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Part A 

Overview of AppleWorks 

Part A of this book is a short introduction to the AppleWorks program. 
This program allows you to work with three different kinds of informa- 
tion: ordinary text, collections of data, and tables of numbers. 

Word processing Using the computer to work with ordinary text, 
such as letters, book reports, or term papers, is called word processing. 
The word processing part of AppleWorks helps you enter text into the 
computer, make corrections and additions to the text, and finally print 
it neatly on paper. Part B of this book is about the word processor pro- 
gram. 

Data bases Collections of data, such as telephone numbers, mail- 
ing lists, and library card catalogs, are often called data bases. Another 
part of AppleWorks helps you create data bases, make changes and 
additions, search for information, and finally print reports on paper. 
Data base use is the topic of Part C of this book. 

Spreadsheets A lot of human labor goes into tables of numbers, 
such as checkbooks, budgets, and expense records. Often, such tables 
are written by hand on large pieces of ruled paper called spreadsheets. 
The spreadsheet part of AppleWorks helps you create spreadsheets, do 
all the necessary arithmetic, make changes and corrections, and then 
print the tables on paper. Part D is devoted to this subject. 

Common features Each of these labor-saving computer applica- 
tions is different from the others, but they all have things in common. 
In every case, you must start the computer with AppleWorks, learn to 
give commands, enter information into the computer, save and recall 

information on disks, and the like. Part A is an introduction to these 

common features of all three applications. You will use everything you 
learn here again and again throughout this book. 

= 
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Application Programs 
SESSION GOALS: « Know the role of hardware and software in a computer 

system. 

e Know the difference between a general-purpose 

programming language and an application language. 

¢ Understand the purpose of word processor, data base, 

and spreadsheet software. 
e Know what a computer file is. 

Hardware and Software 

When you look at any computer system, you see boxes containing wires, 

switches, electrical circuits, motors, monitors, and hundreds of other 
parts. These parts, known as hardware, go together to make up the 
machine we call a computer. This amazing machine, however, can do 
nothing by itself. No matter how fancy the hardware, a computer does 
nothing on its own. It needs someone to give it instructions. 

The role of the program All computers are designed to do one 
thing and one thing only: to carry out instructions. Some person must 
write these instructions as a computer program—a set'6f instructions 
in a form the computer can understand. (Programs are also called 
software.) The program must say exactly what the computer is to do, 
since the computer itself has no imagination or understanding. 

Differences among applications The same computer hardware 

may be applied in thousands of different ways. It can compute the orbit 
of a spacecraft, find the shortest path for a traveling salesperson to 
take, search through a mailing list, help with writing tasks, do compli- 
cated arithmetic, and play games. The one thing that makes all these 
applications different from one another is the program that the com- 
puter happens to be running. If you change the software, the applica- 
tion changes. 

Computer Languages 
The purpose of learning about computers is to become computer 
literate. This means more than just knowing facts about computers. It 
also means gaining new skills that allow you to use the computer to 
solve problems. In short, you are computer literate if you can tell the 
computer to do the things you want it to do. 

Literacy and language ‘To be able to tell the computer what to do, 
you must know a language. You must be able to use this language to 
express your ideas and give your instructions to the computer. There 
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are two main types of computer programming languages. General- 
purpose programming languages allow you to instruct the computer 
to do anything it is capable of. Application languages are much more 
limited, but they make it easy for you to use the computer for a single 
application. 

Programming languages Logo, BASIC, and Pascal are examples 
of general-purpose programming languages. Using any one of them, a 
programmer can create all the software mentioned earlier: software for 
computing satellite orbits, solving business problems, playing games, 
and thousands of other activities. In fact, the software you will be using 
in the coming weeks was written in a general-purpose programming 
language. 

Application languages Programs for es tout aie data 
bases, and working with spreadsheets also require the user of the pro- 
grams to know a language. These specialized languages are examples of 
application languages. To change a word you entered into a word proc- 
essor, you must know what command to give. To search for information 
in a data base, you must know the right command. To add numbers on a 
spreadsheet, you must enter the correct instruction. 

An important difference Each application language is made up of 
commands and instructions. This is also true of general-purpose pro- 
gramming languages. But there is an important difference. The com- 
mands and instructions of an application language only make sense for 
that one application. For example, you cannot use a spreadsheet lan- 
guage to write a program that tells the computer to draw a picture or 
play music. But you can use a general-purpose programming language 
to do those things, as well as to create the spreadsheet program itself. 

Application Programs in This Book 

Throughout the rest of this book, you will be using three application 
programs. First, you will learn the special application language for 
each program. Then you will use those commands and instructions to 
tell the computer what you want done. Each of these application pro- 
grams is part of a software package called AppleWorks. 

Word processing The first application helps you with the job of 
writing letters, papers, lab reports, and the like. All these jobs deal with 
words on paper, so this task is called word processing. You will learn 
how to enter words into the computer and use the computer to correct 
errors and make changes. You will also learn how to move a whole 
sentence or paragraph from one place to another. Then you will find out 
how to tell the computer to make an exact printed copy of the finished 
piece of writing. Last, you will use these tools to carry out a few writing 
projects of your own. 
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Data bases The second application helps you with the job of orga- 

nizing a collection of information and searching through it. Such collec- 

tions of information are called data bases. You will learn how to enter 

your information into a computer data base. You will find out how to 

make corrections and changes in the data. You will discover how to tell 

the computer to search the data base for a particular piece of informa- 

tion. Then you will learn how to have the computer print a report based 

on the information in the data base. Last, you will use these tools to 

create a data base of your own. 

Spreadsheets The third application helps you with the job of 

working with tables of numbers, called spreadsheets. You will find out 

how to enter numbers into the spreadsheet, how to fix errors, and how 

to make changes. You will learn how to add a whole column of numbers 

automatically. Then you will discover ways to have the computer move 

a row or column of numbers from one place to another. You will learn 

how to get a printed version of a spreadsheet. Last, you will use these 

tools to make a spreadsheet of your own. 

Working with Files 

If you walk into the office at your school, or into any business office, you 
will see file cabinets. Each drawer in the cabinet contains information, 
but it is not just stuffed in at random. Instead, the information is orga- 
nized by subject into groups of pages. Each group is in a separate ma- 
nila file folder. Finding information begins by locating the proper file 
folder, bringing it to a desk, and then working through the information 
in the file. 

Computer files In the same way, information in a computer sys- 
tem is also stored in files. These files are not manila folders, of course, 
but they serve the same purpose: to hold a set of information of the 
same kind. Nor are there file cabinets in a computer system. Instead, 
computer files are stored on thin plastic disks covered with a magnetic 
layer. Information is written on the disk by putting patterns in the 
outer magnetic layer. The computer reads the information in exactly 
the same way that a videotape player gets information from a video- 
tape. 

The computer desktop To work with an ordinary file, you must 
first take it from its file drawer and bring it to your desk. In the same 
way, to work with a computer file, you must first take it from the disk 
and bring it into the computer. To remind you of this similarity, the 
AppleWorks command for bringing a disk file into the computer’s mem- 
ory is Add files to the Desktop. 

Saving the file Once a file is on the Desktop—that is, in the com- 
puter’s memory—you can look at the contents of the file and add or 
remove information from the file. When you finish work on an ordinary 
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file, you must take it from your desktop and put it back in its file 
drawer. In the same way, when you finish work on a computer file, you 
must take it from the computer’s memory and put it back on the disk. 
As you might guess, the AppleWorks command for this is Save Desk - 
top files to disk. 

Session 2 In the next session, you will be at the computer. First, 
you will start the computer, load the AppleWorks software, and run it. 
Then you will spend the rest of your time learning the commands for 
handling computer files. You will use these file commands again and 
again, whether you are doing word processing, searching a data base, or 
creating a spreadsheet. 

- QUESTIGNS 
4. ‘What does the term ‘ eupiir hardware” mean? 

2. What is a computer program? | 

3. What allows the same computer to be used for several differ- 
ent applications? — 

4. What does it mean to be A iubuier literate? 

5. Why does a computer-literate person need to know a com- 
puter language? 

6. What is the difference between a general-purpose program- 
ming language and an application language? 

7. What three application programs will you learn about in this 
book? 

What is a computer file? 

9. Where are computer files usually sioed 

40. What must you do with a computer file before you can work 
_ with the information in the file? 

44. What must you do with a computer file after you have fin- 
ished working on the information in the file? 

o> 
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= Getting Started 
SESSION GOALS: « Start the computer with AppleWorks. 

e Give menu commands. 
¢ Create a new file and enter information into it. 

° Save a file on a disk and move a file from a disk into 

memory. 
¢ See a disk directory, delete a file from a disk, and delete 

a file from memory. 
* Leave AppleWorks and switch the computer off. 

: Starting AppleWorks i S . 
You may have separate incteictions for starting your Avele ( om: - 
puter system. If so, follow those i instructions. If not, follow ul a ine 

: oo elew: ce 

= How to Start Your Computer with AppleWorks 

This session, like all other even-numbered sessions, is a hands-on activ- 
ity. You should be seated at the computer and ready to carry out the 
steps given below. 

