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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/1. Still other books teach their readers about computers by
introducing them to long, complicated terms 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 has now become 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 per-
sonal computer 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.

PREFACE
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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
11/2 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 recom-
mended 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 important procedures and concepts of that section.

This new and improved version of Approaching Macintosh is based on the latest
versions of the most popular software packages for Macintosh. Here’s a list of
the software used in each section:

1. Introduction to Macintosh Macintosh System Software version 6.0

2. Graphics Claris MacPaint 2.0
3. Word Processing Microsoft Word 4.0
4. Spreadsheets Microsoft Excel 2.0
5. Charts Microsoft Excel 2.0
6. Database Management Claris FileMaker PRO
7. HyperCard HyperCard 2.0

We've also increased the number of exercises at the end of each section, and
we've included more “do-it-yourself” problems.

The important thing to remember when using Approaching Macintosh is that the
authors sincerely want you to 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

Craig Elliott
Albert Chu

Dave Finkelstein
Ron Fernandez
Cindy Frost
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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 com-
puter before—you’ll want to become familiar with the parts of the Macintosh and
learn some basic terms and techniques used throughout this book.

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

* A Macintosh computer

* A copy of the Microsoft Word application program
* A blank diskette (to save a copy of your work)

* A copy of Plato’s Republic (just kidding)

This module assumes that your Macintosh has been unboxed and set up, the
system software has been loaded, and the application software or programs that
you'll be using have also been loaded. If you haven't done this, or if you have no
idea what all this means, you may want to either ask a friend or follow the
instructions in the manuals that came with your Macintosh.

This module also assumes that you have the Microsoft Word word processing
application. You'll use it to learn the basics of Macintosh applications.

Macintosh computers come in a number of different shapes and sizes, but there
are two basic types: One-piece or compact Macintoshes where the screen and
computer are all one box, and two-piece or modular Macintoshes where the
Macintosh is divided into the screen part or monitor and the computer part, or
CPU. (CPU stands for Central Processing Unit—just in case you were wondering.)

Compact Macintoshes have the advantages of being easier to carry (because they
come in one piece) and easier to set up (because you don’t have to worry about
connecting cables between the two pieces). Modular Macintoshes let you choose
between different types and sizes of screens.

The diagram on the next page shows the major parts of the Macintosh system and

their appropriate names. These parts of the Macintosh (or any computer) that you
can see and touch, like the monitor and CPU, are called hardware.

APPROACHING MACINTOSH
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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 highly detailed or
high-resolution pictures or graphics. Depending on the type of Macintosh, and
the type of monitor, Macintoshes can display black-and-white or color images.
Typically, the Macintosh displays black characters on a white background, much
like you would see on a typewritten page.

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 diskettes, which hold the documents you create
and the application software that creates them. Diskettes work a lot like
cassette tapes. Inside the plastic shell is a disk coated with magnetic material that
your Macintosh can record on much like your tape deck records on cassette
tapes. Just like your cassettes, keep your diskettes away from dust, heat, water,
and above all, magnets. More about diskettes later.

INTRODUCTION TO MACINTOSH
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Every Macintosh has at least one built-in diskette drive. The diskette drive records
or writes information onto the diskette, and plays back or reads that information
to the computer. In addition to the internal diskette drive, your Macintosh may
have an external diskette drive which works just like the internal one.

In addition to a diskette drive, most Macintoshes these days also have a hard disk
drive. It's often built into the computer or CPU, or it could be in a separate box
under or beside the computer. The best way of thinking of a hard disk drive (or
just “hard disk”) is like a very big, very fast diskette drive. If you want to use lots
of application software to create and store lots of documents, a hard disk lets you
do that without constantly having to swap diskettes.

This book and this module assume that the Macintosh you're using is equipped
with a hard disk drive. If you're using a computer with diskette drives only, you
can still complete most of the modules in this book, but watch carefully for
special instructions. Things may work slightly differently for you.

Just as Macintoshes come in different shapes and sizes, so do Macintosh key-
boards. In general, Macintosh keyboards are laid out much like a typewriter
keyboard—with a few notable exceptions. Find these special Macintosh keys on
your keyboard:

Delete Key
Power On Key Return Key

1
Command Key Arrow Keys
Option Key

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 leave blank lines between lines of text and to
start new paragraphs.

The Delete (or Backspace) key

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

APPROACHING MACINTOSH
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The Command key

The wide key at the bottom left of the keyboard—the key with the symbol on
it that looks a little bit like a freeway interchange—is the Command key.
Many of the short cuts and special features you'll learn use the Command key
in conjunction with another key or keys.

The Option key

The Option key is located to the left of the Command key. Like the Com-
mand key, holding down the Option key while typing another key modifies
that key to perform a special function or short cut.

Arrow keys
The Arrow keys point up, down, left, or right—and that’s the way they help
you move when you’re within a document.

Power On key

Some Macintoshes (most modular Macintoshes) let you turn them on from
the keyboard using the key with the triangle on it. If your keyboard doesn't
have one, or it doesn’t seem to do anything, don’t worry, you can use the
power switch on the back of the computer. We'll get to that part next.

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.
So let’s get to it.

Turn on the Macintosh by pressing the Power On key (the one with the
triangle on it). If nothing happens (or you can't find a key with a
triangle on it on your keyboard), flip the switch or press the button on
the back of the computer.

The Macintosh will beep softly, a small picture of a smiling Macintosh will
appear as the Macintosh loads system software from the disk.

The Macintosh uses special files called system software to start up and keep
running. System software is what makes a Macintosh work like a Macintosh,
and therefore makes possible everything you're about to see and do.

So, the first disk your Macintosh sees has to be one with those all important
system files on them. This disk is called a startup disk or system disk. If you
have a hard disk attached to your Macintosh, that disk is your startup disk. If
you're using a system with only diskette drives, the Macintosh will display an
icon of a disk with the flashing question mark until you insert a startup
diskette into one of the diskette drives. If you haven’t created a startup
diskette yet, see your Macintosh system software manual to learn how.

INTRODUCTION TO MACINTOSH
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Only if you're using a Macintosh without a hard disk drive, insert a startup
diskette—label side up and metal end firsi—into the built-in diskette drive.

After you see the banner welcoming you to Macintosh (these computers are so
friendly these days), the Macintosh desktop will appear.

One way to make computers easier to use is to make them more familiar.
Macintosh uses the metaphor of a desktop 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 in just a minute.

r
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8 items 23 537K in disk 15,828K available
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Your desktop may not look exactly like this—it depends on how many disks are
attached to your Macintosh, and how things are organized on those disks. Here is
a guide to some things you might see.

The icon in the upper right-hand corner of your desktop represents the disk that
you started from. Once again, depending on the type of hard disk you have, your
icon may look a little different—and it may have a different name.

Just like the hard disk icon, the diskette icon represents a diskette in any diskette
drive attached to your Macintosh.

APPROACHING MACINTOSH
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If your Macintosh is connected to other Macintoshes over a network, you may
see an icon of a file server. You see, aside from connecting a bunch of comput-
ers to each other, a network can also connect a bunch of computers to a shared
printer or a shared hard disk. That's what a file server is—a hard disk shared over
a network. And you work with it just like you would work with a hard disk
connected directly to your Macintosh.

Applications or application programs are tools used to create and modify
documents. For instance, Microsoft Word is a word processing application that
you can use to create documents like letters to loved ones, term papers on
genetic mutations, or textbooks on Macintosh computers. Applications are usually
represented by diamond-shaped icons.

Documents are the things that applications create. Documents are usually repre-
sented by page icons. Since documents know which application created them,
each application’s document icons look different so that it will be easy to tell your
letters from your spreadsheets.

The way you organize things on your Macintosh disks—whether they be hard
disks, diskettes, or file servers—is in folders. Just like the folders you might have
on your desk, Macintosh folders are containers for things: documents, applica-
tions, or other folders. You'll learn more about working with folders later in this
module.

System software is kept in a special folder called (appropriately enough) the
system folder. It's easy to distinguish the system folder from the other folders
because it sports a small picture of a Macintosh on it. You may not be able to see
the system folder on your Macintosh, but if your Macintosh is working, trust us,
the system folder is there.

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 small black arrow on the screen; this is the pointer.

Without lifting it, move the mouse back and forth. (Make sure that the
mouse button is at the top.)

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.

INTRODUCTION TO MACINTOSH



Mouse Techniques

Move the mouse and waich 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.

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
- &

l

I
Click £\//
L

Double- ‘!E!’ﬁ

Click S//

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 short cut
to perform a specific command.

APPROACHING MACINTOSH
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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.

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 a Macintosh, you do it in the same way:

* First, select an object, usually by clicking on its icon.
o Then, choose a command to act on that object.

For example, if you want to duplicate a document or a 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. (Remem-
ber, “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.

Notice that as you select an object, it becomes dark or highlighted. This highlight-
ing helps you to quickly identify the current selection. If the Trash icon was
already selected, it would have been highlighted.

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 the new
icon and click the mouse button. Your previous selection becomes “unselected”
when the new selection is highlighted.

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

(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 run across the top of the desktop.

INTRODUCTION TO MACINTOSH



To choose a command from a menu:

* First, use the mouse to position the pointer over the appropriate menu.
e Press and hold the mouse button to “pull down” the menu.

e While still holding down the mouse button, drag down until the appro-
priate command is highlighted.

* Finally, release the mouse button.
You'll “open” the Trash using this technique.

First, click on the Trash icon fo select it again.

Trash 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.

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

r
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Print
Close
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The Open command should be highlighted.

Release the mouse button.
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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 when Close is high-
lighted.

Practice opening and closing the Trash until you’re comfortable with using
menus.

Now that you’re familiar with the basics of how a menu works, you might be
curious about some other interesting features of menus. If you've already forgot-
ten what a menu looks like, you might want to refer to the pictures of menus on
this and the previous page.

You may have noticed that when you pulled down the File menu, some of the
commands were dimmed (shown in gray). These are commands that aren't
appropriate at this time and can’t be selected. (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 embarrassing little mistakes.

You also may have noticed that to the right of some of the commands listed in
the menu 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.

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 short cuts after you've become more familiar with the Macin-
tosh.

INTRODUCTION TO MACINTOSH
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If the hard disk window isn’t visible on your deskiop, open the disk by
selecting the hard 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 (clever, huh?). The parts of
a window are shown here.

Close Box Titlel Bar Zoom Box
= - P
=[] Hard Disk ===
8 items 23,573K in disk 15,792K available
— Scroll Arrow
ﬂ“E o et — Scroll Box
System Folder Applications  Term Papers
— oy P Scroll Bar
ta
Invitations Finances Tofu
Size Box
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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 at a time on the desktop.

Size Box
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 Diew Special
Hard Disk E=———=——"u0VL1=
23,589K in disk 15,776K available
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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.

Zoom Box

When you want to quickly expand a window to its maximum size to get a better
view of what’s inside it, the zoom box in the upper right corner of the title bar is
for you.

Click in the zoom box.

The window “zooms” to its maximum size. (If the window was already near its
maximum size, not much zooming takes place.)

INTRODUCTION TO MACINTOSH
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Click in the zoom box again.

The window “zooms” back to its original size. Pretty nifty, eh? Using the zoom
box you can easily zoom up to get a look at the big picture, then zoom down to
take up less space on the desktop.

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 at it? 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 gray. 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.

Hard Disk
8 items 23,598K in disk 15,767K available

[

System Folder Applications  Term Papers

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

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

Click the scroll arrow that points to the right.

The icons that were hidden should zip by to the left. You can use the other scroll
arrows to scroll up, down, or to the left as well.
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Using Multiple As we mentioned earlier, you can have more than one open window on the
Windows 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.

Open #0

The Trash window is now the active window.

Print
Close S8
&€ File Edit View Special
Get Info 8l
Bupticate 3] Hard Disk
Put Ruspy - e 7
8 items 23 ,604K in disk  15,761K available
Page Setup...
Print Directory... Iil D
fiacl 3kE ystem Folder Applications  Term Papers
Notice that the active window is the frontmost window and its title bar is high-
lighted with horizontal lines. This makes the active window easy to identify.
Activating a Window To activate a window, simply click anywhere inside it.
Click in the hard 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.
Moving a 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—the
top part of the window near where the name of the window is.

Move the disk window by dragging it by its title bar.
Remember that to drag, you need to 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.
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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 dlicking in its close box.

The Trash window closes and the disk window becomes active.

If you look just below the title bar of the hard disk window, you'll see a few
mysterious looking numbers. The one on the left tells you how many items
(folders, applications, and documents) there are in that particular window. A
folder and everything inside it are counted as one itern. The number in the center
of the window tells you how much space is used by all items in the disk. And the
number on the right tells you how much disk space remains available. That last
number is one to watch to make sure that it's not approaching zero.

Disk space (also called storage), is measured in kilobytes (or “K” for short), or in
thousands of kilobytes—called megabytes (or “MB” for short). Just to give you
an idea of how big a kilobyte is, a one-page text document takes up about 2 to 4K
on your disk, so IMB is enough to store from 250 to 500 pages of your finest
work.

Macintosh diskettes store 400K, 800K, or 1.4MB of information. 400K disks are

called single-sided because they store information on only one side of the disk.
800K disks are double-sided and store information on both sides. (You don’t
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have to worry about flipping them; the diskette drive reads and writes on both
sides automatically.) Finally, some Macintoshes are equipped with high-density
diskette drives (also called FD/HD or SuperDrive) which can read and write disks
up to 1.4MB.

In each case, you need to make sure you're using the right type of diskette.
Diskette drives are upwardly compatible—meaning that they can read or write
the lower capacity formats, but they can'’t read or write higher capacity formats.
That means that an 800K diskette drive can read and write 400K diskettes, but not
1.4MB diskettes. If you're not sure what type of diskette drive you have in your
Macintosh, you can find out in the instruction manual.

System memory, the amount of memory inside the Macintosh, is also measured in
kilobytes or megabytes. Applications and documents you open are loaded into
system memory while you're working with them. Therefore, how much memory
you have determines how many applications you can use at once and how many
complex documents you can open at once.

The Macintosh you're using probably has somewhere between 1024K (1MB) and
8192K (8MB). If you want to find out how much memory you have, choose About
the Finder from the Apple menu. (The Finder is the part of Macintosh system
software that organizes folders, documents, and other things inside your disks.)

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

A small window will appear. Aside from listing the total memory in your Macin-
tosh, this window also tells you what version of the Finder and System files you
are using. Some newer applications require the latest version of system software.
If you ever need to find out which version you're using, you now know where to
look.

Click in the close box of the window to close it.
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Next, you'll learn how to manage the documents that you'll create. You'll use the
Microsoft Word application 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.

You'll start by opening the Microsoft Word application. Remember that applica-
tions are things that create and modify documents. The Word application is
represented by the diamond-shaped application icon with the zippy “W” on it.

Before you can use an application, you have to open it. Earlier in this module, you
learned to open a disk icon by selecting it and choosing Open from the File menu.
Opening an application (also called launching) works the same way. However, as
a short cut, you can also open any icon (thus any disk, folder, application, or
document) by double-clicking on it.

Launch the Microsoft Word 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.

Don't worry if you don’t know how to use Microsoft Word. You'll learn all about
Word in the Word Processing section of this book. All you'll need to do to create a
new document for this example is type a little text and save it.

But before you start typing, you'll select a typeface or font for the text you're
about to type.

One of the things that sets Macintosh apart from the rest of the pack is its ability to
easily mix different fonts and styles of text throughout a document. So that your
documents will look good both on the screen and when they’re printed, you'll -

want to avoid those fonts named after cities. Thus, Helvetica and Times are good
choices.

