3C2 by clicking on it. Then type "200".

Next, you'll enter the amount that you'll have to pay for rent. This will
be $600.

Select cell R6C2 by clicking on it. Then, type "600". Finally,
press Enter to accept this number.

& File Edit Select Format Options Calculate

Eventually, you'll want to use a Dollar format with "Rent," but
you'll take care of that later, after you've entered all of your numbers
and formulas.
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