Before doing anything else, take a close look at your computer sys- 
tem hardware. It has three important parts. The main unit has a 
keyboard like the one on a typewriter. Hither to one side or on top of 
the main unit is a display screen called a monitor. A TV set may be 
used as a monitor. Your system also has a disk drive either in the main 

unit or in a separate cabinet. The drive is behind a long horizontal slot 
covered by a latch. In a moment, you will be putting a disk into this slot. 
(If your computer has two drives, you will use the one labeled Drive 1.) 

Step 1. Be sure the monitor or TV set is turned on. If there is a volume 
control, turn it down. 

Step 2. Put the key in the up position. The key is at the 
lower left corner of the keyboard. 

Step 3. Insert the disk labeled ‘AppleWorks Startup” into the disk 
drive. Follow the instructions below: 

1. Open the latch in front of the disk drive slot. 

2. Hold the disk with your thumb on the label, label side up. 

3. Gently slide the disk all the way into the slot. 

4, Close the latch slowly and tightly. 
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There are two ways to carry out the next step. Use step 4a if the com- 
puter power is switched off. Use step 4b if the power is already on. 

Step 4a. If the computer’s power light is off, just turn the power switch 
on. Otherwise, go to step 4b. 

The power switch is at the left rear of the computer. After you switch it 
on, the power light on the main unit will come on. 

Step 4b. If the computer is already switched on, follow the instruc- 
tions below: 

1. Hold down the key. It is at the left end of the keyboard. 

2. While the key is down, hold down the key just left of 
the spacebar. Use your left hand to hold down both keys. 

3. While both keys are down, tap the key. On the Apple Ile, 
this key is at the upper right corner of the keyboard. On the IIc, 
it is at the left above the keyboard. 

4. Release all keys that you are holding down. 

Whether you use step 4a or step 4b, the disk drive’s red light will come 
on now. This tells you that the computer is reading the first part of the 
AppleWorks program from the disk into memory. When the disk drive 
light goes out, your screen should look like this: 

IM 
~ AppleWorks 

Integrated Software 

_ By Rupert Lissner and Apple Computer, Inc. 
Copyright Apple Computer 1983 V1.1 USA 

Place the AppleWorks Program disk in Drive 1 and press Return 55K Avail. 
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The flashing rectangle at the bottom of the screen is called the cursor. 

Its purpose is to call your attention to the instructions printed there. 

These instructions lead to step 5. 

Step 5. Remove the disk from the drive. Follow the directions in step 

3, but this time insert the disk labeled “AppleWorks Program.” Be 

sure to close the disk drive latch slowly. 

Step 6. Tap the key at the right end of the keyboard. 

Now the computer reads the final part of the AppleWorks program from 
the disk you just inserted. When the disk drive light goes out, your 

screen should look similar to this: 

_ Files: None | GETTINGSTARTED 

‘The date must be 1983 or later, 
_and in this form: 3/20/84 

Type today's date or press Return: 9/15/85 . 2 55K Avalr 

As before, the flashing cursor is at the bottom line, calling attention to 
the instructions there. 

Step 7. Type today’s date in the form shown. Use the spacebar to 
remove any extra numbers. 

If you make a typing error, you can use the key to erase charac- 
ters. The computer adds the date to any information you save on your 
disk. 

Step 8. Tap the key. 
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The computer writes your new date on the disk. Then your screen 
should change to look like this: 

Disk: Drive1 = = == MAINMENU 

Main Menu 

_ Add files to the Desktop 

. Work with one of the files on the Desktop 

: ‘Save Desktop files to disk . 

: Remove files from the Desktop 

. Other Activities : 

. Quit — 

Type number, or use arrows, then press Return &-? for Help 

This screen is called the Main Menu. When you see the Main Menu, 
you know you have started AppleWorks correctly. Now you are ready to 
start using the AppleWorks program. 

<= 1. When you start AppleWorks, which disk should be in the drive first? I 

er Hl) 

Selecting Menu Commands 

2. After you enter the date, what menu appears on the screen next? 

If you have used a computer before to write programs, you probably 
gave the computer commands by typing the name of the command on 
the keyboard and then pressing the key. To use AppleWorks, 
you also need to give commands, but you do it differently. 

Many AppleWorks commands are contained on menus. You give a 
menu command by selecting a menu item and then pressing the 

key. Whenever a menu item is selected, it is highlighted—the 

letters appear as black against a bright rectangle. At the present time, 
item 1 on the Main Menu is selected. 

Read the bottom line on the screen. 

Tap the (4) key. 

2 * Getting Started 9 
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You have just selected menu item 4. 

Tap the key. 

Now menu item 5 is selected. 

Tap the key twice. 

Menu item 3 is selected. 

Tap the key until the last item on the menu is selected. 

Tap the key once more. 

This wraparound effect is a quick way to get from the bottom of a menu 

to the top. Similarly, the key takes you from the top menu item to 

the bottom one. | 

3. How to you know which command in a menu is selected? 

4. How do you select a different menu command? 

Giving Menu Commands 

So far, you have seen how to select a command on a menu. Next, you 
will see how to give the command that you have selected. 

If item 1 on the menu is not highlighted, select it now. 

Tap the key. 

That is all it takes to give a menu command once you have selected it. 
In this case, the command was to Add files to the Desktor. The 
effect of this command is to show a new menu. Your screen should look 
like the one on page 11. 
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Disk: Drivat ADD FILES Escape: Main Menu 

Main Menu a 

Add Files 

Get files from: - 

1. The current disk: Drive 1 
2D different disk 

Make a new file for the: 

es e] Word Processor 

enpressRetun ++ +~+~—«*SBK Ava, 

The new Add Files menu appears. The top item on the new menu is 
already selected. You select other menu items on the new menu just as 
you did on the Main Menu. This is true for all AppleWorks menus. 

Without tapping the key, use the number keys and arrow keys 
to practice selecting menu commands. 

5. How do you give a menu command? 

6. What does the Add files command on the Main Menu do? 

Changing Your Mind 

You are now looking at the five possible commands on the Add Files 
menu. Suppose that you do not want to give any of these commands. 
Instead, you want to get back to the Main Menu and do something else. 

Read the top line on the screen. 

The last part of the line says Escare: Main Menu. 

Tap the key at the upper left corner of the keyboard. 

The key is known as the escape key. In AppleWorks, you go from 
the current menu to the previous menu when you tap this key. That is 
why you are now back at the Main Menu. 
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Read the top line on the screen. 

Tap the key. 

The beep reminds you that the key you pressed has no meaning here. In 

this case, there is no previous menu. You can go only forward from the 

Main Menu. 

Select menu item 5 and press (RETURN). 

You have now given the Other Activities command. This com- 

mand causes a new menu to appear. 

Tap the key. 

Now you are back at the Main Menu. 

Give the Quit command, and then use the key to return to the 

Main Menu. 

These exercises show you how to give a menu command and how to 

change your mind and go back to the previous menu. 

7. How do you get back to a previous menu in AppleWorks? 

8. What happens if you tap the key while at the Main Menu? 

Entering Information into the Computer 

The purpose of AppleWorks is to help you enter information into the 
computer and then work with that information. The information is 
stored in blocks called files. The first four commands on the Main Menu 
tell the computer to do something to or with these files. 

Read command 2 on the Main Menu. 

This command tells the computer that you want to work with a file that 
is on the Desktop. When there is a file of information in the computer’s 
memory, the file is said to be on the Desktop. 

Give command 2 on the Main Menu. 

The message in the middle of the screen tells you that there are no files 
on the Desktop. Let us create one. 

Go back to the Main Menu and give command 1. 

You have seen the Add Files menu before. The first two commands tell 
the computer to get files that are stored on a disk. The last three com- 
mands tell the computer to create a new file. These three commands 
show that the new file can be a word processor file, a data base file, or a 
spreadsheet file. Begin with the word processor file. 

Tell the computer to create a new word processor file. 
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A third menu is now on the screen. The new menu asks whether you 
want to make the new file from scratch or from an existing text file. 
From scratch means that you want a new file with nothing in it. 

Give menu command 1 to create a new file From scratch. 

At this point, your screen should look like this: 

Disk: Drive1 ++ += WORDPROCESSOR —_E scape: Add files 

Main Menu 

_ Add Files 

Word Processor _ 

Make a new file: 

--> From scratch 

2. From a text (ASCIl) file 
* 

Type a name for this new file: 55K Avail. 

Type the name MyText. Use the key to erase mistakes. 

When the name is correct, tap (RETURN). 
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When you finish, the screen should look like. this: 

File: MyText -- REVIEW/ADD/CHANGE. Escape: Main Menu 
= ee oe | ee — 2 w= [eens |oses| sece| sxc | scen|ssos [snes |=s==] === 

Sses= |[==== mess|ss2s|sse=|=so=|=ss=|se==|===5|ss==| === =o soso 

Type entry or use 6 commands Line 1 Column 1 6~-? for Help 

There are no menus here. Instead, you have reached a screen with 
REVIEW/ADD/CHANGE at the top. Any time you see this label at the 

top of a screen, the computer is waiting for you to enter information. 