Choose Helvetica from the Font menu.

From now on, everything you type will be displayed in the Helvetica font..
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Now that you've selected a font, you're ready to go. The blinking vertical bar
marks the insertion point—where the text you type will be inserted. As you
type, the insertion point will follow you to show you where the next character
will go.

Type your name—or somebody else’s name.

% File Edit Format Font Document Utilities Window 1

m———— I |
Connie Chung

That's it! If you want to type something longer or more inspiring, you may. Use
the Delete key to backspace over 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, your pet rabbit, 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.
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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 safekeeping. You should save your
work by choosing Save from the File menu about every 10 to 15 minutes or so.
That way, if the unthinkable should happen, you'll only lose a few minutes of
work.

Open f A
)
o
E Opening an application loads it from the
Hiard Dl B~ s macw disk into the memory of the Macintosh.
a
(" N o)
e b, '
Using the application, you create a
document which is also temporarily stored
S R SEN, in memory.
——)
B
:] ey Saving transfers a copy of your document
Hand Disk —F from memory to the disk for safekeeping.

Imagine that the work you've just done is part of an important term paper on the
fascinating 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 you to name the document you are saving. Dialog
boxes are a standard part of the way you work with Macintosh. Whenever the

Macintosh system or a particular application needs to tell you or ask you some-
thing important, it puts up a small box like this one to get your attention.
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'__ém{dit Format Font Document Utilities Window
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Type an interesting name for your document.
Click Save.

In a few seconds, your document is safely stored on the disk.

You've just learned how to commit your documents to electronic storage. But
you'll probably also want to learn how to commit them to paper.

Before you can print your literary masterpiece, you have to tell the Macintosh
what kind of printer (and if you're on a network, which printer) you want to print
to. To do that, you'll use the Chooser. The Chooser is a desk accessory that lives
under the Apple menu at the leftmost edge of the menu bar. Desk accessories are
like little application programs that live in the Apple menu and can be opened at
any time—either at the desktop or when you're using another application.

In this case, the Chooser is a desk accessory that lets you choose the printer you
want to use. It's possible, even likely, that the correct printer will have already
been chosen. But just in case, let's check the Chooser now.

First, make sure your printer is connected and switched on.

If you don't know how to do this, check your printer’'s owner’s guide.

Choose Chooser from the Apple menu.
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The Chooser desk accessory appears. The left side of the Chooser lists the types
of printers that your Macintosh is ready to print to. Each type of printer requires a
piece of software called a printer driver in order for the Macintosh to know how
‘to print to it. You may have more, fewer, or different icons in your Chooser,
depending on which printer drivers were loaded on your system.

If it's not already highlighted, click on the icon of the printer you'll be using.
Different types of printers print differently, so if you're switching between
different printer types, the Macintosh reminds you to check the Page Setup dialog
box of the application that you're using. You'll learn more about Page Setup in
the later modules.

If you're printing to a LaserWriter printer, select the name of your printer by
clicking on it.

If you're printing to an ImageWriter printer, select the port that your printer
is connected to by clicking on the appropriate icon.

You've finished with the Chooser and you can put it away.
Close the Chooser by clicking in its close box.
You're ready to print.

Choose Print... from the File menu.
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A dialog box appears, letting you change various parameters for printing. You just
need one copy of this masterpiece, so you'll confirm the default settings (the ones
“prechosen” by the system).

Click the OK button in the print dialog box.

The print dialog box disappears and your document begins printing. Depending
on the type of printer you're using, in a few seconds or minutes, your document
will be ready to pick up from the printer. Hey, it's not the Magna Carta, but it's a
start.

Choose Quit from the File menu to close the Microsoft Word application.

In a few seconds, the desktop will appear with an icon of your new document in
the same folder window as the application was. If you can't see it, use the scroll
arrows to find it. The icon of the document is specific to the application that
created it—in this case Microsoft Word—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 opened automatically.

After working with the Macintosh for a while, 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, but first, make sure that the window
in which your document is stored is the active window.

Make sure that the folder or disk window in which your document is stored
is active by clicking on it.

Choose New Folder from the File menu.

A folder named Empty Folder will appear on the desktop. Before you put any-
thing in the folder, you'll type your own name for it.

When you create a new folder, it is already highlighted, ready for you to type a
new name. If you've clicked elsewhere and deselected the Empty Folder, simply
click on the empty folder icon to select it again.

Type “Biology Papers” as the name of your folder.

To place your document in the folder, drag the document icon over the icon

of the folder. When the icon of the folder is highlighted, release the mouse
button.
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When you release the mouse button with the folder icon highlighted, the docu-
ment 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.

Click in the close box of the folder window to close it.

The great thing about folders is that when you get too many of them, you can
organize groups of folders inside folders. So your “Biology Papers” folder,
“History Papers” folder, and “English Papers” folder can all be stored in a folder
called, well...“Papers.”

Choose New Folder from the File menu.

Another empty folder appears.

Type “Papers” as the name of your folder.

Place the “Biology Papers” folder in the “Papers” folder.

Remember, to place something inside a 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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To open a document, you know that you can just double-click on its icon. But
what if you're already inside an application and you want to open a document
that’s hidden somewhere in some folder within a folder? Let’s find out.

Open the Microsoft Word application by double-clicking on its icon.

Microsoft Word lets you work with two documents at once so you can easily
copy from one document and paste into another one. In this case we don’t need
the Untitled1 document that Word opens for us automatically.

Close the Untitled1 window by clicking in its close box.
Choose Open... from the File menu.

You'll see a list of the folders or documents that are in the same folder as the
Microsoft Word application. This is called a directory. Yours will look different
depending on what’s on your disk and how it’s organized. At the top of the list is
a small box with the name of the folder (or if Word wasn’t in a folder, the name of
the disk). Remember that in the disk there are folders, and some folders contain-
ing other folders, and so on. These layers of folders are what's called a hierar-
chy. The box at the top of the list helps you navigate through the hierarchy.

4 & WAIW Edit Format Font Document Utilities Window

Select a Document:
[<3 Applications |

[ Other Applications = Hard Disk
(1 Papers 15706K available

[l:ancel] [ Hripe ]

Find the “Papers” folder on the list and double-click on its name to open it.
The name of the “Papers” folder should now appear in the box at the top of the

list to indicate that you’re now in the “Papers” folder. You should see the name
“Biology Papers” in the list now. You'll need to open it to get to your document.
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Double-click on the “Biology Papers” folder to open it.

“Biology Papers” should now be at the top of the list. Because your document is
the only Word document in this folder (and, in fact, it's the only thing of any kind
in the folder) it should also be the only thing in the list. You can now double-click
the on the document to open it...but wait! We'll get to that in just a minute.

Let’s say you decided the document you wanted wasn't in this folder and you
wanted to get out of this folder and move back up the hierarchy. The box at the
top of the list is a pop-up menu that let’s you do this easily. A pop-up menu
works much like the menus in the menu bar. The only difference is that pop-up
menus can appear anywhere, not just at the top of the screen.

Press and hold down the mouse button in the “Biology Papers” folder box
at the top of the list.

A list of the folders you've traversed should appear under your mouse pointer
with the name of the disk that contains all of these folders at the very bottom. To
get to any of these folders, all you have to do is drag to their name, and release
the mouse button.

" & EM edit Format Font Document Utilities Window

Select a Document:
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< Applications
e Hard Disk

= Hard Disk
15692K available
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Select the “Papers” folder by dragging to down to its name and releasing
the mouse button.

You're now in the “Papers” folder again. If you wanted to go all the way up to the
top level—to find the documents on the disk that aren't in any folders—all you
need to do is go back up to the pop-up directory menu and select the hard disk
name. You don'’t have to do it—but you could.

APPROACHING MACINTOSH



Saving Changes

Save As...

27

For now, let’s get back to your document.

Double-click on the “Biology Papers” folder to get back to your document.
Double-click on your document to open it.

In a few seconds, your document is loaded from the disk.

Make a few changes—either type some new text or use the delete key to
erase some fext.

One of the great things about using a computer—especially a Macintosh—is the
ease with which you can make changes. Once you've saved a document, you can
easily experiment with how things would look if you made them a little different.
As long as you don'’t save the changes, none of your new work is saved on the
disk. But what if you forget to save after you've made changes that you do want
to keep?

i 3 Edit Format Font Document Utilities Window
E[15 New ¥N E== Platypus EIE|
Open... 0 2
En Close sell) both Tofu and Platypuses
Save %8S
Save As...

Print Preview... 38l

Print Merge...
Page Setup...
Print... 8P
Quit #0

Choose Quit from the File menu.

A dialog box appears asking if you want to save the changes you've made. If you
say yes, the changes you made will become a part of your document. If you say
no, the document will remain exactly as it was before you made the changes.

But what if you want to save this document as a separate document—a different

version of your document that you want to keep along with your original? The
Macintosh can do that, too.
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Click on the Cancel button.

The dialog box graciously disappears.

| Canceli! Choose Save As... from the File menu.

A dialog box much like the Save dialog box you've seen before appears.
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Type a name for your new document.

Notice that when you type a name into this box, the Save button is highlighted
with a thick black border. This border indicates that in this case, the application
assumes that you'll want to click on the Save button. (Pretty good assumption,
eh?) But to provide a short cut, you can do the equivalent of clicking the high-
lighted button by simply pressing the Return key on the keyboard.

Press the Return key after you finish typing the name.
In a few seconds, the new document is saved.
Choose Quit from the File menu.

Since your changes have been saved, the application doesn’t prompt you to save
them this time.

In a few seconds, you're back at the desktop—but this time with #wo documents
in the “Biology Papers” folder. You don’t believe us?
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Open first the “Papers” folder and then the “Biology Papers” folder by
double-clicking them.

There they are: your two documents—and you doubted us.

Close the “Papers” and “Biology Papers” folder windows by clicking in their close
Platypus Platypus 2 boxes.

Using Find File The Find File desk accessory, as its name aptly suggests, helps you find docu-
ments, folders, or other things that you may have difficulty locating.

Choose Find File from the Apple menu.

You'll use Find File to find your document.

About the Finder... Type the name of the document you created into the “Search for:” box and

Alarm Clock press the Return key.

Calculator

o A list of documents, applications, or folders with that name appear in the window
ontrol Panel bCIOW

Key Caps

Screpbook Click on the name of your document in the list.

" & File Edit View Special Find File
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O Flatypus :
[ Platypus 2

Created: ‘Wed, May 15, 1991; 3:59 AM 3 Biology Papers
Modified: ‘Wed, May 15, 1991, 3:59 AM £ Papers
Size: 2048 bytes; . B

2K on disk 3 Applications

> Hard Disk

In the lower right, you see the path you need to take to get to your document.

Especially when you have a number of things on your hard disk, you'll find Find
File a helpful desk accessory to tell you where things are.

29 INTRODUCTION TO MACINTOSH



Copying Things to
and from Diskettes

30

Close the Find File desk accessory by clicking in its close box.

You can experiment with the other desk accessories under the Apple menu.

Now that you know how to create and save documents to your heart’s content,
you'll want to learn how to copy the documents you've created from the hard
disk to a diskette either to use on another Macintosh, make a backup copy for
safekeeping, or to pass off to a friend or co-worker. For this part of the module,
you'll need—you guessed it— a diskette.

Take a close look at your diskette.

As we mentioned earlier, Macintoshes can use different types of diskettes. How
can you tell what kind of diskette you have? It should tell you. Look for markings
that say things like “400K,” or “Double-sided,” or “HD” (which stands for High
Density).

To familiarize you with the buzzwords, here’s a bit of a field guide to diskettes:

* 400K and single-sided diskettes are the same.
* 800K and double-sided diskettes are the same.
 HD, High Density, and 1.4MB diskettes are the same.

Insert your diskette into any diskette drive in your Macintosh.

Before you can use any blank diskette, you must prepare the diskette to hold the
information you'll store on it. This process is called initializing. To initialize a
blank diskette on the Macintosh, simply insert the blank diskette into a diskette
drive.

If your diskette has already been initialized, a diskette icon will appear on the
desktop and you can skip these next couple of steps. If your diskette hasn’t been
initialized, a dialog box will appear indicating that the diskette is unreadable, and
asking you if you want to initialize it..
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If the Macintosh you're using can'’t figure out what kind of diskette you inserted,
this dialog box will ask you how you want the diskette formatted. Luckily, you
know the answer to this question, because you've studied.

Click the appropriate button for the type of diskette you inserted.

A dialog box appears to make sure that you realize that initializing a diskette
erases any information on that diskette.

Click Erase.
A dialog box will appear asking you to name your disk.
Type an inspiring name for your disk then press the Return key.

After a minute or so, a diskette icon will appear on the desktop. Next, you'll open
the diskette window.

Open the diskette by double-clicking on its icon.
If your diskette was already initialized, the diskette window may already be open.

When you put the document you created into its folder, you learned how to move
things from one place to another. Copying things from one disk to another works
the same way. Just drag the document, folder, or application on top of the icon of
the disk that you want to copy to and release the mouse button when the disk
icon is highlighted. In a few short seconds, the copy is completed. But you
already know how to do that...that would be too easy. So let’s try a new way.
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Another way to copy or move files is simply to drag them into the window of the
disk or folder where you want them to go.

Rearrange or resize windows so that the “Papers” folder and the diskette
window are both visible.

If you've forgotten how to move or resize windows, you might refresh your
memoty by turning back a few pages.
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Drag the “Papers” folder into the diskette window and release the mouse
button.

A dialog box appears informing you of the progress of the copy operation. In a
few seconds it's done, and a copy of the “Papers” folder and everything in it is
now on the diskette.

Copying from diskette to hard disk (or from diskette to diskette) works just the
same way.

Now that you know how to copy things to a diskette for safekeeping, it seems
only fair that you should learn how to throw things away. Throwing away
documents, applications, or folders full of documents and applications on the
Macintosh—just like throwing things away in the real world—means using the
Trash.

With a safe copy of your document on your diskette, we can throw away the
“Papers” folder from the hard disk to make room for someone else to do this
module. When you throw away a folder, you throw away everything inside that
folder.
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Drag the “Papers” folder over the Trash icon at the bottom right of the
screen. When the Trash icon highlights, release the mouse button to drop

o the folder into the Trash.
(( D The folder, documents and all, disappears into the Trash. The Trash icons “gets
Trash fat” to indicate that there’s something inside.
Retrieving ltems It's inevitable. Someday, when you're in a hurry or when it's either very late or
from the Trash 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 out of the Trash window back to where it came from, in this
case, the hard disk window.
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Any document, folder, or application you throw into the Trash remains there until
you: (1) eject the disk it came from, (2) open any application, or (3) choose Empty
Trash from the Special menu.

You really do want to throw this folder away, so while you could retrieve it now,
you won'’t. In fact, you'll use the Empty Trash command to free up the space on
your disk.

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.

Now that you've saved your documents to the diskette, you'll want to eject the
diskette. You can do this by selecting its icon and choosing Eject from the File
menu, but there is a faster method that both ejects the disk and removes its icon
from the desktop.

Find the diskette icon on the desktop.

You may have to move or resize a window that might be covering it up. (Remem-

- ber, move a window by dragging it by its title bar, and resize a window by dragging

the resize box.)

Notice that when the disk window is open, the diskette icon is gray, or hollow.
Don't worry, that’s just to let you know its window is open. You can do almost
anything with this icon that you could if its window was closed. Including what
we're about to do to eject the diskette. ..
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Drag the disk icon into the Trash.