Read the prompt line at the bottom of the screen. 

The computer tells you either to type an entry or use Open-Apple 
commands. (You will learn about Open-Apple commands later.) What- 
ever you type now will be stored in the file named My Text. 

Type the sentence below. Use the key to erase any mistakes. 

IT amusing a computer to type this sentence, 

As you type each letter, the cursor moves to the right, and the column 
number at the bottom of the screen changes. 

Tap the key twice. 

You are now at line 3, column 1. 

Type your name. 

You could go on adding hundreds or thousands of words to this file. 
However, you can use this small file to learn how to save the informa- 
tion on your disk and get it back. 
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9. If you are at the Main Menu, what steps are necessary to create a 
new word processor file? 

10. What screen allows you to enter information into a file? 

= Saving Files 

At the present time, the file you have created is in the computer’s mem- 
ory. If you turned off the power to the computer, the information would 
be lost. To put a copy of the file on your disk you need to use a command 
on the Main Menu. 

Read the message at the upper right corner of the screen. Then tap 
the key. 

You are now back at the Main Menu. You may be wondering if you lost 
the information you entered. 

Again, read the message at the upper right corner of the screen. Then 
tap the key. 

Nothing is lost. You can use the key to toggle back and forth 
between the REVIEW/ADD/CHANGE screen and the Main Menu. 

Go back to the Main Menu. 

The third command is the one you need to move a copy of your file to 
your disk. 

Give command 3 on the Main Menu. 

2+ Getting Started 15 



The result is the Save Files menu, which looks like this: 

Disk: Drive 1 SAVE FILES Escape: Main Menu 
_.. 

Save Files 
Name Status Document type Size 

MyText New Word Processor 1K 

ie 

Use Right Arrow to choose files, Left Arrow to undo 55K Avail. 

My Text is the only file now on the Desktop, so it is the only name that 
appears on the Save Files menu. Since the file name is highlighted, you 
need only tap to tell the computer you want the file saved. 

Tap the key. 

Now there is a third menu on the screen shown on page 17: 
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Disk: Drive 1 "MYTEXT" Escape: Save Files 

Main Menu 

Save Files 

"MyText" — 

You created this file 

1. Save the file on the current disk 

2. First change to a different disk or directory 

Type number, or use arrows, then press Return 55K Avail. 

We will assume that you have only one disk drive. (If you have two 
disk drives or are using a network, you may have separate instruc- 
tions for what to do now.) 

Command 1 may not look like the right choice, but it is. You will see 
why in a minute. 

Give command 1. Then read the bottom line on the screen. 

As usual, the message at the bottom of the screen tells you what to do. 

Remove the AppleWorks Program Disk from the drive and insert your 
Computer Applications DATA Disk. Then tap (ReturN). 

The red disk drive light comes on, showing that the computer is saving 
a copy of the file My Text on the disk. The original version of the file is 
still in the computer’s memory. After the file is saved, the computer 
returns to the Main Menu. 

11. Which menu contains the Save files command? 

12. What does saving a file mean? 

2 « Getting Started 47 



18 

Bl Ny, 

I I 

i Hy 

13. Where on the screen does the computer prompt you about what to 

do next? 

14. After you save a file, it is on your disk. Where else is it? 

Looking at a Disk Directory 

If you have used the computer to write programs, you have probably 
used a command such as CATALOG or DIR to see a list of files on a disk. 
Such a list is called a disk directory. You can also see a directory of 
AppleWorks files on your Computer Applications DATA Disk. The di- 
rectory command is on a menu. 

Give the Other Activities command on the Main Menu. 

Give the List all files command on the Other Activities menu. 

That causes a list of files on the current disk to be displayed. You should 
see the name My Text in the list. Notice that the type of the file is Ho rd 
Processor and that its size is 1K, which stands for 1024 characters. 

Even though you did not type this many characters, the smallest possi- 
ble file size is ik. Last, notice that the date is the same one you entered 
when you started AppleWorks. 

Tap twice to get back to the Main Menu. 

15. Which menu contains the command for showing the directory of a 
disk? 

16. What information about a file does a disk directory contain? 

Clearing the Desktop 

Although you saved a copy of file My Text on your disk, the original is 
still on the Desktop—that is, it is still in the computer’s memory. There 
is no harm in leaving a file on the Desktop, but it can be confusing when 

there are too many files there. It is always a good idea to remove a file 
from the Desktop as soon as you are finished working with it. 

Give the Remove files command on the Main Menu. 

A menu is displayed, showing you all files on the Desktop. You have 
only one, and it is already selected. If there were several files on the 
Desktop, you could select one or more of them to be removed. 

Tap (RETURN). 

The file is removed from the Desktop, and you are returned to the Main 
Menu. You can easily confirm that the Desktop is now cleared. 

Give the Work with files command on the Main Menu. 
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The boxed message at the center of the screen tells you that the Desktop 
is cleared. 

Go back to the Main Menu. 

17. What menu contains the command for removing a file from the 
Desktop? 

18. What does it mean to remove a file from the Desktop? 

Getting a File from a Disk 

The file My Text that you created is no longer on the Desktop, but a 
copy is still on your disk. If you have used a computer before, you may 
have typed a command such as LOAD or GET to move a copy of a file 
from a disk into the computer’s memory. AppleWorks has a menu com- 
mand to do the same thing. 

Give the Add files command on the Main Menu. 

Give command 1 on the Add Files menu. 

Follow the instructions as they appear at the bottom of the screen. 
When prompted, swap disks until you see a directory on the screen. 

The AppleWorks files menu shows you a directory of all the files on 
your disk. For now, ignore the prompt at the bottom of the screen. 

Use the key to select My Text. Then tap (RETURN). 

The red disk drive light comes on, telling you that the computer is 
moving a copy of My Text onto the Desktop. When the move is com- 
plete, you see the REVIEW/ADD/CHANGE screen and the contents of 
file My Text that you entered earlier in this session. If you wished, you 
could now add, change, or delete information from this file and then 

save the new version back on the disk. You will learn more about these 
things in Session 4. 

19. What steps are necessary to move a copy of a file from your disk 
into the computer’s memory? 

20. If you need to swap disks, where do the instructions appear on the 
screen? 

Removing a File from the Disk 

Once again, identical copies of file My Tex t appear in two places: on the 
Desktop and on your disk. You will see next how to remove the copy on 
the disk. 

Go back to the Main Menu. 
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Give the Other Activities command on the Main Menu. 

Give the Delete files command on the Other Activities menu. 

Once again, you see the directory of your disk. The computer is waiting 

for you to select the file you wish to delete. 

Select MyText and tap (RETURN). 

At the bottom of the screen, the computer asks if you really want to do 

this. If you tap (Y), the file will be erased permanently from the disk. 

Tap the key to confirm that you do want to delete the file. 

The red disk drive light comes on as the computer erases file My Text 

from the disk. After that, AppleWorks returns to the Other Activities 

menu. 

Give the List all files command on the Other Activities menu. 

The new directory shows that file My Text is no longer on the disk. 

Tap twice to get back to the Main Menu. 

Give command 2 on the Main Menu. 

That returns you directly to the REVIEW/ADD/CHANGE screen. Are 
you surprised to see the copy of file My Text still on the Desktop? The 
disk copy is gone, but the Desktop copy is still in the computer’s mem- 
ory. If necessary, you could save a copy of My Text on the disk again. 

21. What menu contains the command for deleting a file from a disk? 

22. What does it mean to delete a file from a disk? 

Quitting AppleWorks 

In this session you have done all of the things you will be doing again 
and again when using AppleWorks. Now it is time to learn how to leave 
AppleWorks in an orderly way. The first step is to clear the Desktop of 
all files. 

Return to the Main Menu. 

Give the Remove files command on the Main Menu. 

The only file on the Desktop should be My Text, and it should already 
be selected. 

Tap (RETURN). 

If you have changed a file since you last saved it, the computer will ask 
you what you want to do with the new version. 
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If prompted, tell the computer to throw away the changes in file 
MyText. 

That clears the Desktop. (If you had several files on the Desktop, you 
could remove each one the same way.) 

Give the Quit command on the Main Menu. 

The prompt at the bottom of the screen asks you if you really mean 
what you said. If you had selected the 9uit command by accident, you 
could change your mind at this point. 

Tap the key to confirm that you do want to quit. 

If you are using one drive, you will be prompted to swap your Computer 
Applications DATA Disk with the AppleWorks Program Disk. 

If necessary, swap disks and tap (RETURN). 

The ENTER PREFIX message at the top of the screen means that the 
AppleWorks program is no longer running in the computer. 

Remove the AppleWorks Program Disk from the drive. Return it and 
the AppleWorks Startup Disk to their proper location. 