Have no fear, dragging a diskette into the Trash simply ejects it and removes it
from the desktop.

You're finished! Honest. Well, there is one more thing.

Whenever you finish working with the Macintosh, you should shut it down
properly. To do this, there’s a special command in the Special menu (where
else?) called Shut Down.

Choose Shut Down from the Special menu.

Any diskettes that are in any of the drives attached to your Macintosh will be
ejected as the system cleans up. If you have any documents open with unsaved
changes, the Macintosh will ask you if you want to save them before you shut
down. Then, depending on the Macintosh you have, it will either turn the
power off itself, or put up a dialog box indicating that it is now safe to turn off
the power switch on the back.

Always use the Shut Down command before pulling the plug or switching off
the power.

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 your Macintosh owner’s guide.

Now that 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 activate, 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 use desk accessories
¢ How to copy things to and from diskettes

* 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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1. Collect several articles and advertisements for personal computers. (Skip the
ones filled with technical jargon, if you can.) Make a list of the commonly men-
tioned features in the articles and ads. How does the Macintosh that you're using
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.
What features did you like or dislike? Why? Which computer would you choose to
do your daily work?

3. Identify the parts of the Macintosh window displayed below.

A B —C
I ok e
[E[M==—==== Hard Disk Emél
23,973K in disk 13,792K available

]

System Folder Microsoft Word Signed

~ A H

Sealed Delivered I'm Yours [

4. Both system memory and disk space are measured in the same units (kilobytes
or megabytes). Explain the difference between system memory and disk space.

Let’s say you have a hard disk system and that you can have either more system
memory, more space on your diskettes, or more hard disk space. Which would
you need to accomplish each of the following:

a) Transfer a document from your Macintosh to a friend’s
b) Store several documents and applications which you use frequently
¢) Create a long complex document with lots of graphics

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 win-
dow?’

6. Applications, documents, and folders can all be stored on diskettes, hard disks,

or file servers. What are the differences between these three storage devices?
When would you use each of these devices?
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7. A friend calls to tell you that she can't find an important term paper stored on
her Macintosh. What steps would you use to find the missing document.?

8. How do you tell if there’s something in the Trash? When does the Trash get
emptied? What happens when you drag a diskette into the Trash?

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

10. You're typing a paper. As you finish Chapter 3, you choose Save from the File
menu to save your document. You go on to write Chapter 4 and as you finish the
last paragraph a massive earthquake cuts power to your Macintosh. When you
clear the rubble and restart your trusty Macintosh, how much of the document was
stored safely on the disk? How can you soften the blow of such a disaster?

11. Define the following terms and explain how and when they are used:

a) application

b) desk accessory

¢) dialog box

d) dimmed command

) Command-key short cut
f) document

g) initialize

h) mouse

i) zoom box

i) platypus (just kidding)
k) Shift-Click

D) startup disk

m) system software

12. Describe two ways to open 4 folder, launch an application, or open a docu-
ment. Extra Credit: Describe a third way.

13. Are you kidding? There is no 13th question. Eeesh.

APPROACHING MACINTOSH: EXERCISES
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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 counter-
parts 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 elec-
tronic simulations of pencils and pens, nor are they a substitute for artistic skill. By
providing electronic design tools that are different from their physical counter-
parts, computer drawing applications also open up a new medium of artistic
expression.

Claris MacPaint 2.0 is a drawing application for the Macintosh. But more than that,
MacPaint is the drawing application most responsible for the explosion in popu-
larity of this type of application on microcomputers like the Macintosh.

From the day it was released, MacPaint’s clever design and remarkable utility
instantly made it the target of imitators. MacPaint, more than any other Macintosh
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application, demonstrates the advantages of the 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 architec-
tural 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 is classified as a “bit mapped” drawing program. When you use
MacPaint you control every dot on the screen individually. This gives you a
tremendous amount of control over you creation, but you sacrifice the always
smooth lines of an “object oriented” program like MacDraw.

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 drawing or part of an drawing that you create. A selection of patterns,
which can be modified by the user, makes shading and filling areas a snap.
Zooming In and Out allows you to make detailed changes with ease and to view
the entire drawing at once.

ABOUT GRAPHICS
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Did you ever write a term paper in which you had to try and describe the appear-
ance of something like 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 in 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 to have a drawing of two
different capitals in the term paper. Fine, but how can you produce the drawing
with the least effort and the best results, 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 tools.

Since each capital must sit atop 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 basic 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, identify labels, and include historical information. Finally, your drawing
will be ready for inclusion in that important term paper.

GRAPHICS
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Getting Started

&

MacPaint

Getting Acquainted

This module assumes that you are familiar with the basics of using the Macintosh,
how to work with a hard disk and/or diskettes, how to choose menu commands,
and so on. If these concepts are not familiar, please review the Approaching
Macintosh module.

First, you'll start from the Macintosh desktop.

Turn on the Macintosh. If you're not using a hard disk, insert the system
diskette in the internal drive.

You'll see the Macintosh desktop.
Next, you'll open MacPaint.

If you are using a hard disk, find the MacPaint icon and double-click on it to
open MacPaint.

If you don’t have a hard disk, insert the MacPaint program disk, wait for
the icon to appear, and double-click on MacPaint to open the application.

The MacPaint screen will appear in a few seconds.

Before proceeding with the module example, familiarize yourself with the
MacPaint screen and some of the functions of the application.

Menu Bar

P

Close Box

Drawing Window

" & File Edit Goodies Font Style Patterns Tools

.

“Untitled-1” at 100% E=ie0"F=—"——=0

Scroll Bars <
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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, press
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.
Particular to MacPaint is the Goodies menu.

Tools 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 within the drawing window to view more of a
MacPaint document.

At the far right of the menu bar is the Tools menu, a palette of 20 symbols repre-
senting the various MacPaint drawing tools and a selection of different line
weights. At the top right of the tool menu are six vertical lines which represent the
various line thicknesses or “line weights” that you can draw with. The currently
selected line weight is indicated by arrowheads above and below it. Whether you
draw a circle, box, or whatever, that line weight will be used.

| Tools

+ f i [ B | Line Weights
Selected Tool———ﬂ@ C|B

MI~|O|6

& Sb@ - Tools

P10~

ALK&

The Tools menu can be “torn off” and the palette repositioned on the screen by
pulling down the menu and moving the cursor past its edges. The outline of the
menu will follow the cursor so you can place it in a convenient place on the
screen.

Pull down the Tools menu and drag it to the bottom right corner of the
drawing window.

Located to the left of the Tools menu, the Patterns menu contains a palette of 38
available shades or simulated textures. This is also a tearoff menu. The currently
selected pattern, the one you're currently painting with, is shown in the larger
rectangle at the top left of the menu.

Pull down the Patterns menu and drag the Patterns palette to the top right

corner of the drawing window. You must position the palettes in the
drawing area—not on the menu bar.

CLARIS MACPAINT
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By moving the menus to the drawing surface you can now select tools and
patterns without having to pulling down menus each time.
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The paintbrush tool, as its name suggest, lets you “paint” with strokes of elec-
tronic paint much like you would with a real paintbrush. The paintbrush tool is
ideal for free-form drawing.

Select the paintbrush tool from the Tools palette by clicking on it. Make sure
that the pointer is inside the drawing window. It will look like a small 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.

The eraser allows you to remove anything you've drawn. You use it by dragging it
over the offending item and the item will vanish.

Select the eraser tool from the Tools palette by clicking on its icon.
Notice that the paintbrush tool is now highlighted to indicate it is selected.
Move the pointer to the drawing window.

The pointer changes from an arrow to an eraser icon.

Press and hold the mouse button as you drag the eraser over your black
line.

The eraser removes the paintbrush line from the drawing window.
Patterns are simulated textures that allow you to paint in shades.
In the Patterns palette, select any pattern you desire by clicking on it.

The pattern you selected now appears in the larger rectangle in the upper left of
the Patterns palette.

Select the paintbrush from the Tools palette and draw a new line or two.

The paintbrush now paints with the newly selected pattern.

CLARIS MACPAINT
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Creating lonic
and Doric Columns

Using the Shapes

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

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. Since the vertical line is the last thing you did, you can use the Undo com-
mand to un-draw it.

From the Edit menu, choose the Undo command.

The vertical line disappears. Remember, Undo only works on your last action.
Double-click the eraser icon to clear the drawing window.

The drawing window is clear again.

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.

The paintbrush is a versatile tool, but it would take an abundance of talent and
time to use it to draw shapes such as squares and circles. MacPaint has a variety of
different tools for drawing shapes automatically. These tools come in two variet-
ies: filled and unfilled. The filled tools are farthest to the right on the Tools palette
and produce shapes filled with whatever pattern you've selected from the
Patterns palette. The unfilled shape tools draw shapes that are just an outline with
a clear center.

Select the unfilled rounded rectangle icon in the Tools palette. This tool is
located in the third column, second from the top.

Select the second line width from the left in the Tools palette.
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Make sure that the small arrows are above and below the second line. If
not, simply click on the second line width to select it.

Now, move the pointer into the drawing window. Drag the cross-shaped
pointer diagonally down and to the right.

& File Edit Goodies Font Style Patterns Tools
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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.

The Selection The selection rectangle selects everything within the moving box it creates.
Rectangle This tool is useful in selecting square objects or selecting along the straight edge
of an item.

P Choose the selection rectangle. Drag the pointer diagonally across the
E=n rounded rectangle.

Make sure the entire rounded rectangle is enclosed by the selection rectangle.
You can tell when you've drawn using the selection rectangle because the
rectangle continues to move after it's drawn, like a marquis.

Once it’s selected, you can move whatever is inside the rectangle easily.
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Move the pointer into the selection rectangle, press the mouse button, 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. The
selection rectangle is handy for moving objects that you can easily draw a rect-
angle around.

Now you will duplicate the rounded rectangle.

First, drag the rounded rectangle to the left side of the drawing window.
Release the mouse button.

Remember, to do this, move the mouse pointer inside the selection rectangle,
press and hold the mouse button, and drag.

This will be the left-most groove in the column.

Once an object is selected, it’s easy to duplicate. To duplicate a selection in
MacPaint, you use the Option key and just drag away copies.

Press and hold down the Option key. Now, press and hold the mouse
button. Drag a copy of the object away.
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You have just learned a speedy means of duplicating objects in MacPaint. Once a
duplicated object is in the position you want, 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. Since the rounded rectangle is still selected,
pressing the Backspace key will delete it.

Press the Backspace key.

The selected object disappears.

The lasso is another selection tool. Instead of selecting a rectangular area like the
selection rectangle does, the lasso tightens up around an item’s edges and just
selects the item itself.

Select the lasso tool.

Position the lasso near the remaining rounded rectangle. While holding
down the mouse button, drag the lasso around the rounded rectangle.

As you drag the lasso, a line tracing its path will appear. Be sure 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. The
ability to shrink around an object allows you to select an independent part of
your drawing without having to carefully outline it. The outside edge of the object
will move, indicating that it is selected.

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

Repositioning objects selected with the lasso is very similar to repositioning them
with the selection rectangle. As with the selection rectangle, you can duplicate
any object selected with the lasso 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. Once you begin moving in one direction,
that is the only direction you can move in. If you accidentally begin moving up,
you will only be able to move vertically until you release the mouse button and
click on the object again (while still holding down the Shift key).

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 one width from each other.

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. From looking at the finished drawing, you should notice that the body of
the column is simply a rectangle. Luckily, MacPaint’s rectangle tool helps you
easily draw perfect squares and rectangles.

Select the unfilled rectangle tool from the Tools palette. Then, select the
fourth line width.

You will make a rectangle around the five grooves. If you had chosen the filled
rectangle tool just to the right of it, the rectangle that is drawn would be filled
solid with the currently selected pattern.
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Position the cross-shaped pointer near the bottom and left of the five
grooves. Drag diagonally upward and to the right.
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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.
To constrain the eraser to a straight line, use the Shift key again.
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With the Shift key depressed, use the eraser to remove the bottoms of the
grooves.
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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 only lose a few minutes of your work.

Choose Save from the File menu.
The Save dialog box appears asking you to name your document.
Type the name of your document, “Doric/lonic”.

You can use the Backspace or Delete key to correct any mistakes you might
make.

Click Save.
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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 Scrap-
book 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 delete items from the Scrapbook as you wish. Since the
contents of the Scrapbook are stored in the Scrapbook file in the system folder on
the hard disk, you have access to these items whenever you're using that particu-
lar hard 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, and copying another selection
would replace the current contents of the Clipboard with the latest selection. That
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explains why something as important as the column should be kept in a perma-
nent storage space like the Scrapbook.

Also, since the contents of the Clipboard are not stored permanently on the disk,
turning off the Macintosh will erase the contents of the Clipboard.

Choose Scrapbook from the Apple menu.
About MacPaint...
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Control Panel
Find File
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(Note: Because every Scrapbook contains different images, your Scrapbook will
probably not look exactly like the one shown above.)

The Scrapbook window displays the first of the stored images. The fraction in the
lower left corner provides information about the Scrapbook images. For instance,
the fraction “1/11” would mean that you were looking at the first of eleven stored
images. (Make note of the current fraction.) If the 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. Understandably,
you can’t scroll through an empty Scrapbook.

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

The Rubber Band Tool

61

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

The Paste command inserts the current contents of the Clipboard into the Scrap-
book. Under some circumstances, the Scrapbook window may be too small to
show the entire image. Nevertheless, the entire image is stored in the Scrapbook.

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 into the Scrapbook.

To close the Scrapbook, click in the close box in the upper left corner of the
Scrapbook window.

The Scrapbook window closes and MacPaint returns to the drawing window.

Now that the column is finished, you can complete the Doric capital. Look at
the completed Doric capital. You'll begin by making the slanted underside of the
Doric capital.

Use the lasso to select the column. Position it in the lower center of the
drawing window.

If you'd like to stretch a straight line between two points, the rubber band tool is
what you should use. You'll use this tool to make a slanted line for your capital.

Select the rubber band tool in the Tools palette. Then, select the third line
width. In the drawing window, drag the pointer.

This tool makes a line that's 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.

You'll now use the selection rectangle to select and duplicate your line.

Select this line with the selection rectangle. Use the Option key and
duplicate the line.
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Choose Flip Horizontal from the Edit menu.

The selected line is flipped about its horizontal axis, creating a mirror image of
the first line.

Trace Edges, Flip Horizontal, Flip Vertical, and Rotate in the Edit menu only work
with the selection rectangle chosen.

With the lasso, select and position both diagonal lines on the upper corners
of the column.

% File Edit Goodies Font Style Patterns Tools
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Brush Shapes

03

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 tools palette to
make a long and relatively thin horizontal rectangle.

Select the rectangle with the lasso and maneuver it into position on top of
the column.

" & File Edit Goodies Font Style Patterns Tools ]
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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 to a smaller size.

Choose the paintbrush from the Tools palette.

Choose Brush Shape from the Goodies menu.

A selection of all the available brush shapes appears.

Click on the absolute smallest brush shape (bottom row, second from right).

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

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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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 by zooming in on key details.

Choose Zoom In from the Goodies menu.

Zoom In allows you to alter MacPaint documents dot-by-dot. You can Zoom In
more than once to see even more detail. Virtually all MacPaint tools work while
zoomed in, though in the enlarged scale, they may require some getting used to.
The title bar will indicate the percent enlargement or reduction of the drawing,
with 100% indicating actual size.

To see another section of the enlarged MacPaint drawing, you have to move the
drawing while zoomed in. This is accomplished with the scroll bars or, more
easily, with the grabber.