Take your Computer Applications DATA Disk with you. 

When you leave the computer, it is a good idea to leave the computer on 
if someone else will be using it within an hour or so. You should, how- 
ever, turn down the brightness control on the monitor or TV screen. 
This precaution extends the life of the screen. 

23. What steps should you follow when quitting AppleWorks? 

24. Why does the computer ask you if you really want to quit? aseiaied y 

a 

i 

If you have time: GIN YOUR OININ 

= Practice restarting the computer with AppleWorks and quitting Ap- 
pleWorks. 

= Restart AppleWorks. Use the Add files command on the Main 
Menu to look at other files on your Computer Applications DATA 
Disk. When you are through looking at each file, remove it from the 
Desktop. Do not use the Save Desktop command. 

= Create a new word processor file. Give it any name you choose. Enter 
any information you want into the file. Practice saving the file on 
your disk, looking at the disk directory, deleting the file from the 
disk, and removing the file from the Desktop. 

When you finish these activities, be sure to quit AppleWorks as 
shown earlier. 

2 * Getting Started 21 



22 

=a 

_ The AppleWorks 
Package 
SESSION GOALS: ¢ Understand where information is stored in a computer 

system. 
¢ Review the steps for starting and quitting AppleWorks. 
¢ Review the steps for creating, saving, loading, and 

deleting files. 

Where Is the Information? 

Working with computers is working with information. Whenever you 
do any computer work, it is important to know exactly where the infor- 
mation is. Is it on the disk? Is it in the computer’s memory? Is it both 
places? Is it neither place? Not knowing the answer to these questions 
is the main cause of confusion and lost information. 

Files In AppleWorks, information is grouped together into units 
called files, as you saw earlier. A letter you write can be in one file, a 
book report in another file, and an arithmetic table in a third file. The 
AppleWorks program moves a whole file at a time between the disk and 
the memory of the computer. Therefore, knowing where your informa- 
tion is means knowing where your files are. 

Disk files It is easy to find out what files are on a disk. You simply 
ask AppleWorks to show you the disk directory. (See page 26 for the 
steps.) If the name of the file you are interested in is in the directory, 
the file is safely on the disk. The information in a disk file remains 
there after you switch the computer power off. 

Files in memory The other place a file can be is in the computer’s 
memory. Such a file is not as safe as one on a disk. When electrical 
power is switched off, everything in memory is erased. 

The Desktop When a file is in the memory of the computer, it is 

said to be on the AppleWorks Desktop. You can see what files are in 
memory by going to the Main Menu and giving any command that 
refers to the Desktop. The first thing the computer will do is display a 
list of the names of all files in memory. After that, you can use the 
key to cancel the command. 

Loading a file into memory When you use the steps on page 26 to 
get a file from the disk, the file itself is not moved. Instead, the com- 
puter makes a copy of the disk file and puts the copy in memory (on the 
Desktop). The original remains safely on the disk. The only way to 
remove the file from the disk is by using the Delete files command 
on the Other Activities menu. 
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Saving a file on the disk This works the same way. When you save 
a file, the computer makes a copy of the file in memory and writes the 
copy on the disk. The original is still in memory. The only way to re- 
move a file from memory (except for switching the power off) is by using 
the Remove files from the Desk tor command on the Main Menu. 

More than one file in memory If you have used a computer for 
programming, you probably were unable to have more than one file in 
memory at the same time. Each new file erased the old one. This is not 
true of AppleWorks. Adding a new file has no effect on files already in 
memory. You will not be using this feature of AppleWorks in these 
sessions. However, you should know about the feature in case you acci- 
dentally add a file to the Desktop before removing an old one. 

Starting the Computer with AppleWorks 

In Session 2, you learned the main things you need to know to use the 
AppleWorks program. Now is a good time to review what you did. These 
pages will be a good place to return to when you want a quick reminder 
of the steps needed to perform a common task. 

The parts of the computer system The computer you used has 
three main hardware parts. The main unit contains a keyboard and 
most of the electrical circuits. The computer’s memory is in the main 
unit. The monitor shows information coming from the computer. The 
disk drive holds the thin plastic disks that the computer uses to store 
information. All these parts make up the complete computer system. 

The AppleWorks disks As you learned in Session 1, no computer 
system works without a program, which is a set of instructions to tell 
the computer exactly what to do. AppleWorks comes in two main pieces. 
The first part is on the AppleWorks Startup Disk, and the second part is 
on the AppleWorks Program Disk. To start using AppleWorks, you first 
had to load both parts of the AppleWorks software into your computer’s 
memory. 

Starting the computer You start the computer with AppleWorks 
by carrying out these steps: 

1. Turn on the monitor. 

2. Put the AppleWorks Startup Disk in the drive. 

3. Either switch the power on or type the (CONTROL [6] RESET ) key 
combination. 

4. Follow the instructions on the screen to insert the AppleWorks 
Program Disk in the drive. Then tap (RETURN). 

5. Follow the instructions on the screen to type today’s date. Then 
tap CRETURN ). 
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These steps cause the computer to place the AppleWorks program in its 

memory and to start the program running. From then until the end of 

the session, AppleWorks is in charge of your computer. 

= The Main Menu 

After starting AppleWorks, the first thing you see is the Main Menu. It 

looks like this: 

Disk: Drive1 MAIN MENU 

Main Menu 

. Add files to the Desktop 

. Work with one of the files on the Desktop 

Save Desktop files to disk 

Remove files from the Desktop 

. Other Activities 

. Quit 

en LLC CL LL CALLAO LEA LR A ttle ten eter eeerernereetttttammasssiicieee, 

Type number, or use arrows, then press Return &-? for Help 

Information on the screen Whenever you are confused, always 
look at the top and bottom lines of the screen before doing anything 
else. The top line always tells where you are in AppleWorks. (It may 
also tell you where you will be if you tap the key.) The bottom 
screen line tells what needs to be done next. For example, the message 
at the bottom of the Main Menu tells you how to enter a command. 

Menu commands The Main Menu is a list of six commands that 
you can give to the computer. If you have written programs on a com- 
puter, you probably gave commands by typing the name of the com- 
mand. AppleWorks commands are different. You give an AppleWorks 
command by first selecting it from a menu and then tapping the 
key. You select a command by typing its number or by using the arrow 
keys to move down or up the menu. Selected commands always appear 
highlighted, that is, in black type on a bright background. You can 
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change your mind about most commands, even after tapping (RETURN), by 
tapping the key. 

# Working with Files 

The purpose of AppleWorks is to help you enter information into the 
computer and work with it. A single block of information is called a file. 
Here are the steps you use to create a new word processor file: 

1. Give the Add files command on the Main Menu. 

2. Give the Ho rd Processor command on the Add files menu. 

3. Give the From scratch command from the Word Processor 

menu. 

4. Type a name for the file and tap (RETURN). 

The REVIEW/ADD/CHANGE screen As soon as you create the new 
file, the computer shows you the REVIEW/ADD/CHANGE screen. It 
looks like this: 

File: MyText _ ae REVIEW/ADD/CHANGE Escape: Main Menu 

: Type entry or use & commands line 1 Column 9 4-2 for Help 

This is a very important screen. In AppleWorks, whenever you are en- 
tering or working with information, you will be at a REVIEW/ADD/ 
CHANGE screen. Most of your time at the computer will be spent at a 
screen similar to this. 
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Entering information For a new file, most of the REVIEW/ADD/ 

CHANGE screen is blank, since the file is empty. You enter informa- 

tion simply by typing it on the keyboard. As you type each letter, it 

appears on the screen at the location of the flashing cursor. You can fix 

typing errors with the key. 
Saving the file After entering the information into your file, you 

save it by using these steps: 

. Tap to return to the Main Menu. 

. Give the Save Desktor command on the Main Menu. 

. Select the name of the file to be saved and tap (RETURN). 

. Give the command saying that you want the file to be saved on 
the current disk. 

5. When prompted, swap your Computer Applications DATA Disk 
with the AppleWorks Program Disk in the drive. Then tap 

(RETURN ). 

The disk directory The disk directory is the place on the disk that 
contains information about all files on the disk. You look at your disk 
directory by using these steps: 

1. Go to the Main Menu. 

2. Give the Other Activities command. 

me WwW DN FH 

3. Give the List all files command. 

The directory display shows the name, type, size, and date of each file 
on your disk. When you start the computer with AppleWorks, you type 
today’s date. That’s how the computer knows what date to use when you 
save a file. 

The Other Activities menu The most frequently used commands 
are on the Main Menu. The next-to-last command there causes the 
Other Activities menu to appear. You can think of this menu as an 
extension of the Main Menu. You will use the Other Activities menu for 
only two purposes: looking at a disk directory and deleting a disk file. 

Getting a file from the disk To work with information already 
stored on a disk, you must get its file back into the computer’s memory. 
You use these steps to load a file into the computer: 

1. Go to the Main Menu. 

2. Give the Add files command. 

3. Give the From the current disk command. 
4. From the directory that appears, select the name of the file you 

want loaded. Then tap (RETURN). 