The grabber does just that. It grabs your document and slides it in the direction
you drag, just as you would a piece of paper.

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

The document moves in the drawing window.

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

Position the drawing so that the lines between the column and the capital
are visible.
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The Pencil The pencil allows you to draw one dot at a time. It 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. You'll use the pencil to clean up details in your drawing,

& Select the pencil from the Tools palette.

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.

Remember, when you click on black dots with the pencil, they turn white.
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The Paint Can
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Be sure to check the other side of the capital and column as well. When you
are finished, choose Zoom Out from the Goodies menu.

The title of your document should be Doric/Ionic at 100%, indicating that the
drawing is back to actual size.

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

You now want to paint the whole column gray. Rather than using the paintbrush,
you can use the paint can to fill enclosed areas with the selected pattern.

Select the paint can tool from the Tools palette.

This tool fills areas with the currently selected pattern. Place the tip of the drip-
ping 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 to you, proceed
immediately to the Edit menu and choose Undo. Check your drawing closely and
repair any leaks with the pencil while zoomed in 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
to Saved from the File menu. With Revert to Saved, your document (and the
mistake) is replaced by the last saved version of the document.
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Click on the gray pattern on the third row of the Patterns palette, all the
way on the right.

Position the paint can in the area outside of the grooves but still within the
column. Click to fill the area.

" & File Edit Goodies Font Style Patterns Tools
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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.

" & File Edit Goodies Font Style Patterns Tools
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The Doric column and capital are now complete. Before beginning the Ionic
column, you'll practice with a few more MacPaint functions you'll need to finish

the module.
Working with the You have just completed one of the two capitals and columns needed
Entire Drawing 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 to reposition
the drawing on 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 from the Tools palette or the Zoom Out
command in the Goodies menu, you can easily move about the full 8 by 10 inch

MacPaint drawing area.
Using Zoom Out Choose Zoom Out from the Goodies menu.
UL SRR A reduced view of the entire MacPaint page appears. Now, you can move the
Show Mouse Position %K drawing around the entire page by using the selection rectangle and lasso. All the
Zoom In M standard drawing tools work in this view as well.

Shaw fictust Size
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Use the Lasso to select the Doric column and move it close to the top of the
document page.

Choose Zoom In from the Goodies menu to return to actual size.

Use the scroll box on the right side of the drawing window to move to the
bottom of the window.

68 GRAPHICS



Creating the lonic

Capital

69

You're now ready to begin the Ionic Column.

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

the Tonic 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, lonic 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 Shift key with the unfilled oval tool to make several circles. Use
the lasso to position them within one another. Duplicate this set of concentric
circles once it is finished.

The Shift key will constrain the unfilled oval tool to produce only perfect circles.
The Shift key always acts to constrain drawing tools.

CLARIS MACPAINT



70

" & File Edit Goodies Font Style Patterns Tools
EN=——— “Doric/lonic” at 100%

.......

-
......
i
.........

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 Zoom In, 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 Zoom Out and the lasso, reposition the two finished column and
capital combinations in the lower left corner of the page. Reposition the
drawing window as shown. Zoom in to actual size when you are finished.

" & File Edit Goodies Font Style Patterns Tools
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7. Save your work.

In capsule form, you've just learned how to make an Ionic column. To finish the
document, you must add some explanatory captions with MacPaint text.
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Creating Text
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MacPaint’s text function allows you to add words, sentences, and paragraphs

to your drawings. Since MacPaint is a bitmapped program, the output of the text
will only be as good as you see on the screen—even when printed on an Apple
LaserWriter. The Font and Style 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 fonts
loaded on your system may be different from the ones that appear in the ex-
amples.

The Style menu lets you choose from a variety of type sizes and allows you to
emphasize words by creating bold, underlined, and italic text, as well as other
options. The alignment commands allow you to align your text against the right
edge, left edge, or center of a particular area of your drawing.

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

Close the Patterns palette by clicking on the close box in its upper left
corner. This will free up work space.

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

Choose Geneva font from the Font menu. From the Style menu, choose 18
Point and then choose Align Middle.

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”.
Press the Return key.
Type “Order”.
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Align Middle will cause the text that you typed to be centered from the initial
point that you click. Align Right will cause the text start at the original insertion
point and continue to the left. Guess what happens with Align Left? Bingo.

The text menus can be used to alter any text you've just typed. You can continu-
ally alter text until you reposition the I-bar and click the mouse button, or until
you select another tool. After that, the Font 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.

Close the tool palette to give yourself room to work.

Position the I-bar underneath the “Doric Order” headline. Click the mouse
button to set the insertion point. From the appropriate menus, choose
Geneva, 12 pt., Plain text, and Align Middle.

Type the following information about the Doric order, remembering to use
the Return key to start a new line.
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Doric
Order

Flourishing between
the 6th and Sth
centuries B.C., the Doric
Order was characterized
by its mathematical and
exacting demands for
proper proportion. For
example, the ratio between
any two sides of the
Parthenon is always

9to 4 I

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 and Style commands as you used for the Doric Order text.
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Less severe and mathe-
matically rigorous
than the Doric Order, the
lonic Order had its heyday
between the Sth and 1st
centuries. Without the
Doric rules for scale and
proportion, lonic
architects designed a far
wider variety of temples

and secular buildings. I

To make the “Grecian Orders” headline, move the drawing window to the
top of the document using the scroll bars.

Select the text tool.

Set the I-bar in the middle of the drawing window. Use the following
settings from the type menus: Geneva, 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.)

The lasso can be used to circle text and reposition it just like any other object.

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

You can now print your finished MacPaint page, but first, you should save
your document.

Choose Save from the File menu.
Make sure your printer is chosen correctly, turned on, and ready to print.
Choose Print from the File menu.

A dialog box appears. If you'd like multiple copies, type the number of copies
you want.

Click OK to confirm your print settings.

In a few seconds, your document will begin to print.
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Choose Quit from the File menu.
You're back at the Macintosh desktop. A computer artist in the making.

If you are in a public Macintosh lab, remember to copy your finished
document to your personal data diskette. Then, drag the document that is
on the hard disk or application diskette to the Trash.

In this module, you've learned:

* How to use MacPaint’s freehand drawing tools, specifically the
paintbrush and the pencil

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

* How to use the shape tools to create rectangles, rounded
rectangles, and circles without ruler, compasses, or templates

* 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

¢ How to use the Shift key to constrain shape tools and the rubber
band tool

* How to use Zoom to touch up and add small details to larger
drawings

¢ How to move the drawing window around the page using the
grabber and the Zoom Out 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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Body of common seed plant: the bean

foliage leaves

hypocotyl

- radicle

“%; = il _ cotyledons

cotyledons
epicotyl

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 redrawn 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. Zoom Out and the
grabber were frequently used since both drawings are larger than the drawing
window.
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the EnvironMentalists 23119 beech san francisco, california 94124

Description The Earth’s continental detail was added pixel-by-pixel with the pencil in Zoom
In to 200%. The oceans were added with the paint can using a gray from the
Patterns 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 selected with the lasso, the ocean gray was
selected from the Patterns palette, and Fill was chosen from the Edit menu. The
lines turned gray.

“EarthGram” was typed in Athens, 36 point, and selected with the lasso. The same
gray used for the lines and oceans was selected from the Patterns palette. Fill was
chosen again. “EarthGram” turned gray. Another “EarthGram” was typed, selected
with the lasso, and positioned over the gray letters to create the shadow effect.
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1. Name the specific MacPaint tool or menu you would use to complete each task
listed below. In some cases, a combination of tools and menus may be required.
(There are 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 gray line

d) Erasing (name at least three ways)

e) Moving the document around the drawing window

f) Drawinga perfect circle

g) Filling a screen with perfect circles

)  Move an entire drawing within the document margins
)  Adding a pattern 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 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 a combination of all 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.

¢) 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.

d) 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.

e) 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 applica-
tion 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 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?
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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
an 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 organi-
zation logo and map to the flyer.
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of flood, fire pestilence, and all of the other
traditionally unpleasant aspects of life in

E[[=—————=—— Chapter 5

of the distance brandishing swords and large bovine strappes

His town and his castle had been leveled by fire, his townspeople slaughtered
his entire army captured and held in horrible sunkmg pits of poisonous slug-
like creatures, and his family subjected to unspeakable crimes of wviolence
involving nasty sharp pointy things on the ends of sticks.

Show Clipboard

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]

Footnote

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, and
endless retyping.

Word processing 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 process-
ing application’s editing functions, you can quickly move and change the words
electronically without having to retype the entire document.

WORD PROCESSING



About
Microsoft Word

85

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 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, pronounced “wizzywig”) 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 impor-
tant feature of word processing software. The ability to insert a diagram or graph
from a graphics application, a table from a spreadsheet, or even a paragraph
from another word processing document can dramatically simplify the produc-
tion of complex documents. The Macintosh’s Cut, Copy, and Paste commands
make this type of integration across applications possible.

Microsoft Word version 4.0 is a full-featured word processing application for the
Macintosh. It incorporates all of the basic capabilities of a word processor, while
adding a number of advanced features that make working with long and com-
plex documents easier. These features include:

Advanced Formatting. Word’s advanced formatting features allow for multiple-
column documents and other special formats, such as graphics that are sur-
rounded by text, tables that have borders around them, and so on.

Automatic Footnoting. Word automatically numbers your footnotes and makes
room for them at the bottom of the page or at the end of a section. If you add or
remove footnotes, Word renumbers and repositions them automatically.

Print Merging. Using the Print Merge function, you can print customized
versions of form documents, such as personal form letters.
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The Task
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Your classmates have honored you by choosing you as coordinator of a festival
celebrating the 50th anniversary of the introduction of tofu and other soybean
products at your university. Your first step as 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. Because Microsoft
Word is well suited to producing short documents quickly, you'll use Word to
create and format your letter.

First, you'll type the bulk of your letter. You'll then use that text to experiment
with some of the basic Word editing techniques, including selecting and replacing
text and changing fonts.

Next, you'll use other Word formatting techniques to set margins, paragraph
indentation, line spacing, and alignment.

You'll use Word'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 shown on the next page.

WORD PROCESSING



August 18, 1990

Dear Local Merchant:

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

To quote Laura Palmer, 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."”

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 Festa 50 the success we all
want it to be.

Thanks in advance for your generous contributions.

Sincerely,

Dale Cooper
Tofu Festa 50 Coordinator



Getting Started

@

Microsoft Word

This module assumes that you are familiar with the basics of using the Macintosh,
how to work with a hard disk and/or diskettes, how to choose menu commands,
and so on. If these concepts are not familiar to you, please review the Approach-
ing Macintosh module.

First, you'll start from the Macintosh desktop.

Turn on the Macintosh. If you are not using a hard disk, insert the system
diskette in the internal diskette drive.

Soon, you'll see the Macintosh desktop.
Next, you'll open Word.

If you are using a hard disk, open Word by finding and double-clicking on
its icon.

If you do not have a hard disk, insert the Word program disk and double-
click on the Word icon.

Word opens a new document named “Untitled1” in the Word document window.
If you're familiar with Macintosh windows, you should recognize the menu bar,
the title bar, the close box, the scroll box, the size box, and the zoom box.
Inside the Word document window there is a blinking vertical line called the
insertion point, which you'll learn more about later. At the bottom of the screen,
the page number is displayed in the list box.

The menu bar containsthe —— — & File Edit Format Font Document Utilities Window '1

titles of menus from which
you choose commands.

The close box lets you / % |

close the window.

The blinking vertical bar
marks the spot where text
appears as you type. That
spotiscalledtheinsertion
point.

90.

== Untitledl =——=———-|

E
1

The zoom box lets you expand
the window to fill the entire
screen.

The scroll bar lets you move a —
long document up or down in

the window so you can see
different parts of it.

The size box lets you change the
size of the window.

Because Word has many advanced features, it could be a little unwieldy for the
beginning user. To overcome this problem, Word lets you hide some of the more
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advanced commands if you aren’t going to use them. This feature is called short
menus. Because this is an introductory module, you'll use short menus to keep
things simple. To see if you need to turn short menus on, look at the list box at
the bottom of your screen. (The list box contains the text “Page 1.”) If there is a
box to the right of the list box with the word “Normal” in it, you should change to
short menus.

If necessary, choose Short Menus from the Edit menu.

If you are already using short menus, the Short Menus command will not appear
in the Edit menu. Instead, the command will be Full Menus. If you see the Full
Menus command, you don’t need to do anything.

Now you're ready to begin work.

To create a Word document, whether it be a letter to your first cousin or a marine
biology term paper, all you need to do is type.

The blinking vertical bar marks the insertion point, the place where whatever
you type will be inserted.

Type “Dear Sir”.

The words you type fill in behind the insertion point as it moves to the right.

& File Edit Format Font Document Utilities Window i
E[[E=—————————— Untitled| EEQ
Dear Sir &

Removing text is as easy as pressing the Delete key, (or the Backspace key if
you are using a Macintosh Plus).

Use the Delete key to remove “Sir” and replace it with “Local Merchant:”.
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Using the Return Key

Word Wraparound
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Note that the Delete key moves the insertion point backward, deleting the letters
and spaces as it goes. Holding down the Delete key causes it to repeat, succes-
sively removing the characters to the left of the insertion point.

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

Press the Return key twice.

Word wraparound is a Word feature that automatically starts a new line when
you reach the right margin of your document. This means that you don’t need to
press the Return key at the end of each line. Use the Return key only to start a
new paragraph or to skip a line.

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

& File Edit Format Font Document Utilities Window 1
El=———— ntited =—————~—T1|
Dear Local Merchant:

As you know, this year marks the SOth 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 livingl

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 Word to automatically
reformat your paragraphs when you add or delete a sentence, change the mar-
gins, or change the justification (more about that in a minute).
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Inserting Text

Creating a New
Paragraph
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Inserting new text in 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 pointer between the word “anniversary” and the word “of” in
the first sentence.

% File Edit Format Font Document Utilities Window 1
E[e=————=————— lIntitled! Eg‘
Dear Local Merchant:

As you know, this year marks the 50th 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.

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

With the pointer positioned right 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 in front of it out of its way, but word
wraparound keeps things looking neat.

Move the pointer (the I-bar) to the end of the paragraph cmd 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.
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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 press the Delete key 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 fo 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), Word, like most
Macintosh applications, allows you to undo your last action.

The Undo Command Choose Undo Typing from the Edit menu.

- € File Edit Format Font Document Utilities Window 1
a0 P (] = —_— e e e
m————— [ImlE——————— |
HEFES KO8 Dear Local Merchant:
{opy KXY
Paste % As you know, this year marks the 50th anniversary of the
fipar introduction of tofu and other soybean products at this university.
Edit Again %A To celebrate this special demi-centennial, a number of student
groups have joined to plan Tofu Fest 50, a week-long celebration of
Show 9 %Y the spirit of soybean products and their role in university living.
Full Menus I_

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. So remember that if you make a
Lt ] mistake—or just change your mind—Undo (and Redo) can help save the day.
{opy K XN
Paste 38U
{ipar
Byain =§
Show 9 8y
Full Menus
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Editing Text 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.

Selecting Text When you make a selection, you indicate which part of the document you wish to
work with. To select text in Word, drag across it. 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 by dragging across it.

® File Edit Format Font Document Utilities Window
EIe==————————Unlitledl E——"——V1F|
Dear Local Merchant:

As you know, this year marks the SOth ElffR=lg=Igt 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 S0, 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.

Notice that the word “anniversary” is now highlighted. This is your visual indica-
tion that you've selected the right word.

Selecting a Word A quicker way to select a single word is to double-click on it.

Position the I-bar over the word “celebration” and double-click to select it.
Remember: to double-click, click the mouse button twice in rapid succession.
Note that when you selected the word “celebration”, the word “anniversary”

became unselected. To avoid confusion (yours and Word'’s), you generally make
only one selection at a time. When you make a new selection, it replaces your
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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.

" & File Edit Format Font Document Utilities Window
Dear Local Merchant:

ASou knows, this

introduction of tofu and other sogbean products at t
To celebrate this special dermi-centenmal, a number

the spirit of soybean products and their role inouniversity 1ving

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 S0 the success we all want it to be.

If you move the pointer too far to the left when you are selecting, the pointer may
change to a right-pointing arrow. The left edge of the screen where the pointer
shifts right is called the selection bar. You'll learn more about the selection bar in
the intermediate module. For now, just ignore it and move the pointer slightly to
the right until it becomes an I-bar again.

Extending a Selection Another short cut 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 holding down the Shift key.

Mark the beginning of your document by clicking the mouse button before
the word “Dear”.
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Changing Fonts

97

Clicking the mouse here serves two purposes: it deselects the previous selection
and marks the beginning of your next selection.

Move the pointer to the end of the document (after the words “to be.”).

Hold down the Shift key while clicking the mouse button.

& File Edit Format Font Document Utilities Window 1

EN=—————— Untitledl —8————~—1[=

CDear Local Merchant

A oy knowe, this othoanniwe
troduction Li ot YEEan produ
th pecial derni-o

Je joined to plan Tofu F

ed o
onely, si

can donate to make Tofu Fest S0 the =i all want it to be

The entire area between your first click and your second is selected. This short
cut 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 Word. 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.

The Macintosh can display characters on the screen in different typestyles called
fonts. When you are creating a document, you can use different fonts to achieve
different goals. For example, in Approaching Macintosh, a distinct font is used for
all of the instructions to make them stand out.

When you are choosing fonts, you should consider the kind of printer you are
using. If you are using an Apple LaserWriter, some fonts will look better than
others. In this module, you'll use two fonts, Times and Helvetica, that print well
on both Apple ImageWriter and LaserWriter printers.
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9 Point

10 Point
v 12 Point
14 Point
18 Point
24 Point

Chicago
Courier
Geneva
Helvetica
Monaco

Deselecting Text

Replacing a Selection
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To change a font in Word, you first select the text that you want to change, and
then you choose the font you want to use from the Font menu.

Select the entire document. Then, choose Times from the Font menu.
The text in your document changes to the Times font.

You can click anywhere in the document window to deselect the current selec-
tion.

Click anywhere inside the document to deselect the text you've selected.

Next, you'll change the words “Tofu Fest 50” to make them stand out from the
rest of the text.

Select the words “Tofu Fest 50” in the first paragraph by dragging across
them. With the words “Tofu Fest 50” selected, choose Helvetica from the
Font menu.

The words “Tofu Fest 50" are now in the Helvetica font. The Helvetica 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.
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& File Edit Format Font Document Utilities Window 1
Ff[(Ee———————————— ntitledl BVVF——————-1=
Dear Local Merchant:

As you know, this year marks the S0th 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 S0, a week-long celebration of the spirit of
soybean products and their role in wniversity living.

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 1o be.

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 align-
ment that will appear when you print. You can have many different formats all
within the same document.

Word uses rulers to set the format. There is a separate ruler for every paragraph
in the document, but you won't be able to see them until you use the Show Ruler
command. You'll do that now.

Choose Show Ruler from the Format menu.

A ruler appears, with settings for the current paragraph.

The parts of a ruler are shown below. Although rulers appear in the document
window, they aren’t printed when you print your document.
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&€ File Edit Format Font Document Utilities Window
ig __—————The Default Huler= EI

Use the First Line Indent
Marker to set special
indentation for the first line
of the paragraph.

The Left Indent Marker
marks the left edge of the
paragraph.

The Tab Stop Icon is used
to set tab stops for the
paragraph.
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When you start with a new (or “Untitled”) document, Word provides you with a
preset ruler that you can use or change. This preset ruler sets the following
format:

* A 11/4-inch left margin with no paragraph indentation
* A1 1/4-inch right margin

e Single spacing

o Left alignment

The information given above should puzzle you. The ruler on your screen shows
the left margin at 0, but the text above says it’s at 1 1/4 inches. Remember that the
ruler shows the left and right margins for the current paragraph. The 0 means that
the current paragraph is even with the left margin for the whole document. You
access and change document settings with the Document... command. You'll
check the current document margins now.

Choose Document... from the Format menu.
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Changing Margins
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& File Edit Bliu:i® Font Document Utilities Window

Untitled1
10 1 : i 3 ] 14 i f :
} _————— nocume“t -_———————————————
Pr— IXI
Margins: Top: | Left:  |1.25in
Dear L
Bottom: |1 in Right: | 1.25in
o
soybe:
smdera Set Default
soybedkey T T

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.

Check the settings to convince yourself that the preselected, or default, settings
given above are correct.

When you have looked over the settings, click OK.

Though you can see only a small part of the left and right document 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 and move tabs, or change some other
aspect of the preset format. You'll make some of these changes to the next

paragraph you type.
Position the insertion point at the end of your document.
Press the Return key twice and then type the following text.

To quote Laura Palmer, 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.”

You'd like to indent the quote you just typed and change the style of its font to

make it stand out from the rest of the document. To indent it, you'll move both
margins inward.
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To change the margins, you simply drag the the right indent marker and the left
indent marker to the spot on the ruler. If you've been taking advantage of word
wraparound, the text should reformat instantly.

To drag a marker, you position the pointer on the marker, press and hold down
the mouse button and drag. When you have moved the marker to its new posi-
tion, release the mouse button.

4 Drag the right indent marker to the 5 1/4-inch mark on the ruler.

¢ & File Edit Format Font Document Utilities Window

iED Untitledl E=="—————="H1=
g ., o~ ., L2 B, H B 6 . &
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Dear Local Merchant:

As you know, this year marks the S0th 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.

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 1o provide whatever
money, supplies, or manpower you can donate o make Tofu Fest 50 the success we all
want it 1o be.

To quote Laura Palmer, 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."|

Page 1

|

Ruler scaleicon Ll If you accidentally miss the margin marker and click on the ruler scale icon, the
appearance of the ruler will change. Don’t worry—just click on the scale icon to
change it back, then try again.

The First Line If you look closely at the left margin marker, you'll see that it looks a bit different
Indent Marker from the right margin marker. This is because it’s actually two different markers
aligned vertically. The marker on top is called the first line indent marker. You

use it to set the indentation of the first line of each paragraph.
First line indent marker M

Lot marpiiymarices Remember that each time you press the Return key, you start a new paragraph.

The position of the first line indent marker determines where the first line of the
paragraph will start.

[ Drag the first line indent marker to the 1/2-inch mark on the ruler.

It may take a few tries to pick up the first line indent marker while leaving the left
indent marker behind. Don’t worry, be persistent.
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Dear Local Merchant:

As you know, this year marks the SOth 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 S0, a week-long celebration of the spirit of
soybean products and their role in university living.

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 Laura Palmer, 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 togethemess.

We truly are what we eat. As a result, the theme of this year's special festivities

shall be "Tofu Is You.'|

Page 1

0

Moving the indentation marker to the right on the ruler indents the first line of the
current paragraph. Word copies the current paragraph format when you create a
new one. So, from now on, each time you press the Return key to start a new
paragraph, Word will move the insertion point where you placed the first line
indent marker.

What would happen if you moved the left margin marker inside the indentation
marker (to the right of it)? You'll do that in a moment, but first some information
on how to move the left indent marker. When you click on the left indent marker
and drag it to the right, the first line indent marker will move with it. You'll move
the left margin marker now.

r Move the left indent marker to the 2-inch mark on the ruler.
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Scrolling
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A & File Edit Format Font Document Utilities Window
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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 1o be.

To quote Laura Palmer, 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. Newver before has a food
group created such feelings of camaraderie and
togethermess. We truly are what we eat. Asa
result, the theme of this year's special festivities
shall be "Tofu Is You."

Notice that the first line indent marker moves to the 2 1/2-inch mark on the ruler.

Unless you are using a large-screen monitor, all of the text of your document no
longer fits in your document window, and Word automatically scrolls to show the
end of the document. To move 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 Format Font Document Utilities Window

[EE=————— Scroll Bars E—EEI
0 ey I B S :
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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 gray area to scroll by the
screenful.

Page 1
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Next, you'll move the first line indent marker to the left of the left margin marker.
Move the first line indent marker to the 1-inch mark on the ruler.
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campaign. We now need your support as a sponsor of this event 1o provide whatever
money, supplies, or manpower you can donate to make Tofu Fest 50 the success we all
want it 10 be.

To quote Laura Palmer, 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 togethemess. We

truly are what we eat. As aresult, the theme of
this y?ar's special festivities shall be "Tofu Is
You.'

The first line is now “outdented” and the following lines align to the new left
margin.

This probably isn't the best format for the quote. You'll set both of these markers
correctly now.

Move both the first line indent marker and the left indent marker to the 3/4-
inch mark on the ruler by first moving the first line indent marker in line
with the left margin marker, and then moving both to the 3/4-inch mark on
the ruler.

Remember that moving the left margin marker also moves the first line indent
marker. If you try to position the left margin marker first, you'll have trouble.

Now the quote is nicely positioned.

The line spacing of your paragraph is controlled by the three line-spacing icons
at the right edge of the ruler between the 4- and 5-inch marks.

The single-spacing icon is highlighted, showing that single-spacing is preselected
for this paragraph. To change the spacing, simply click the appropriate icon.

Click the double-space icon.
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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 1o be.

To quote Laura Palmer, 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 togethemess. We truly are what we eat. As a result, the theme

of this year's special festivities shall be "Tofu Is You."

The entire paragraph 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 icon.

The four alignment icons to the left of the spacing icons allow you to vary the
alignment of your paragraph. The preset ruler provides left alignment. To change
the alignment, simply click the appropriate icon. For center alignment, use the
center-alignment icon.

Click the center-alignment icon.

Each line is now centered between the margins.
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money, supplies, or manpower you can donate to make Tofu Fest 50 the success we all
want it 1o be.

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

The spirit of soy products has touched all of vs on this campus.
Nevwer 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 festivities shall be "TofuIs You."

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

Click the right-alignment icon.

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. Word does this by
inserting small spaces between words to make each line the same length.

Click the full-justification icon.

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 lines that are word-
wrapped.

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

Click the left-alignment icon to restore left alignment.

You're back to where you started.

Sometimes the ruler makes it difficult to see how the document actually looks. In
these cases, it can be helpful to hide the ruler.

Choose Hide Ruler from the Format menu.
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To quote Laura Palmer, 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 togethermess. We truly are what we eat. As a result, the theme
of this year's festivities shall be: "Tofu Is You."|

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

Choose Show Ruler from the Format menu.
The ruler reappears.

Changing Text Style In addition to indenting it, you wanted to set the quote off from the rest of the text
by changing the style of its text. Word allows you to change your plain text in a
variety of ways, including 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(s) from the Format
menu.

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

Show Ruler 3R

Select the quote paragraph.

Document...

P ——— Remember, to select the paragraph, you can drag across the text or use the shift-
Bold %08 click method.
e Choose ltalic from the Format menu.

The paragraph appears in italics.

Saving Your Work 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.
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Every once in a great while, something unexpected may happen to cause your
Macintosh to lose power. Because your Macintosh’s memory can’t work without
power, you might lose work that you were doing at the time. If you save fre-
quently, 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.

Mt Format Font Document Utilities Window ;

Untitled1
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Type “Tofu Letter” followed by your initials as the name for this document.
Then, click Save.

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 totake a small break.

Macintosh’s Cut, Copy, and Paste commands are powerful features that act on
words, sentences, paragraphs, and whole documents. These commands let you
move blocks of text and graphics within a document or between documents
without retyping.

In this case, you've decided to rearrange the paragraphs in your 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.

If necessary, scroll to the last paragraph (beginning with “To quote”).
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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.”), hold down the
Shift key, and click the mouse.

& File Edit Format Font Document Utilities Window 1
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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 10 be.

Notice that everything in between the two clicks of the mouse is selected, includ-
ing the ruler. You're now ready to use Cut.

Choose Cut from the Edit menu.

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.

If necessary, scroll up 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 on the line below the first paragraph.

Choose Paste from the Edit menu.
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Dear Local Merchant:

As you know, this year marks the S0th anniversary of the introduction of tofu and other
soybean products at this university. To celebrate this special demi-centennial, & number of
student groups have joined to plan Tofu Fest S0, a week-long celebration of the spirit of
soybean products and their role in wniversity living.

To quote Laura Palmer, head of the Student Soy Council and last year's Tofu Queen:
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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 event to provide whatever
money, supplies, or manpower you can donate to make Tofu Fest 50 the success we all
want it to be.

Page 1

A copy of the paragraph is pasted from the Clipboard into your document.

You can also remove an area by selecting it and pressing the Delete key. How-
ever, when you use the Delete 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.

Using the Clipboard A copy of the paragraph remains on the Clipboard even after you've pasted it. 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 time.
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.

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.
You may have to scroll to see the last paragraph.
Choose Helvetica from the Font menu.

You need to end your document with a little more typing.
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Position the insertion point at the end of your document.

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 bold.

There are two ways to change the style of text. The first way is to select the text
that you want to format, and then choose the appropriate commands from the
Font menu. You've already done this earlier in the module. The second way is to
select the style that you want before you type. You'll do this now to make the text
that you type next appear in bold.

Choose Bold from the Format menu.

Type your name, then press Return.

The next line of text should be plain, so you need to cancel the bold.

Choose Plain Text from the Format menu.

Now type “Tofu Fest 50 Coordinator”.
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want it to be.

Thanks in advance for your generous contributions.

Sincerely,

Dale Cooper
Tofu Fest 50 Cooxdinator
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Like all good letters, this one should have a date at the top of it. You'll add that
Nnow.

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

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

Click on the line above the first line of your letter.

First you'll set a tab at the 4-inch mark on the ruler. You can set tabs by clicking at
the appropriate place on the ruler.

Set a tab at the 4-inch mark on the ruler by clicking in the appropriate spot
in the middle section of the ruler.
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Dear Local Merchant:

As you know, this year marks the S0th 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 Laura Palmer, head of the Student Soy Council and last year's Tofu Queen:
Page 1

|

To set tabs correctly, you must click in the middle portion of the ruler, just under
the numbers. If you click on the upper portion of the ruler, nothing will happen.
If you click on the bottom portion, you might accidently change the alignment or
the spacing. Don't get discouraged.

Now you'll tab over to the appropriate spot and type in the date.

Press the Tab key to move the insertion point over to the 4-inch mark.

Type today’s date and press Return twice.
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Using the There’s one more change you want to make. You've decided to give Tofu Fest 50
Change... Utility a more international flair, so you've decided to call it “Tofu Festa 50.” You could
make the correction by replacing every instance of “Tofu Fest 50” with “Tofu
Festa 50.” If this were a long document, that could involve a lot of work; in
addition, you could easily overlook an occurrence of “Tofu Fest 50.” Fortunately,
there’s a better way. You can use Word’s Change... utility to change blocks of text
easily. You'll use the Change... utility to change “Fest” to “Festa” everywhere in
your document.

Utilities Choose Change... from the Utilities menu.
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The Change dialog box appears. There are two boxes, one for you to type the
text you want to change, and the other for you to type the text you want to
replace it with.