The result is that you see the REVIEW/ADD/CHANGE screen. It con- 
tains part or all of the information in the file you loaded. 
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Deleting a file from a disk When a file is no longer needed, you will 
want to remove it from the disk. You do this by following these steps: 

Ly 

. Give the Other Activities command. 

o fF W LD 

Go to the Main Menu. 

. Give the Delete files command. 

. Select the name of the file to be removed. Then tap (RETURN). 

. Tap the (Y) key to confirm that you really do want the file to be 
removed. 

The last step is a nice example of friendliness in using this program. 
The writer of this program knew that deleting a disk file is permanent. 
There is no way to get a deleted file back. So the writer had the program 
pause and ask you to make certain that the selected file should really 
disappear from the disk. This pause gives you a chance to change your 
mind before any damage is done. 

Quitting AppleWorks In Session 2, your last activity at the com- 
puter was to make an orderly exit from the AppleWorks program. Here 
are the steps you follow: 

Ip 

2. 

a oF Pf & 

Go to the, Main Menu. 

Give the Remove files command and remove any files on the 
Desktop. 

. Give the 9uit command on the Main Menu. 

. Tap the key to confirm that you really want to quit. 

. Remove the disk from the drive. 

. Switch the power off or turn down the brightness of the monitor 
or TV screen. 

— QUESTIONS 
4 Wh it are the three main parts of your computer system? 
2. Where is the AppleWorks: software stored? 
3 What i is the purpose of putting t the oe software into 
3) the computer and running it? | : 

_ WE hen you start the computer, you are asked to enter the date. 
w does AppleWorks make use of the date? 
ch key i is always used to give a menu command? 

; ee) 7 usually cancels the previous menu command you 

oe Bane 

a Ni) 
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- 42. 

43. 

«44. 

45. 

16. 

47. 

40. 
i. 

If you are at the Main Menu and want to create a new file, 

what is the first command you must give? 

What does the top line on an AppleWorks screen tell you? 

What does the bottom line on an AppleWorks screen tell you? 

On which screen do you enter new information into a file? © 

_If you are entering information into a file and decide to save 
the file on your disk, what is the first key you should tap? 

Suppose you have just finished saving a file on the disk. 
Where else is the file? 

What does it mean to say that a file is on the Desktop in 

AppleWorks? 

What is a disk directory? 

What command displays the disk ee What menu is 
_ the command on? 

Suppose you have just loaded a file into memory from a disk. 
Then by accident, you switch the power off. Does the file still 
exist anywhere? If so, where? 

_ Suppose you have just saved a file on your disk. Then by acci- 
dent, you delete the file from the disk. Does the file still exist 
anywhere? If so, where? 
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Part A REVIEW 

=» Menu Commands 

Add files A Main Menu command for duplicating a disk file onto the 
Desktop or for creating new files from scratch. 

Delete files An Other Activities menu command for erasing a file per- 
manently from a disk. 

List all filles An Other Activities menu command for displaying the di- 
rectory of files on a disk. 

Other Activities A Main Menu command that extends the list of com- 
mands available. The new commands appear on a menu headed 
Other Activities. 

Quit A Main Menu command for quitting AppleWorks. 
Remove files A Main Menu command for erasing the copy of a file in 

the computer’s memory. The disk copy, if any, is not affected. 
Save Desktop A Main Menu command for duplicating, onto a disk, a 

file in the computer’s memory. 
Word Processor An Add Files menu command to create a new file for 

use with the word processor program. 
Work with files A Main Menu command to continue working with a file 

already in the computer’s memory. 

= Keyboard Commands 

Erase the character just left of the cursor position. 

In most cases, undo the effect of the previous command and re- 
turn to the menu the command was on. 

In most cases, issue a command or mark the end of an entry. 
When entering text into a word processor file, is used to enda 
paragraph or enter a blank line. 

Not actually a command. This key is used with other keys to give 
special commands. 

(es) Move the cursor up or down a line in a word processor file. 
(=) Move the cursor right or left one character in a word processor 

file. 

» New Ideas 

AppleWorks A package of computer programs that allows you to work 
with lists of information, write documents, and manipulate numbers. 

application language A language designed for a particular purpose, 
such as editing text, organizing data, and making routine calcula- 
tions. 
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computer literate Able to tell the computer how to do what you want 
it to do. 

computer program A set of instructions in a form the computer can 
understand. 

data base program A computer program that helps you organize, 
search through, and manipulate a collection of information. 

disk directory A list of files on a disk. 
disk drive Computer hardware that can store information on and re- 

trieve information from a disk with a magnetic coating. 
file A collection of information. Computer files are stored on disks 

from which they can be retrieved as needed. 
hardware The wires, switches, chips, electrical circuits, motors, moni- 

tors or TV screens, and other parts that make up a computer. 
keyboard A typewriter-like device used to send information to the 

computer. 

memory A part of the computer hardware where information can be 
stored temporarily. 

menu _ A list of commands that can be given. 
monitor A screen unit upon which information is displayed. 
programming language A general-purpose language. Examples are 

Logo, BASIC, and Pascal. Application programs are written using 
programming languages like these. 

save afile Duplicate a copy of a file that is in the computer’s memory 
onto a disk. 

select Move the cursor to an AppleWorks command name. Selected 
commands are highlighted. 

software Another word for computer programs. 
spreadsheet program A computer program that helps you do calcula- 

tions on data stored in cells. 
word processor program A computer program that helps you enter, 

edit, and print text. 
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Word Processing 

In Part A, you learned what an application program is. You also 
learned that the AppleWorks software package contains three different 
application programs. There is one for word processing, one for working 
with data bases, and one for building spreadsheets. 

Common features Although each application is different, they all 
have things in common. Part A introduced you to these common fea- 
tures. You learned how to start the computer with AppleWorks, how to 
give commands, and how to enter information into the computer. You 
learned that information is stored in files. You found out how to create 
an empty file, how to save a file on a disk, and how to get a file from a 
disk. 

The writing task In Part B, you will learn the main things neces- 
sary for using the word processor in AppleWorks. This program helps 
you with writing tasks. The hardest part of writing, for most people, is 
making changes. Without a computer, that means having to erase or 
scratch out words and then pencil in new words. After a few changes, 
your paper looks messy. You may have to rewrite or retype the whole 
thing. 

The word processor With a word processor, however, you can eas- 
ily make any changes you want. You can also get a perfect copy without 
rewriting everything. The first step is to enter the words you write into 
the computer. For this step, you use the computer much as you use a 
typewriter. The second step is making corrections and changes. The 
final step is printing the improved text on paper. You will learn to do all 
these things in Part B. 
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Exploring the 
Word Processor 
SESSION GOALS: « Review starting the computer with AppleWorks. 

e Enter text into an empty word processor file. 
¢ Insert and delete words in a word processor file. 
e Send a copy of a word processor file to a printer. 

Starting AppleWorks for Word Processing 

In this session, you will begin to learn about the word processor pro- 
gram in AppleWorks. As with every hands-on session, the first step is to 
start the computer with the AppleWorks disks. 

Use the usual steps, shown below, to start the computer. 

1. Turn on the monitor. Put the key in the up position. 

2. Put the AppleWorks Startup disk in the drive. 

3. Hither switch the power on or type the key 
combination. 

4. When prompted, remove the AppleWorks Startup Disk from the 
drive. Then insert the AppleWorks Program Disk and tap 

(RETURN ). 
5. When prompted, type today’s date and tap (RETURN). 

If you need more information about starting the computer with Ap- 
pleWorks, see pages 6-9. 

If all went well, you should see the Main Menu on the screen. The 
first command, Add files, is already selected. There are no files on 
the Desktop when you start AppleWorks, so your first step in doing 
anything is to add a file. 

Tap to give the Add files command. 

You should see the five commands on the Add Files menu. Now it is 
time to decide what to do. Your first activity in this session will be to 
enter text into a new word processor file. It should be clear what com- 
mand to use next. 

Select command 3. Then give the command. 

Remember that you can use the key if you give the wrong com- 
mand. Now you should see the two commands on the Word Processor 
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menu. You will be creating a file from scratch, so command 1 is the 
proper choice. 

Tap to give command 1. 

As usual, the prompt at the bottom of the screen tells you what needs to 
be done next. To create a new file, you must give it a name. 

Type the name Sreech. Use the key to correct any typing er- 
rors. Then tap (RETURN). 

All done. Your new file, named Sre ech, is now on the Desktop. You are 
at the REVIEW/ADD/CHANGE screen. The flashing cursor in the 
blank area of the screen tells you that the computer is waiting for you to 
enter information into your empty file. 

1. Suppose you have just started AppleWorks. You want to enter infor- 
mation into a new file. What command on the Main Menu should 
you give? 

2. What must you do to a new file before you can enter information into 
it? 

3. How do you know that you have succeeded in creating a new file? 

Entering Text 

Now it is time to begin using the word processor program. Your first 
activity will be to enter a short text passage into your file. 

Type the following sentence. Be sure not to tap the key at the 

end of each line. 

Antumber of years ago+ some folks started a 
country that believed people were OK, 

If you were typing this sentence on a typewriter, you would have to 
watch each line and tap the key when the line got too long. The 
computer uses a process called wordwrap. When a word is too long to 
fit on the current line, the computer moves it to the beginning of the 
next line. The only times you will need to use the key while 
using the word processor are when you want to end a paragraph or 
enter a blank line. 

4. How do you enter information into a word processor file? 

5. Why should you not use the key while typing a paragraph 
into a word processor file? 
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= Inserting Words 

After you have written something, you usually think of ways to im- 

prove it. Normally, this means rewriting or retyping everything. With 

a word processor program, however, all you need to do is add new words 

or remove old words. No rewriting is necessary. For example, here is 

how to change folks topretty terrific folks in your sentence. 

Tap the key once and the key four times. That should place the 

cursor under the f in folks. (If the cursor is not there, use the arrow 

keys to put it there.) 

Type the words pretty terrific. (Use the key to fix errors.) 

Then tap the spacebar to add a space. 

That is all there is to adding words. You simply move the cursor to the 

position where you want to make the addition and then type the new 

words. Here is how your REVIEW/ADD/CHANGE screen should look: 

File: Speech REVIEW/ADD/CHANGE Escape: Main Menu 
es=e= |=os=|s-o= $225] =ss=| s==o |= sees |=-25) -=aa| ===] == Some} 

A number of years ago, some pretty terrific folks started a 
country that believed people were OK. 

wee [eee | ee SSSS | ===] === 

Type entry or use G6 commands Line 2 Column 22 ___ &-? for Help 

Use the arrow keys to move the cursor key under the first re in 

reople. Be sure not to use the key to move the cursor. 

Type the word all and a space. 
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6. What keys move the cursor without affecting the words in the file? 

7. How would you insert the word took just ahead of the word mark in 
a word processor file? 

= Deleting Words 

You have seen how to insert new text. Now you will see how to get rid 
of unwanted text. This process is called deletion. Here is how to delete 
Pretty from the sentence. 

Move the cursor under the space after pretty. Use the key to 
erase the word pretty and the space before it. 

Again, that is all there is to it. To delete text, place the cursor just right 
of the last letter. Then use the key to erase what you want. Here 
is what your screen should look like now: 

"| File: Speech | ; cee ; Escape: Main Menu 

_ Anumber of years ago, some terri fic folks oe a country 
that believed moar were OK. — ; 

Ey ype entry oruse G commands ~ Line 1 Column 28 &-? for Help 

8. Suppose the cursor is at the letter r in the word years. You tap the 
key once. What character is erased from your file? 

9. Suppose you want to delete the word cat from a file. Where should 
the cursor be before you begin tapping the key? 
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"= Changing Words 

You now know how to use the main tools for editing text. You can delete 

words you do not want and add new words. This way, you can make 

changes without having to retype everything. You will be using these 

editing tools again and again, so this is a good time to get some practice. 

Use the steps below to change reorle were OK to men 

are created equal. 

1. Place the cursor under the period after OK. 

2. Delete Peorle were OK. 

3. Type men are created equal. 

That is all there is to changing old words to new words. You simply 
delete the old words and type the new words. 

Use the same method to change some terrific folks to our 
fathers. 

Change that believed to the following phrase: 

dedicated to the Proposition that 

After these changes, your screen should look like this: 

File: Speech -REVIEW/ADD/CHANGE Escape: Main Menu 
Basss|ssss|[s=== | | | ====|====|=s==|==== 

A number of ake ago, our fathers started a country 
dedicated to the proposition that all men are created equal. 

Type entry or use G6 commands Line 1 Column 23 6-? for Help 
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Replace started by the phrase below. Remember, do not use the 

key. 
brought forth on this continent 

Replace country by the following phrase: 

new nations conceived in Liberty» and 

Change A number of to this phrase: 

Four score and seven 

Use the arrow to move the cursor just after the period at the end of the 
sentence. 

Tap the key twice. Type Abraham Lincoln. 

After all these changes, you should now have the following familiar 
quotation on your screen: 

File: ad ae Pest liiaaaty oe Uebel Escape: Main oo 

Four score and seven years ago, our fathers brought forth on 
this continent a new nation, conceived in Liberty, and 
dedicated to the proposition that all men are created equal. 

Sone | Sane Lara eto | meen mae [eae oe ee See 

Abraham Lincoln 

. 

Type entry or use 6 commands Line 5 Column 16 G-? for Help 

If your screen does not look like this one, use insertion and deletion 
to correct any errors. 

If necessary, move the cursor to the right of Lincoln. Then tap 

three times. Type the following sentence: 

Tused a word Processor Program to write this, 
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Tap twice and type your name. 

10. To substitute one word for another word, what two things do you 

need to know how to do? 

11. What are the steps for substituting one phrase for another phrase? 

Saving the File 

At this point, you have created a new word processor file named 
Speech. This file contains the words you see on the screen right now. 

However, the file exists only on the Desktop—in the computer’s mem- 
ory. If you switched the computer off now, your work would be lost. The 

safe thing to do is to put a copy of the file on your Computer Applica- 
tions DATA Disk. You learned how to save files in Session 2. 

Use the steps below to save the file Seeech on your disk: 

ee Tap to go back to the Main Menu. 

. Give the Save Desktop command. 

. Select the name Speech and then tap (RETURN). 

. Give command 1 on the “Speech” menu. 

Or ® CG LD . Follow the instructions to swap your Computer Applications 
DATA Disk with the AppleWorks Program Disk in the drive. 
Then tap (RETURN). 

When you finish these steps, the computer writes a copy of the file 
SPeech on your disk and then returns to the Main Menu. 

Tap the key to go back to the REVIEW/ADD/CHANGE screen. 

As you see, you now have two copies of file Seeech. One is on your 
disk, and the other is still on the Desktop. 

12. What menu has the Save Desktop command? 

13. When the wrong disk is in the drive, the computer asks you to put 
in the right one. Where on the screen does the computer’s message 
appear? 

Printing a File 

Your word processor file is on your disk and also in the memory of the 
computer. Sooner or later, however, you will also want to print a copy of 
the file on paper. If there is a printer attached to your computer, you 
can make the copy right now. If not, you will have to take your Com- 
puter Applications DATA Disk to another computer that has a printer 
attached. 
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. n nay ha ve eel instructions for using a printer with Ae 
: pleWorks. i 80, follow those instructions instead of the ones below. 

Use these steps to get your printer ready: 

1. Be sure the printer has paper in it. 

2. If the printer is not on, switch it on now. 

3. If the SEL (or Select, or On Line) light is off, tap the button that 
turns it on. 

Use the following steps to make a printed copy of file Sreech: 

1. Make sure your file is visible on the REVIEW/ADD/CHANGE 
screen. 

2. Hold down the key and tap the (P) key. Then release both 
keys. 

3. If necessary, follow the instructions for swapping disks and then 

tap (RETURN). 
4. Tap to print the whole file from the beginning. 

5. Select the name of the printer you are using and then tap 

CRETURN ). 
6. Tap to print one copy of the file. 

The printing should start immediately. If not, check the SEL (or Select, 
or On Line) light. If it is off, tap the button that turns it on. 

When printing is over, the computer returns to the REVIEW/ADD/ 
CHANGE screen. (There is an extra line under the information you 
typed, but it will go away as soon as you insert or delete anything from 
the file. The line is not really part of the file.) 

Use these steps to remove the paper: 

1. Tap the SEL (or Select, or On Line) button on your printer 
again. 

2. Tap the TOF (or Form Feed, or FF) button. 

. Carefully tear the paper off at a perforation. co 

4. Tap the SEL (or Select, or On Line) button on your printer once 
more. 

That completes all your regular activities in this session. If you have 
time, carry out some of the On Your Own activities below. 

When you finish all your work at the computer, follow the steps on 
pages 20-21 for clearing your Desktop and quitting. 
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so s14. At which screen must you be to print-a file? 

= 15. What keyboard command tells the computer that you want to print 
— a file? 

40 

If you have time: GIN YOUR GINS 
= Use the Remove files command from the Main Menu to clear your 

Desktop. Then use the Add files command to get file Spe11 from 
your Computer Applications DATA Disk. Find all the misspelled 
words you can, and change each one to the correct spelling. Use the 

command to change the file name to SP¢110Kk. Use the Save 

Desktop command to save the improved version. Print it. 

= Clear your Desktop and get file Punctuate from your Computer 
Applications DATA Disk. The text you see has no punctuation or 
capital letters. Insert whatever punctuation is needed. Capitalize any 
letters that need it. Use the command to change the file name 
to PurnetuateOK. Save the corrected version. Print it. 