Type “Fest” in the Find What box and “Festa” in the Change To box.

If you started changing text now, Word would replace all instances of “Fest ” with
“Festa.” This would cause problems in words that have the letters “fest” in them,
such as “infested” and “festival.” You can solve this by having word search only
for whole words. You'll tell Word to search only for whole words next.

Make sure that the box labeled Whole Word is checked.
The box should be checked (it should have an “x” in it). If it's not, click it again.
Now you're ready to begin changing text. You can either click Change All to have

Word search the entire document and make the appropriate changes, or you can
click Start Search to have Word search for each instance individually. You'll have
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Word search for each instance individually, so you can make sure that you want
to make the change before committing to it.

Click Start Search.
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student groups have joined to plan Tofu 50, a week-long celebration of the spirit of
soybean products and their xole in university living.

To quote Laura Palmer, head of the Student Soy Council and last year's Tofu Queen:
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Sinceyelsz

Word finds the first instance of “Fest” and highlights it. You can leave this selec-
tion unchanged by clicking No Change. Alternatively, you can click Change to
have Word make the change and search for the next occurrence of “Fest.” Or you
can click Change Selection to have Word change this occurrence of “Fest” and
wait to search for the next. You'll click Change to change this occurrence of
“Fest” and have Word search for the next.

Click Change.

Word changes the text, finds the next occurrence of “Fest”, and highlights it.
You'll click Change to have Word search for another occurrence of “Fest”.

Click Change to accept the change and search for the next occurrence of
“Fest”.

Word searches for the next occurrence of Fest.

Click Change to accept the change and search for the next occurrence of
“Fest”.
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Word changes this occurrence of “Fest” to “Festa”, and searches for the next
occurrence. A dialog box then appears asking if you want to continue searching
from the beginning of the document.

This means that Word has searched to the end of the document and not found
any more occurrences of “Fest”. Because you started searching in the middle of
the document, Word gives you the option of starting over at the beginning to

ensure that you haven’t missed any changes. You'll click Yes to have Word check

the rest of the document.

Click Yes.
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A final dialog box appears, telling you that Word searched the entire document
from the beginning and found no more instances of “Fest”.

Click OK. Then, close the Change... dialog box by clicking in its close box.

Your letter is now finished and ready to be printed and sent out to the local
merchants. But first, you should save your completed document.

Choose Save from the File menu.

Since you saved and named your document earlier, Word will not prompt you for
a name again. If you should want to save your document under a different name,
choose Save As... from the File menu and Word will prompt you for another
name.

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

Make sure your printer is chosen correctly, turned on, and ready to print.
Choose Print... from the File menu.

If you'd like multiple copies, type the number of copies you'll need.

Click OK to confirm your print seftings.

In a few seconds, your document will begin to print.

Choose Quit from the File menu.

If you've made any changes to your document, you'll be asked if you'd like to
save them. Click OK.
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You're back at the Macintosh desktop. Nice work. If you are in a public Macin-
tosh lab, remember to copy your finished document to your personal data
diskette. Then, drag the document that is on the hard disk to the trash.

In this module, you've learned:

* How to create a Word document by typing text

e 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

* How to change the font or style of the text using commands from the
Font and Format menus

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

* How to save your document on disk

* How to move or copy parts of your document using the Cut, Copy, and
Paste commands

 How to change blocks of text with the Change utilitiy.
 How to print your document

Turn in the printed copy of your letter.
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You have written the first draft of a research paper for a class and you would like
to revise it in this module. You'll use the basic editing techniques that you used in
the Introduction to Microsoft Word module, and you'll also learn some more
advanced features, such as footnotes, page numbering, footers, and so on. You'll
also learn how to divide a longer document into sections that can be formatted
differently.

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.

When you are finished, you will print the revised version of your paper, which
should look like the one on the next five pages.
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Introduction

Tofu is a food made from soybeans. Although not very popular in the U.S. (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
contains all eight of the essential amino acids). Soybeans contain no cholesterol and almost
no indigestible saturated fats.

Figure 1
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Soybeans are a very good protein source, as measured by both the quantity and quality of
protein that result from 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 53.2
Fish 22.3
Chicken 21.0
Beef 20.0
Tofu 8.1

Bill Berner: The Wonderful World of Tofu page 2



When evaluating the value of a food as a protein source, it is important to consider not only
the quantity of protein in that food, but also the quality 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 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

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 foods 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 is also rich in minerals, with an
abundance of calcium and iron.

The History and Culture of Tofu

A long and colorful history makes tofu as interesting historically and culturally as it is
nutritionally. Tofu was known as early as 100 B.C. in parts of China. It became an
indelible part of Chinese culture around 520 A.D. 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
seiiroku, written during the Sung Dynasty (960-1127).

Tofu was brought to Japan in the 8th century by numerous Buddhist monks. Although it
appeared in Japan in the 8th century, tofu did not become a fixed part of Japanese culture
until the Kamakura period. At that time, tofu blended well with the ruling Samarais' frugal
life style.

As the use of tofu spread throughout Japan, the people developed their own methods of
production, and Japanese tofu diverged somewhat from 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 this famous Japanese proverb:

Mame de

Shikaku de
Yawanaka de
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This proverb has a double meaning:

Made of soybeans, Practicing diligence,
Square, cleanly cut, or 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 is a shame, however, because the
traditional tofu maker adds color and variety to the Japanese community. As Shurtleff says
in The 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 they will not show
another person: how to make babies and how to make 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.

lwilliam Shurtleff and Akiko Aoyago, The Book of Tofu (Knabawa-ken, Japan: Autumn Press,
1975), p. 95.

2Shurtleff and Aoyago, p. 95.
3Shurtleff and Aoyago, p. 96.
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This module assumes that you are familiar with the basics of using the Macintosh,
how to work with a hard disk and/or diskettes, how to choose menu commands,
and so on. If these concepts are not familiar to you, please review the Approach-
ing Macintosh module.

Turn on the Macintosh. If you are not using a hard disk, insert the system
diskette in the internal diskette drive.

Soon, you'll see the Macintosh desktop.
Next, you'll open Microsoft Word.

Copy the “Tofu Paper” document from the Approaching Macintosh diskette
onto your hard disk, or, if you are not using a hard disk, onto your system
diskette.

If you are using a hard disk, open the “Tofu Paper” document by finding it
and double-clicking on its icon.

If you do not have a hard disk, insert the Word program disk in the other
diskette drive. Then, open the “Tofu Paper” document by double-clicking on
its icon.

If you get a message saying that the Macintosh was unable to open the document
because the application could not be found, make sure that Word is installed on
your hard disk, or that the Word program disk is in one of the diskette drives.

In the introductory module, you used short menus to create your simple letter. In
this module, you'll use some of Word’s more advanced features, so you'll want
Word to display full menus. You'll make sure that Word is displaying full menus
now.

Choose Full Menus from the Edit menu.
Remember that when Word is already displaying Full Menus, the Full Menus

command changes to Short menus (so you can switch back and forth). If you see
the Short Menus command in the Edit menu, you don't need to do anything,
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The Wonderful World of Tofu

Introduction

Tofu is a food made from soybeans. Although not very popular in the U. 8. {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, yvield more protein pex acre than any other crop (Figure 1). In fact,
soybeans are almost 359 protein. Furthermore, the protein in soybeans is complete it
3o0vbeans are almost 3595 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.

Figure 1

Per Acre Protein Yields for Yarious Foods
1+

Now that you're using full menus, you can begin.

Advanced Text Look at the third and fourth lines in the second paragraph (those beginning with
Selection “soybeans are”). The first thing you want to do is remove the extra copy of this
e line. If you remember what you've learned in the Introduction to Microsoft Word
module (and you should), then you'll know right away how to do this first step.

- :i;g i Select the third line in the second paragraph by dragging across it. Then,
Paste %1 press the Delete key to remove it from the document.
{ipar

i ik Remember that the Delete key deletes any selection.

Tabie...

eib e Dragging across text is the simplest way of selecting it. There are, however, other
conventions in Word for selecting blocks of text easily. You'll bring that line back

Paste Link now so you can learn more about advanced text selection.

Updale Uink

STt Menis Choose Undo Typing from the Edit menu. Then, click anywhere in the

Preferences... document to deselect the line you just removed.

Commands...

The Selection Bar Word uses a selection bar to provide other ways of selecting large blocks of

text. The selection bar is an invisible area 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. Because the selection
bar is invisible, you may have some trouble locating it. Be persistent, moving the
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pointer slowly to the left edge of the screen until it changes shape, into an arrow
pointing right (See figure below).

r

® File Edit Format Font Document Utilities Window 1
=== Tofu Paper
The Wonderful World of Tofu

Introduction

Tofu is a food made from soybeans. Although not very popular in the U. S. {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). Infact,
4 soybeans are almost 3595 protein. Furthermore, the protein in soybeans is complete (it

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 indigestible saturated fats.

Figure 1

Per Acre Protein Yields for Yarious Foods
Normal

'Page 1

You'll use the selection bar to select the duplicate line.

While the pointer is in the selection bar, position it in front of the first line
starting with “soybeans are” 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. If the line is not selected,
try again, making sure that the pointer shifts right before you click.

There are other ways to select large blocks of text in Word. For example, to
select:

¢ A word: Double-click anywhere on the word.

¢ A sentence: Hold down the Command key and click anywhere inside
the sentence.

o A paragraph: Double-click in the selection bar to the left of the para-
graph

* The whole document: Hold down the Command key and click in the
selection bar.

Before continuing, try these advanced selection techniques out and make sure
that you are comfortable with using them. They’ll save you time later. When you
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are finished, select the first line starting with “soybeans are” in the second
paragraph.

Now you'll delete the line you've selected.

Press Delete.

Delete 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 window so you
can see different parts of it.

Reading as you go, scroll until you can see the paragraph starting with
“The quantity of protein...”.

If you are using a large-screen monitor, you may not have to scroll at all.

" & File Edit Format Font Document Utilities Window 1
m— ———— — il
400 T z5¢
300

Pounds of

Usable Protein 200

100

Soy- Rice Corn Wheat Milk Eggs Meat Beef
beans

The quantity of protein found in a food is vsvally measured in terms of the percentage of
the weight of a food thatis protein.

When evalvating the valve of a food as a protein source, it is important to consider not only
the sty of protein in that food, butalso the geesiy 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 match the pattern
reanived h he hod [he i P i ili ion of sesmeral differen

.: ata the Net Drmite .{ﬁj-”

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,”.

INTERMEDIATE MICROSOFT WORD



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.

The words “Figure 2” are now selected, and should be highlighted.
You would like “Figure 2” to appear in bold face.

Choose Bold from the Format menu.
Show Ruler %R

r | - — :
% File Edit Format Font Document Utilities Window 1
Character... %D w
Paragraph... %¥M E[[&E——————————— Tofu Paper
Section...
Document... 400 1 256
fols.. 5650
Position...
Pounds of

Styles... Usable Protein ead
Define Styles... T 100

v Plain For Style 4.

]

v Plain Text 82 Soy- Rice Corn Wheat Milk Eggs Meat Beef
Bold #1B beans
fislic 801
Underline ®BoU
0lultillilne] %00 The quantity of protein found in a food is vsually measured in texms of the percentoge of
Dﬁlﬂ@ KOW the weight of a food that is protein. Figure 2 lists several foods and their percent protein by

weight.
Figure 2

When evaluating the value of a food as a protein source, it is important to consider not only
the g?_mumi?' of .pmnein in tl_mt food, b

Using Rulers With Word, whenever you press Return, you create a new paragraph. Therefore,
the line containing “Figure 2” is a paragraph, and can be formatted by clicking on
the appropriate icons on the ruler. You'll do this in a moment, but first you'll
have to tell Word to display the ruler.

Choose Show Ruler from the Format menu.

Format
Show Ruler

e o The ruler should look familiar to you from the Introduction to Microsoft Word

Paragraph.. %M module. But it’s not the same. Because Word is displaying full menus, there are
:i';:l'r':""m more icons on the ruler now. The Full Menus ruler is shown below.

feis..

Position...

Styles...

Define Styles... T
Plain For Style %¢.

Plain Texnt 802
v Bold 808
fislic k: 31|
Underline 8OU
0[ujtiliinfe] 80D
Shadem Lol |
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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 seversl foods and their percent protein by
weight.

Figure 2

When evalvating the value of a food as a protein source, it is important to consider not only
7 Normal i I

The icons on the ruler are the same for both the Short and Full Menu rulers, but
now there are four tab stop icons and one vertical line icon.

You'll use the ruler to format the current paragraph. First, you'll change “Figure 2”
to center alignment.

Be sure that the insertion point is somewhere within the text “Figure 2”.
Then, click on the center-alignment icon on the ruler.

“Figure 2” jumps to the center of the screen.

Remember that 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”, and click.

The insertion point should now be after the “2” in “Figure 2”. Now you'll insert a
blank line before typing in your table.

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 use left

alignment for the text of your table. You'll change back to left alignment now.

Click on the left-alignment icon on the ruler.
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The insertion point moves back to the left margin.
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The quantity of protein found in a food is usually measured in texms 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

When evaluating the value of a food as a protein source, it is important to consider not only
the gty of protein in that food, butalso the gy of the protein provided. Net
Protein Utilization (NPU) is the measure vsually 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 protei

In a moment, you'll type in the data for your table, but first you'll move the left
indent marker in so the table is set off from the rest of the paper.

Drag the left indent marker to the 1-inch point on the ruler.

Remember that when you drag the left indent marker, the first line indent marker
moves with it. Also remember that the left indent marker is the lower of the two
markers. If you accidently drag the first line indent marker, don’t get discouraged.
Just drag it back and try again.

You are now ready to type in the information for the table. But first you must set
a tab stop. You learned how to set tab stops in the introductory module by
clicking on the Short Menus ruler. With Full Menus, you set tabs the same way,
but now there are four different tab stop icons to choose from.

The use of the four tab stop icons is illustrated on the next page.
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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 center-aligned tab stop for the second column heading, so
the numbers will line up nicely beneath it.

Inserting Center- You insert a single tab by clicking the appropriate icon and then clicking at
Aligned Tab Stops the appropriate place on the ruler. You'll set a center-aligned tab at the 4-inch
mark now.

T Set a center-aligned tab at the 4-inch mark by first clicking on the center-
aligned tab icon and then moving the pointer into the area just below “4”
on the ruler and clicking.

A tab marker appears at the place you clicked, indicating that the tab is set.
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The quantity of protein found in a food is vsually 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

When evaluating the value of a food as a protein source, it is important to consider not only
the ygwm;;yof .pmtein in tl_m food, but also the gy of the protein pmﬁ_rided. Net'
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Note that you must click on the center portion of the ruler, below the numbers.

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.

You are ready to type column headings for your table.
Type “Food”. Then, press Tab. Finally, type “% Protein”. Then, press Return.

The formatting for your paper is set so Word automatically inserts a blank line
spacing 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 line spacing between the lines of the table;
therefore, you will use the Paragraph... command from the Format menu to
change this.

Press Delete to delete the blank line you just inserted, then choose
Paragraph... from the Format menu.
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A dialog box appears. Here you can specify a paragraph’s left and right indenta-
tion, as well as the indentation of its first line (from the left edge of the para-
graph).

You can also specify line spacing. Auto is the preset value; it means that Word
adjusts spacing between lines automatically. Use Spacing Before and Spacing
After to insert extra space before or after the paragraph.

Notice that the entry in the Spacing After box is “12 pt”. This means that Word
will insert a blank space 12 points tall after the paragraph. (If you are using a 12-
point text size, this is equivalent to 1 line.) You'll change this value to 0 now.

Select the text in the Spacing After box by dragging across it. Then, type “0
pt”. When you are done, click OK.

Now when you press Return, you won't get a blank line between paragraphs.
Press Return to move to the next line.

You are now ready to type in data for the table. The headings for the table are in
bold type, but you don’t want the data for your table to be bold. 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 Format menu.
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Before typing in the numbers for your table, you'll change the center-aligned tab
stop to a decimal-aligned tab stop, a tab stop that forces the decimal points of
numbers to line up.

To make the change, you'll remove the center-aligned tab , and then replace it
with a decimal-aligned tab at the same location.

You'll remove the center-aligned tab now by dragging it off the bottom of the
ruler.

Click on the center-aligned tab stop that you set at the 4-inch mark on the
ruler. Then, drag it off the bottom of the ruler and release the mouse
button.

The tab icon disappears from the ruler. Now, you'll set a decimal-aligned tab in
the same spot.

Set a decimal-aligned tab stop at the 4-inch mark on the ruler by first
clicking the decimal-aligned tab stop icon and then clicking below the 4-
inch mark on the ruler.

A decimal-aligned tab appears at the appropriate spot on the ruler.
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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

¥hen evaluating the value of a food as a protein source, it is important to consider not only
the ;rgwm;_j’;f of .pmuein in t!mt food, butalso the gl of the protein pm\.rided Net
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Now, you're ready to enter the data for your table.

Enter the following text for the body of the table, being sure to press Tab
after each text label, and Return at the end of each line:
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Dried frozen tofu 53.2

Fish 22.3
Chicken 21.0
Beef 20.0
Tofu 8.1

Your table should now look like this:
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The quantity of protein found in a food is usvally messured 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 95 Protein
Dried frozen tofu 53.2
Fish 22.3
Chicken 21.0
Beef 20.0
Tofu 8.1

I
When evaluating the value of a food as a protein source, it is important to consider not only
the gawraty of protein in that food, but also the el of the protein provided. Net
Protein Utilization {NPU) is the measure usvally 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 i
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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 your pet rabbit chews
through the power cord).

You are now ready to type in the third figure for your paper. (The chart 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. First,
you'll set the insertion point in the appropriate spot.

Set the insertion point at the end of the paragraph beginning with “When
evaluating...” by positioning the I-bar after the word “foods.” and clicking.

You may have to scroll to see the entire paragraph. Notice the dotted line
between the fifth and sixth lines of this paragraph. Although you haven’t seen
that before, it's nothing to be concerned about. That’s just the way that Word
marks the beginning of a new page.
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Now you're ready to insert your table.

Press Return.

Word inserts a blank line, and you are ready to type the table heading.
Choose Bold from the Format menu, and then type “Figure 3”.
Next, align it correctly.

Click on the center-alignment icon on the ruler. Then, press Return.
You're ready to type in the table, but first you must format it correctly.

Click on the left-alignment icon, then drag the left margin marker to the 1-
inch mark on the ruler.

Next, you'll set a center-aligned tab.

Set a center-aligned tab at the 4-inch mark by first clicking on the center-
aligned tab icon and then moving the pointer to the position just below “4”
on the ruler and clicking.

Finally, you'll enter your table headings.

Type “Food”, press Tab, and finally type “NPU (%)”.

You'll change formats so that there is no blank line between paragraphs.
Choose Paragraph... from the Format menu.

A dialog box appears.

Change the value for Spacing After to 0. When you are finished, click OK.
Now, you'll type in the NPU data.

Press Return, then choose Plain Text from the Format menw. Finally, replace
the center-aligned tab with a decimal-aligned tab.

Remember that to do this you need to complete the following steps:

* Drag the center-aligned tab off the bottom of the ruler.
¢ Click on the decimal-aligned tab icon.
e Click just below the “4” on the ruler.

Now, you're ready to type in the data for your table.
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Type in the following text for the body of the table. (Don’t forget to press
Tab after each text label, and Return at the end of each line.)

Fish 80
Beef and hamburger 67
Tofu 65
Chicken 65

Your table should now look like this:
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Protein Utilization (NPU) is the measure vsually vsed to compare the quality of protein
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Figure 3
Food NPU (%)
Fish 80
Beef and hamburger 67
Tofu 65
Chicken 65

I
Soybeans are a very good protein source, as measured by both the quantity and quality of
protein that result from soybean production.

The protein found in tofuis a good_ complement .for thgt foux}d in many grain products.
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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 the Cut, Copy, and Paste com-
mands of the Macintosh make moving paragraphs easy.

To move a paragraph, just select it, move it to the Clipboard with the Cut com-
mand, set the insertion point to the new location, and use the Paste command to
reposition the paragraph. You'll move the paragraph now.

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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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

foods.

Figure 3

Food NPU (%)
Fish 80
Beef and hamburger 67
Tofu 65
Chicken 65

pasured by hoth the quantty and quality of
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The paragraph is selected and should be highlighted. When the pointer is posi-
tioned in the selection bar, double-clicking selects the entire paragraph. If you
have trouble selecting the paragraph, make sure that the pointer is in the selection
bar (the arrow points right) before you double-click.

Now, you'll move the paragraph to the Clipboard with the Cut command.

Choose Cut from the Edit menu.

The paragraph is removed from the document and placed on the Clipboard.

Next, you'll move to the new position.

Click in the gray bar above the scroll box until the chart scrolls into view.

Before you can paste the paragraph, you need to set the insertion point.

Position the I-bar directly before the “T” at the beginning of the paragraph
starting with “The quantity of protein...” and click to set the insertion point.

Now, you'll paste the paragraph back in.

Choose Paste from the Edit menu.
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Soybeans are a very good protein source, as measured by both the quantity and quality of
protein that result from soybean production.

[The quantity of protein found in a food is usually measured in terms of the percentsge of
the weight of a food that is protein. Figure 2 lists several foods and their percent protein by
weight.

TR S——

The paragraph moves into position just below the chat.

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...”.

It's obviously great prose, but you'll 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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A dialog box appears, asking if you would like an Auto-numbered Reference ora
Footnote Reference Mark. There are also some buttons for specifying footnote
separators.

If you choose Auto-numbered Reference, Word will number your footnotes for
you. If you add or delete footnotes anywhere in your document, Auto-numbering
will also renumber them correctly. 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 it 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 and Aoyago, p. 95.”.

To follow standard footnote style, you need to indent the first line of the refer-
ence. You'll use the first line indent marker to indent it now.

Indent the footnote reference 1/2 inch by moving the first line indent
marker to the 1/2-inch mark on the ruler.
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In case you've forgotten, there are two markers at the left edge of the ruler. The
marker on top is the first line indent marker.

& File Edit Format Font Document Utilities Window
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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 t%ell someone t0 "get lost" he may say, "Go bump your
head against a comer of a cake of tofu and drop dead." Or when spesking 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 says
it e o il . A P i Py

1%7illiam Shurtleff and Akiko Aoyago, Fhe Suok o Foxk (Knabawsken, Japan: Autumn Press,
1975), p. 95.

2ghurtleff and Aoyago, p. 95.

Foolnote . |fooinote tentr... K]

Look at the black line that divides the main text of your document from the
footnote window.

The small black rectangle in the scroll bar at the right of your screen is called the
split bar. You can close the footnote window by dragging the split bar off the
screen.

You'll close the footnote window now.

Position the pointer over the split bar. It will change shape to two bars with
vertical arrows. Close the footnote window by clicking and dragging the
split bar to the bottom of the window.

The footnote window disappears. Note that if you drag too far, the footnote
window will not go away. Be sure to drag only as far as the resize box. If you
dragged too far the first time, try again.

Read the rest of the text on the screen, then scroll to see the next screen.
A header or footer is a block of text that appears on every page of the section
(more on sections later). A header appears at the top of the page; a footer

appears at the bottom. Next, you'll create a footer so that your name and the
page number appear at the bottom of each page.
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Creating a Footer Choose Open Footer... from the Document menu.

OCHIER A window opens for you to insert your footer. At the top of the window, there
are icons for adding the page number, the date, and the time to your footer
(you'll use one of these to enter the page number in a moment). There is also a
ook S grayed-out button that says “Same as Previous”. In a document with several
e sections, you could use this button to set footnotes equal between them. Your
el e document has only one section, so the button is grayed-out.

e A First, you'll include your name at the left edge of the footer.
Insert Table...

Insert Index Entry T
Insert TOC Entry Ype your name.

& File Edit Format Font Document Utilities Window

Tofu Paper
lu L II 1 |2 1 13 1 l4 1 15 1 6 1
|[§T T+t BEmEEE =S =1 Lt

in e Fon&qf Tivkr, "[The tofu maker is] precise and graceful, joined in an effortless
rhythm that, at times, [flows] like adance." 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 they will not show
another person: how to make babies and how to make tofu.3

Tofu reaches into one's life in a way that no other food can. Its historical and cultural value
T itk A 145, 2o b 1 sod S 2o a1l sk 5N 2okl it

E[[==—————"— Tofu Paper:Footer

s D (sSeme s Previous)

o|E

|footer

Type “: The Wonderful World of Tofu”.

Adding the You would like the page number to appear flush right against the right margin.
Page Number You can do this easily because there is a preset right-aligned tab stop at the right
edge of the page. There is also a preset center-aligned tab stop, so you'll have to
press tab twice to move to the right margin.

Press Tab twice, then type “page” and a space.
Be sure to type a space after the word “page” so there will be a space between

the word “page” and the page number. Now you'll have Word insert the page
number.

Click on the page icon to add the page number to your footer (the page
icon is the left-most of the three icons at the top of the footer window).
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very careful 1o keep secret methods from slipping into a competitor's hands. In 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

Tofu reaches into one's life in a way that no other food can. Its historical and cultural value
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Bill Bemer: The Wonderful World of Tofu

|footer

The number “3” appears because you are on the third page.
A document can be divided into different sections that you can format differently.

Different sections can have unique headers or footers, as well as different styles
of page numbering. In a longer manuscript (such as a thesis or a book), there
may be many sections with similar headers and footers, although the text of the
headers or footers will not be the same for all sections. For example, the footers
in Approaching Macintosh use the chapter’s title, so each chapter is a separate
section. 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, but first you must close the footer window and scroll to
the beginning of the document.

Click in the close box of the footer window.
The footer window disappears from the screen.

Scroll to the beginning of the document. Then, click after the word “Tofu” in
the title.

To create a title page, you need to insert a page break to force Word to start a
new page, leaving the title of your paper on its own page. In Word, you insert a
page break by holding down the Shift key and pressing Enter.

Hold down the Shift key and press Enter.
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A dotted line signifies a page break. Although you can’t see the entire page, you
can be confident that the first page will end right after the title of your paper.

Remember that the footer you created appears at the bottom of every page in this
section of the document. If you printed now, the footer would appear at the
bottom of your title page. You don'’t want this, so you need to adjust the format-
ting of the section. You can change the format of a section with the Section...
command.

Choose Section... from the Format menu.

A dialog box appears.
¢ rile Edit JEETRET Font Document Utilities Window ]
Tofu Paper
kn =——— Section ——_————'—_I_L_
Start: [New Page [{3] [ iaciude Endantes
rPage Number— rLine Numbers
O Auto [off 2]
[] Restart at 1 : 7
-punt byl
[123 1<) :
T From Tosle §.2%n Set Defauif
Tofud |¥3am Yap 18.8in
Colifo) | seom Rightc j6.5in || [Header/Footer
the Jag From Top: 0.75in
rColumns ——— -
Nuttd | Number: _ From Bottom: |0.75in
Tofui [Spacing: 0.5in I__*First Page Special
tofu's
s0ybeans are almost 3096 PYOEIn. FUrthermore, the PIrotein i S0YDeans 15 COmplete (1t
come.ix_\s a].I. eight of the essential amino acids). Soybeans contain no cholesterol and almost

You tell Word to leave headers and footers off the first page of the section by
clicking the box labeled “First Page Special”. You'll do that now.

Click in the box next to the text “First Page Special”. Then, click OK.

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
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To make the title stand out from the rest of the text on the page, you can insert
some extra line spacing after the paragraph containing the title.

Click anywhere inside the line “The Wonderful World of Tofu”, and Choose
Paragraph... from the Format menu.

A dialog box appears. You would like 10 blank lines before and after the title.
Set the values of Space Before and Space After to “10 li”.

“10 1i” stands for 10 lines.

& File Edit Format Font Document Utilities Window 3
Tofu Paper
T T B B % 5. " N
P e T S S . T
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[E——= Paragraph ———— |
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Left: Line: Auto ———

Right: Before: |10 li
First: After: |101i Apply |

Tofuis & ool []Page Break Before []iine Numbsering
cgﬁolﬁa?:ny [JKeep With Next 9 [JKeep Lines Together
T fapensee 4 (__Tabs... ] (Borders...] (Position...]

Nutritional Information

Introduction|

Tofu is h.lgh in pmnem and can be used asa ch:eap prouem source in many dlets Soybeans,

When you are done, click OK.

Now that you've finished your revision, you'd like to make sure that you haven't
spelled any words incorrectly, and then you'd like to get a printout.

Before using Word's spell checker, you'll make sure that there’s at least one error
for it to find.

Use the mouse to set the insertion point ufter the “0” in “Wonderful”. Press
Delete to remove the “o” and then type a “u” to reploce it.
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& File Edit Format Font Document Utilities Window
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The Wunderful World of Tofu

Bill Berner
Anthropology 136

Normal+...

[Page 1 _

Word should have no trouble finding a misspelling. Now, you'll open the spell
checking utility.

Choose Spelling... from the Utilities menu.

® File Edit Format Font Document Utilities Window A
Tofu Paper
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Words: Open Dictionaries:
<+ | MS Dictionary 13
User 1
O o
Unknown Word: Wunderful
Change To: | | -]
X Ignore Words in All Caps
No Change || (¢ 2aage) (Suggest] [Cancel

The spelling dialog box appears. At the top of the dialog box, there are two lists.
Words contains suggested replacements for the current word. Dictionaries is a
list of dictionaries that Word will use to check the spelling of the words in your
document. The spelling checker works by comparing the words in your docu-
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ment with all of the words in the dictionaries that are open. If it doesn't find a
match, it stops and allows you to enter a replacement in the Change To box.

At the bottom of the dialog box there are four buttons. No Change tells Word to
accept the current spelling of the word. Change replaces the word with the
contents of the Change To box. Change is grayed out because you haven't
entered a replacement yet. Suggest tells Word to enter possible replacements in
the Words list. Cancel ends spell checking and returns you to the document.
You'll ask Word to suggest alternatives for “Wunderful.”

Click Suggest.

" & File Edit Format Font Document Utilities Window

Tofu Paper
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[ No Change [Suggest] (cancel)

Word suggests both “Wonderful” and “Winterkill.” Note that “Wonderful” is
selected in the Words list, and Change is no longer grayed out. You'll accept
Word’s suggestion.

Click Change to replace “Wunderful” with “Wonderful”.

Word makes the change, and jumps to the next word that it doesn't understand
(probably your name). You could continue to check the document, but for now
you'll assume everything else is spelled correctly. (You can do this because we

spell-checked the whole thing when we wrote the book.)

Click Cancel.

Now check that Word has fixed the misspelling (you may have to scroll to see the
beginning of the document).
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Your revision is now complete and ready to be printed and turned in. But first,
you should save your document.

Choose Save from the File menu.

Now you’re ready to print, but first, make sure your printer is chosen
correctly, turned on, and ready to print.

Choose Print... from the File menu.