= Clear your Desktop. Create a new word processor file. Name the file 
My Thoughts. Write a few sentences that tell what you think about 
using a word processor program on a computer. 
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Word Processor Files 
SESSION GOALS: « Review the steps for creating a new word processor file. 

e Review entering text, inserting and deleting words. 
e Review the steps for saving a word processor file on a 

disk. 
e Review the steps for sending a word processor file to the 

printer, 
e Understand why file editing tools are the basis of all word 

processor activities. 

Edit Modes 
In Session 4, you learned how to use the basic tools for word processor 
activities. Every time you use the computer to work with a word proces- 
sor file, you will be using these tools again and again. Now is a good 
time to review the things you learned in Session 4. 

Creating a word processor file There must be a word processor file 
on the Desktop before you can use the word processor program in Ap- 
pleWorks. Often you will want to work with a file that already exists on 
your Computer Applications DATA Disk. In that case, you simply move 
the file from the disk to the Desktop. Or, you may want to make an 
empty file to hold new text. In either case, you use the Add files 
command on the Main Menu. The computer then guides you through 
the steps for putting a word processor file on the Desktop. 

Text insert mode When you first reach the REVIEW/ADD/ 
CHANGE screen, AppleWorks places you in insert mode. This means 
that letters or characters that you type at the keyboard go into the file 
at the position of the cursor. Any letters to the right of the cursor move 
over to make room for the new text. In insert mode, the cursor is a 
flashing underline symbol. 

Exchange mode There is another mode that you did not see in the 
hands-on session. This is called the exchange mode. In the exchange 
mode, each letter you type replaces the letter at the cursor position. The 
cursor moves forward in the file as the exchange process goes on. In the 
exchange mode, the cursor is a flashing rectangle of light. 

Changing modes The Edit command acts like an on-off 
(toggle) switch. If you are in the insert mode, the command 
switches to the exchange mode. If you are in the exchange mode, the 

command switches to the insert mode. 

Which mode is best? The exchange mode is useful for certain 
tasks, such as capitalizing a word that was written in lowercase. How- 
ever, accidents cause more damage in the exchange mode than in the 
insert mode. If you tap a key by accident in the exchange mode, you 
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erase part of the file. This does not happen in the insert mode. Instead, 
the accidental letter is inserted in the file and can be deleted easily. To 

avoid accidents, we use the insert mode throughout this book. 

Editing Word Processor Files 

Usually, when you review a paper you have written, you see many ways 

to make improvements. Perhaps there are spelling errors. Perhaps you 
think of a word that would be better than one in the text. Or perhaps 
whole phrases or sentences should be replaced. If you are working with 
paper and pencil, you may have to rewrite the complete paper several 
times. This takes time and effort. You may be tempted to leave the 
paper as is, even when you know how to improve it. 

Word processor editing The situation is quite different when you 
are using a word processor program. Since changes are easy to make, 
you will probably want to make them. You can work through a file as 
many times as you need to make your improvements. No painful re- 
writing or retyping is needed. When you are happy with the result, you 
can have the computer print a clean copy. 

Deleting text All editing has two parts: deleting old text and in- 
serting new material. As you saw in Session 4, the key removes 
characters from a file. Each time you tap the key, the character to the 
left of the cursor is removed. (If the cursor is at the beginning of a line, 
it moves to the end of the previous line.) You can remove many charac- 
ters quickly by holding the key down. You can remove several 
complete lines this way if you wish. (In Session 6, you will learn a better 
way to delete large blocks of text.) 

Inserting text As soon as you have deleted the old word or phrase, 
you are ready to insert the change. The cursor is at the correct place for 
you to begin typing. Simply type the new material on the keyboard. The 
computer inserts it at the proper place in the file. (If the computer 
should happen to be in the exchange mode, you will see the rectangular- 
shaped cursor. If so, use the command to go back to the insert 
mode before typing.) 

Saving a file Once you have edited a file, you will want to save the 
new version. To do this, you must leave the REVIEW/ADD/CHANGE 
screen and go to the Main Menu. Then you give the Save Desktop 
command and follow directions when they appear on the screen. If the 
disk contains an old version of the file, the computer gives you two 
choices: You may either replace the old version with the new one or 
change the file name and save it with the new name. Normally, you 
want to replace the old with the new. 

Printing a file After you are happy with all the changes you have 
made to your file, you will want a printed copy. You can get one if there 
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is a printer connected to your computer or if you can take your disk to 
a computer that has a printer attached. First, you must put a copy of the 
file on the AppleWorks Desktop. Second, you must be at the REVIEW/ 
ADD/CHANGE screen with the file visible. Then you must carry out 
these steps: 

1. Make sure the printer is connected, turned on, and ready to re- 

ceive information from the computer. 

2. Give the Print command (6 |P). 

3. If prompted, put your AppleWorks Program Disk in the drive. 
Then tap (RETURN). 

4. Tap to print the whole file. 

5. Select the name of the printer you are using and then tap 

CRETURN ). 
6. Tap to print one copy of the file. 

The key step to remember is the command. The computer 
prompts you for the rest of the steps. All you have to do is read the 
messages on the screen and follow instructions. 

The Basics of Word Processing 

There is a great deal you have not yet learned about the word processor 
program in AppleWorks. Nevertheless, the skills you have learned here 
are fundamental. No matter which word processor program you use, 
you will be doing the same things over and over. 

Loading a document There is a variety of ways by which text 
information can be loaded into the computer and made available to the 
word processor program. In Session 4, you created a new file and typed 
the information at the keyboard. In Session 6, you will move several 
word processor files from disk into the computer’s memory. It is even 
possible to have your computer receive a file sent by another computer 
and store it on disk. From there, you can move the file into the com- 
puter’s memory. From whatever source, the document must be in the 
computer’s memory before you can use the editing tools. 

Editing a document The simplest editing tools are often the most 
useful. Different word processors each have their own ways to carry out — 
editing operations. Some are dazzling in the way they work or in their 
efficiency. In the end, however, all use the same processes you have 
learned about in Sessions 4 and 5. To edit a document, you must first 
locate the text passage that is to be changed. Then the material to be 
changed is deleted from the file. In AppleWorks, you used the 
key to do this. Finally, if new material is to be inserted, it is typed at the 
keyboard. You found that this was especially easy in AppleWorks since 
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the computer is usually in the insert mode. No matter how complicated 
the document is or how many changes must be made, each step in the 
editing process is done using these three operations. 

Printing a document A word processor file is stored in magnetic 
form on a disk. Almost always though, you will want a hard copy of 
the document, that is, a copy printed on paper. To get a hard copy, you 
must have a printer connected to your computer. Each word processor 
program has built-in commands that tell the computer how to do this. 
In AppleWorks, you use the command to tell the computer you 

want to send information to the printer. 

QUESTIGNS 
a4 At hel screen must you be to insert or delete text in a word 

processor file? 

2. What command do. you use to toggle between the insert mode 
and the exchange mode? > 

3. How can you tell whether the comple | is in the insert hdc 
or the exchange mode? 

4. What does wordwrap mean? 

5. What is the main reason why word processor editing is easier 
than paper-and-pencil methods? 

6. In AppleWorks, how do you delete a word from a file? 
7. In AppleWorks, how do you insert a word at a particular Diets 

in a file? 

8. Suppose you try to save file MyText and your disk already 
_ contains a file with this name. What two choices does the 

computer give you? 

9. In AppleWorks, where must a file be before it can be sent to 
the printer? 

10. In AppleWorks, what command tells the computer you want 
to send a file to the printer? 

41. At what screen must you be to start the process of sending a 
file to the printer? 

See 

44 Word Processing 



More Word 
Processor [ools 
SESSION GOALS: « Scroll the text of a long file up and down the screen. 

e Use keyboard commands to move the cursor quickly to 
any part of a file. 

e Use keyboard commands to find pieces of text and to 
replace old text with new text. 

e Use keyboard commands to move, copy, and delete 
whole blocks of text. 

¢ Save a Desktop file with a new name. 

# Starting the Computer 

So far, you have seen only small pieces of text on the REVIEW/ADD/ 
CHANGE screen. In this session, you will see how the word processor 
program handles files that are too big to fit on the screen. 

Start the computer with AppleWorks in the usual way. 

If you need a reminder about how to do this, see page 32. 

Give the Add files command from the Main Menu. 

Give the current disk command from the Add Files menu. 

If prompted, follow the instructions for swapping disks. 

After you insert your Computer Applications DATA Disk and tap 
(RETURN), your screen should look similar to the figure on the next page. 
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Disk: Drive 1 APPLEWORKS FILES. Escape: Add Files 

Add Files 

leWorks files : 
ok volume /APPLICATIONS has 101K available 

Name Type of file Size Date Time 

BadiE Word Processor 1K 5/09/84 
Dickens Word Processor 7K 2/02/85 — 
Disorder Word Processor 1K 5/09/84 
Jumble Word Processor 1K 2/02/85 
Punctuate _ Word Processor 1K 2/02/85 
Speech Word Processor 1K 2/01/85 
Spell Word Processor 1K 2/05/85 
Planets Data Base 2K 2/25/85 
States _ Data Base SK 2/13/85 
BowlingScores Spreadsheet 2 2/13/85 

More : — 

Use Right Arrow to choose files, Left Arrow to undo 55K Avail. 