If you'd like multiple copies, type the number of copies you need.
Click OK to confirm your print settings.

In a few seconds, your document will begin to print.

When you have finished printing, you'll return to the desktop.
Choose Quit from the File menu.

If you've made any changes to your document, you'll be asked if you'd like to
save them. Click OK.

Your Word document closes, and you find yourself back at the desktop. If you
are in a public Macintosh lab, you should copy your finished Tofu Paper to your
personal data diskette. Then, drag the document that is on the hard disk to the
trash.

In this module, you have learned:

* How to use the selection bar to select large blocks of text
* How to set decimal-aligned tabs
 How to use footnotes

* How to define footers and headers to display the same text and the page
number, the date, or the time on every page of the document

e What sections are, and how to format them

 How to format paragraphs to include blank lines before or after the
paragraph
* How to use the spell checker

Turn in a copy of your revised Tofu Paper document.
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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 custom-
ize 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 informa-
tion 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, 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

The header
— record contains == Name,
— field names
«Name- field
data Dave,
record
CiNAY, e—
Bill,
Main Document Merge Document
Dave, m——
| Clndy’ ——
Customized Documents
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1006 Broadway Avenue
San Jose, California 95125

January 13, 1991

Mr. Leo Johnson

Director of Personnel

Soya-Nara Soy Foods, Incorporated
31529 Rancho San Carlos Road
Carmel, California 94705

Dear Mr. Johnson:

In June of this year, I will be graduating from Stanford University with a Bachelor's
degree in Science and Slavic Languages, and I am interested in obtaining a position with
your firm as a soybean processor at your Carmel facility.

Ever since my early childhood, I 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 coursework in Science has given me a great deal of experience in laboratory settings.

I 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-Nara Soy Foods,
Incorporated soybean processor.

My resume is enclosed and provides additional details about my undergraduate work and
extracurricular activities. I would appreciate the opportunity to meet with you to discuss
how my education and experience would be consistent with your needs. I 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,

Dale Cooper

enclosure



Dale Cooper

1006 Broadway Avenue
San Jose, California 95125

(415) 898-0725

Objective

Education
9/87-6/91

Experience

1/89-Present

8/88-1/89

6/88-8/88

6/87-9/87

Additional
Information

References

To obtain a position as a soybean processor with a leading soy-food
manufacturer.

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.
Honors: Phi Beta Kappa, Tau Delta Pi.

President. Slavic Languages Society. Stanford University,
Stanford, California.

Organized finances and coordinated group activities. Conceived,
designed, and managed first-ever Slavic Translate-a-Thon. Tripled
membership during tenure.

Laboratory Technician. New Food Laboratory, Stanford
University, Stanford, California.

Performed research on alternative food products. Was a member of
the team to first successfully synthesize dijon mustard from ordinary
sludge.

Maintenance Manager. Roche Motel, Lodi, California.
Responsibilities included maintaining facilities and managing large
cleaning staff. Developed benzene solution to control pests with
only minor carcinogenic effects on hotel maintenance personnel.

Production Assistant. Arabian Horses Magazine, Milpitas,
California.
Assisted in the production of a leading four-color magazine.

Tofu King, 1989 Tofu Fest.
Director, 1989 Stanford Chorale Round-Up.
Enjoy horses, chemistry, and pipe organs.

Available upon request.



1006 Broadway Avenue
San Jose, California 95125

January 13, 1991

Ms. Audrey Horne

Director of Personnel

Foreign Sport Magazine

586 Mayfield Avenue

East Palo Alto, California 94303

Dear Ms. Homne:

In June of this year, I will be graduating from Stanford University with a Bachelor's
degree in Science and Slavic Languages, and I am interested in obtaining a position with
your firm as a translator at your East Palo Alto facility.

Ever since my early childhood, I 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.

I 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
extracurricular activities. I would appreciate the opportunity to meet with you to discuss
how my education and experience would be consistent with your needs. I 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,

Dale Cooper

enclosure



Dale Cooper

1006 Broadway Avenue
San Jose, California 95125

(415) 898-0725

Objective

Education
9/87-6/91

Experience

1/89-Present

8/88-1/89

6/88-8/88

6/87-9/87

Additional
Information

References

To obtain a position translating Yugoslavian sports medicine
journals 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.
Honors: Phi Beta Kappa, Tau Delta Pi.

President. Slavic Languages Society. Stanford University,
Stanford, California.

Organized finances and coordinated group .activities. Conceived,
designed, and managed first-ever Slavic Translate-a-Thon. Tripled
membership during tenure.

Laboratory Technician. New Food Laboratory, Stanford
University, Stanford, California.

Performed research on alternative food products. Was a member of
the team to first successfully synthesize dijon mustard from ordinary
sludge.

Maintenance Manager. Roche Motel, Lodi, California.
Responsibilities included maintaining facilities and managing large
cleaning staff. Developed benzene solution to control pests with
only minor carcinogenic effects on hotel maintenance personnel.

Production Assistant. Arabian Horses Magazine, Milpitas,
California.
Assisted in the production of a leading four-color magazine.

Tofu King, 1989 Tofu Fest.
Director, 1989 Stanford Chorale Round-Up.
Enjoy horses, chemistry, and pipe organs.

Available upon request.



Getting Started

Creating the Main
Document

Creating Merge Fields

Merge Instructions
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Complete the Introduction to Microsoft Word module and the Intermediate
Microsoft Word module.

Many of the concepts explained in the introductory modules will be necessary to
complete this one. Make sure that you've completed these modules and under-
stand the basics of Word.

Copy the documents “Cover Letter” and “Resume” from your Approaching
Macintosh disk onto your hard disk, or onto your personal data diskette if
you are using one to store your personal files. If you're not sure how to do
this, consult the Approaching Macintosh module.

You'll begin working with the “Cover Letter” document.
Double-click on the “Cover Letter” document to open it.

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 are placeholders that
mark the position where Word will insert the special information for each
customized letter.

For example, since the name and address for each letter are 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 appro-
priate 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:

* To get the “", hold down the Option key and press the backslash (\)

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 docu-
ment to tell Word what you want to do.
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Instructions are information you provide Word to control the printing of your

customized documents. You type instructions inside the special characters “
and %" so that Word knows they're instructions and won't print them.

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:

e To get the “, hold down the Option key and press the backslash (\)

key.
e To get the “”, hold down the Shift and Option keys and press the
backslash (\) key.
€ File Edit Format Font Document Utilities Window 1
1§DE Couer I.ettel’ = ——————— —|
«DATA Cover Letter Datay| 1006 Broad way Avenue
San Jose, California 95125
Janvary 13, 1991
Ms. Lucy Moran

Personnel Director
Consolidated Grout.

778 Walton Avenue

San Francisco, CA 94555

Dear Ms. Moran:
In Jum.of th:s year, I will be graduating from Stanford University with a Bachelor's
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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 instruc-
tions in capital letters, but it does make them easier to recognize.

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 screen,
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 comes next.

& File Edit Format Font Document Utilities Window J
E=——————— Cover Letter De—ee—————

«DATA Cover Letter Datas| 1006 Broad way Avenue
San Jose, California 95125

January 13, 1991

Dear Ms. Moran:

In Ju.ne. of ﬂns year, I will t?e graduating from Stanfpnl Univqrsity with a Bachglpr‘s

Page 1~ [Normal+... ol

Press Delete to delete the selection.

You can now create merge fields for the employer’s name and address. The
merge fields will act as placeholders for the unique information that you want to
include in each letter. The example below shows how you will replace the
current name and address with merge fields that can be customized for each
letter.
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Creating Fields in Main Documents

Ms. Lucy Moran

Personnel Director 4m  the original address
Consolidated Grout

778 Walton Avenue fields created from
San Francisco, CA 94555 the original address

¥

«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. Lucy Moran” with the fields Contact Title, Contact 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. Leo Johnson” as a “Ms. Audrey Horne”.

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»

Your document should now look like this:
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® File Edit Format Font Document Utilities Window ]
EDE Cover Letter hhcea0F—m—————

«DATA Cover Letter Datas 1006 Broadway Avenue
San Jose, California 95125

January 13, 1991
«Contact Title» «Contact Firsts «Contact Lasty
«Contact Positiony
«Company Names»
¢«Company Streets
«Company Cityp, «Company Statey» «Company ZIP»
Dear Ms. Moran:

In June_of this year, I will be graduating from Stanford University with a Ba.chp}or's .

[Normal+...  Kj]

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.

Using the SET Each time you print a batch of customized letters, you'd like to have Word ask
Instruction you for the current date and use that date in every letter printed. The SET
instruction allows you to set the content 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.

To use the SET instruction, you first define the field that you would like to set.
Then, you insert the SET instruction itself «SET Date=? What is the Date?, which
has three parts:

e First, you type “SET” to tell Word that you'll be setting the value of a field
equal for all documents printed.

¢ Second, you type the name of the field that you'd like to set.

o 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.
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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:

? What 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.

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 insertion point.

Type “«SET Date=? What is the Date?»”.

This tells Word to ask “What is the Date?” each time that you print a set of cover
letters and resumes.

& File Edit Format Font Document Utilities Window 1
E(Ile=——————— Cover letter DD08n—————
«DATA Cover Letter Data» 1006 Broadway Avenue

San Jose, California 95125
«SET Date=? What is the Date?s| ¢Dates

«Contact Title» «Contact Firsts «Contact Lasts
«Contact Position»

«Company Name»

«Company Streety

«Company Citys, «Company State» «Company ZIP»

Dear Ms. Moran:

In June' of tms year, I will be graduvating from Stanford Ungrsity with a Bachelor's

[Normal+... " j]

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.
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Next, you'll change the greeting.

Select “Ms. Moran” from the greeting, then type “«Contact Title» «Contact
Last»”,

If you accidently deleted the colon (:), type another.

Read over the first paragraph.

You may have to scroll to see all of it.

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.

& File Edit Format Font Document Utilities Window 1
EfI=———————— Coverletter——r——————
¢«DATA Cover Letter Datas 1006 Broadway Avenue

San Jose, California 95125
«SET Date=? What is the Date?» ¢Date»

«Contact Titley «Contact Firsty «Contact Lasty
«Contact Position»

«Company Name»

¢«Company Streets

¢«Company City», «Company State» «Company ZIP»

Dear ¢Contact Titley «Contact Lasts:

In June of this year, I will be gradvating from Stanford University with a Bachelor's
degree in Science and Slavic Languages, and I am interested in obtaining a position with
your firm a3 a «Position» at your «Company Citys| facility.

Ever since my eaxly childhood, I have been fascinated by the grout industry and have
recognized Consolidated Grout as a leader in that industry. In addition, my coursevwork in
Science has given me a great deal of experience in laboratory settings.

I (T <

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.
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Select “grout” and type “«Product»” to replace it.

Certainly “Consolidated Grout” in this letter must be replaced by the field “Com-
pany Name”.

Select “Consolidated Grout”, then type “«Company Name»” to replace it.

& File Edit Format Font Document Utilities Window 1
ED% Cover letter=——F"—————[=
«DATA Cover Letter Datay 1006 Broadway Avenue E
San Jose, California 95125 .

«SET Date=? What is the Date?» «Datex

«Contact Titley «Contact Firsts «Contact Lasts
«Contact Position»

«Company Name»

«Company Streety

«Company City», «Company State» «Company ZIP»

Dear «Contact Titlex «Contact Lasts:

In June of this year, I will be gradvating from Stanford University with a Bachelor's
degree in Science and Slavic Languages, and I am interested in obtaining a position with
your firm as a «Positiony at your «Company Citys facility.

Ever since my eaxly chilihood, I have been fascinated by the «Producty industry and have
recognized «Company Names| as a leader in that industry. In addition, my coursework in
Science has given me a great deal of experience in laboratory settings.

“[Normal+... ]

Read the sentence starting with “ In addition, my coursework 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:

{F Job Type = “technical”

After the “IF” part, you insert the text that you would like to include if the condi-
tion 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.

ADVANCED MICROSOFT WORD



Finally, you type the «ENDIF instruction to mark the end of the instruction.

A Conditional Statement (and what it means)

f the job is technical, then print the following-
«[F Job Type="technical™In addition, my coursework in Science

has given me a great deal of experience in laboratory settings.

(ELSEDMy three years as head of the Stanford Slavic Languages

Society has given me experience in managing interpersonal

realtionships.

Or, if the job happens to be Continue printing
non-technical, print the following- the document.

You'll enter the IF...ELSE...ENDIF instruction now.

Use the mouse to set the insertion point between the first and second
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 Format Font Document Utilities Window 1
iEDE Couer Letter = = |
San Jose, California 95125

«SET Date=? What is the Date?» ¢Datep

¢Contact Titley «Contact Firsty «Contact Lasty
«Contact Positions

«Company Name»

«Company Streets

«Company City», «Company State» «Company ZIP»

Dear «Contact Titley «Contact Lasty:
In June of this year, I will be gradvating from Stanford University with a Bachelor's

degree in Science and Slavic Languages, and I am interested in obtaining a position with
your firm as a ¢«Positions at your «Company Citys facility.

Ever since my early childhood, I have been fascinated by the ¢Products induvstry and have
recognized «Company Name» as a leader in that industry. «IF Job Type="technical"sIn
addition, my coursework in Science has given me a great deal of experience in laboratory
settings.« ELSE»My three years as head of the Stanford Slavic Languages Society has
given me experience in mansging interpersonal relationships. «¢ENDIF»

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»”.

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 needs one piece of information. The name of the docu-
ment 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.
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[ File
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Close 8W

Save fAs...

Print Preview... 31

Print Merge...
Page Setup...
Print... 8P
Quit 380
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Hold down the Shift key, and press Enter to insert a page break.
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»”.

& File Edit Format Font Document Utilities Window ]
e rtoverietler ===

My resume is enclosed and provides additional details about my undergraduvate work and
extracurricular activities. I would appreciate the opportunity to meet with you to discuss
how my education and experience would be consistent with your needs. I 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,
Dale Cooper
enclosure
«INCLUDE Resumes|

Page 1

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, the
document named “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 multiple 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.
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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 Format Font Document Utilities Window 1
fee——m—m—— Resume 08— ———————

Dale Cooper

1006 Broadway Avenue
San Jose, Califomia 95125
[415) 898-0725

Objective To obtain & position as a technician with a leading grout
manufacturer.

Education Stanford University, Stanford, California.

91876191 B.A.8. degree in Science and Slavic Languages, with a

concentration in altemative food technologies. Extensive course
work in soy-food research, statistics, and plant biology.
Homnors: Phi Beta Kappa, Tau Delta Pi.

Experience President. Slavic Languages Society. Stanford University,
Stanford, California.

1189-Present Organized finances and coordinated group activities. Conceived,
designed, and managed first-ever Slavic. Translate-a-Thon. Tripled

1536 Chars Normal+...

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.

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»”.
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&€ File Edit Format Font Document Utilities Window J
@E Resume =——————=""1

Dale Cooper

1006 Broadway Avenue

San Jose, Califomia 95125

(415) 898-0725

Objective ¢Objectives

Education Stanford University, Stanford, California.

9187-6/191 B.A.S. degree in Science and Slavic Languages, witha
concentration in alternative food technologies. Extensive course
work in soy-food research, statistics, and plant biology.
Honors: Phi Beta Kappa, Tau Delta Pi.

Experience President. Slavic Languages Society. Stanford University,
Stanford , Califormia.

1/89-Present Organized finances and coordinated group activities. Conceived,
designed, and managed first-ever Slavic Translate-a-Thon. Tyipled
membership during tenure.
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