You are looking at the directory of your Computer Applications DATA 
Disk. Notice the size of the files. Most are 1k in length. This means that 
they each contain 1024 characters at most. File Dickens, however, isa 
7K file. This is the one you will explore now. 

Use the key to select Dickens. Then tap (RETURN). 

If prompted, insert the AppleWorks Program disk and tap (RETURN ). 

1. What is the purpose of the AppleWorks Files menu? 
2. What does 7K tell you about file Dickens? 

Scrolling the Text 

You should now be at the REVIEW/ADD/CHANGE screen. At the 
upper left, you should see the file name Dickens. The text of this file is 
too long to fit on one screen. 

Use the key to move the cursor to line 20. (The cursor location is 
given at the bottom of the screen.) 

Tap the key twice more. 
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Two lines disappear at the top of the screen and two new lines appear at 
the bottom. This is called scrolling. Notice that the cursor is now at 
line 22 of the file. 

Hold the key down for a few seconds. 

You should see the text of the file scroll rapidly up the screen. 

Hold the key down until scrolling stops. 

The cursor is now at line 114 of file Dickens. You are looking at the 
text at the end of the file. 

3. What does scrolling mean? 

4. What key can you use to cause the text to scroll toward the end of the 
file? 

Making Big Cursor Moves 

You could use the key in the same way to get back to the beginning 
of the file. But there is a faster way. 

Hold down the key and tap (4). 

In the future, such key combinations will be printed like this: (6 ]1). 

The command tells the computer to move the cursor to the begin- 
ning of the file. 

Give the command (¢[9). | 

That tells the computer to move the cursor to the end of the file. 

Give the command (6 [5). 

That places the cursor at line 57, the middle line in the file. You can use 
other number keys with to move quickly to other parts of the file. 
There is another way to move the cursor rapidly through the file. 

Give the command to move the cursor to the beginning of the 
file. 

Give the command (¢[/). 

That command moves the cursor to the bottom line of whatever text is 

on the screen. 

Give the command again. 

When the cursor is already on the bottom line of the screen, this same 
command has a different effect. The effect is to display the next 20 lines 
(one full screen) of text. 
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Keep giving the command until the cursor is at the end of the 

file. 

Give the command (6 [7T). 

As you might guess, the command works like the com- 
mand. If the cursor is not at the top of the screen, the command 

moves it to the top line. 

Give the command again. 

If the cursor is already at the top line on the screen, the com- 
mand moves the cursor 20 lines (one full screen) up in the file. 

Keep giving the command until the cursor is at the beginning 
of the file. 

5. What command moves the cursor to the beginning of the file? 

6. What does the command do if the cursor is in the middle of the 
screen? 

7. What does the command do if the cursor is at the bottom of 
the screen? 

Moving the Cursor a Word at a Time 

You have seen how to move up and down through a file quickly. You can 
also move the cursor left and right quickly. 

Move the cursor to the beginning of line 8. 

Tap until the cursor is at the beginning of the word times. 

This method works, but it is slow. Try a faster way. 

Give the command. 

This command moves the cursor forward one whole word at a time. 

Give the command. 

That moves the cursor back one word. The commands with arrow 
keys let you move the cursor rapidly through the file. You can move left 
or right one word at a time. You can move up or down one screen at a 
time. 

8. What does the command do? 

9. What is the difference between using an arrow key by itself and 
using the same arrow key with the key? 
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" Finding Text 

Often, you want to move the cursor to a word that you know is some- 
where in the file, but you do not know where. AppleWorks has a com- 
mand to find text. 

Move the cursor to the beginning of the file. 

Give the command (6 [| F). 

The top line shows that you are at the Find screen. (As usual, tapping 
will undo the command.) The bottom line is prompting you for 

input. 

Use the and arrow keys to select each of the different options. 

Do not tap yet. 

There are five kinds of things you can find: Text, Page, Marker, 
Case sensitive text, and Options for printer. You will be 
looking for Text. 

Select Text and tap (RETURN). 

The prompt at the bottom of the screen asks you to enter whatever text 
you want the computer to find. 

Type king and tap (RETURN). 

The line containing king is now in the middle of the screen, and the 
word is highlighted. The prompt at the bottom of the screen asks if you 
want to find the next occurrence of the word. No is already selected. If 
you found the word you are looking for, you can quit by either tapping 

or (N). If you are looking for another occurrence of the word, you 
tap (Y). 

Tap to find the next occurrence of king. 

This is the second occurrence of the word. 

Tap again. 

As you see, the computer found king, but it is a part of another word. 
The important point to remember is that the computer searches for a 
series of letters. It highlights that series whenever it finds it, whether 
as a separate word, a part of a word, or a whole group of words. 

Tap again. 

This time, the computer found King inside the word taking. 

Tap once more. 

The beep and the prompt at the bottom of the screen tell you that the 
computer did not find any more occurrences. 
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As directed, tap the spacebar to get back to the REVIEW/ADD/ 
CHANGE screen. 

Move the cursor to the beginning of the file. Give the command, 

select Text, and tap (RETURN). 

The computer remembers the last word you wanted to find. If you 
wanted to look for king again, you would just tap (RETURN). To look for a 
different word, say sueen, you must first delete the word already 
there. 

Give the Yank command (6 [Y). 

This tells the computer to “yank out” all characters from the cursor to 
the end of the line. 

Type sueen and tap (RETURN). 

Tap to continue the search. 

The computer found the word sueen once more. 

Tap (N) to stop the search. 

10. What command moves the cursor to a word or phrase that you type 
on the keyboard? 

11. What command erases characters from the cursor to the end of the 
line? 

Finding and Replacing Text 

Quite often, the reason you want to find a word is to change it to an- 
other word. AppleWorks has a single command for finding one piece of 
text and replacing it with new text. 

Here is an example. The Dickens passage uses British spelling for 
English words. American spelling is usually the same but not always. 
For example, Dickens uses the word “gaol” where an American would 
write “jail.” You can use a word processor to replace “gaol” with “jail” 
everywhere in the file. 

Move the cursor to the beginning of the file. 

Give the Replace command (<¢[R). 

In this mode, the computer will look for only two things: Text orCase 
sensitive text. Case sensitive means that the computer should 
treat uppercase and lowercase versions of the same letter as different 
characters. For example, “Gaol” and “gaol” are treated differently. In 
Text mode, however, capitalization should be ignored when searching 
for a word or phrase. 
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Select Case sensitive text and tap (RETURN). 

This is the safest choice when replacing text, since you usually do not 
want to replace a capitalized word with one that is not capitalized. 

The prompt at the bottom of the screen is asking for the text that 
you want the computer to find. If there is text there already, you should 
erase it. 

Give the Yank command (¢|Y). 

Type the word gaol and tap (RETURN). 

The new prompt asks for the replacement word. 

Type the word jail and tap (RETURN). 

The next prompt asks if you want to replace the words one at a time or 
all the words in the file at the same time. It is safer to replace words one 
at a time. That allows you to check each change before the computer 
makes it. 

Select One at a time and tap (RETURN). 

As you can see, the computer found gaol in the word gaols. The 
prompt at the bottom of the screen asks whether you want to replace 
this one or not. 

Tap (CY). 

Now the old spelling is gone. The new spelling has replaced it. The next 
step is to see if there are any more occurrences of yao1 in the file. 

Tap to find the next occurrence. 

The computer did not find any. 

Tap the spacebar to get back to the REVIEW/ADD/CHANGE screen. 

That completes the replacement process. You can use the same process 
to change the British spelling of “recognise” to the American spelling 
“recognize.” 

Move the cursor to the beginning of the file. 

Use the command to replace ise with ize, one at a time. 

You should have found only one occurrence of the British spelling. 

Tap the spacebar to go back to the REVIEW/ADD/CHANGE screen. 

As we said earlier, it is possible to have the computer make all the 
replacements without asking you about each one. This is a powerful 
command, but you have to be very careful when you use it. On the next 
page is an example of how things can go wrong. 
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Move the cursor to the beginning of the file. 

Give the command. Select Case sensitive text and tap 

(RETURN ). 

At the prompt, erase ise, type we, and tap (RETURN). 

At the next prompt, erase ize, type the reorle, and tap (RETURN). 

At the final prompt, select 411 and tap (RETURN). 

Notice the text near the cursor. It reads musketeers the PeoPlent 

into St. Giles‘’s. 

Move the cursor to line 70, column 41. 

The text near the cursor reads they the peorplere awake. You prob- 
ably see the problem. You replaced we by the Feorle wherever we 
appeared. This was done even when the letters se were buried inside 
other words, such as #ent and were. One way to avoid problems like 
this is to type a space before and after the word you are searching for. 
Also, type a space before and after the replacement word. 

Suppose you make a serious mistake while using the Replace com- 
mand. What can be done? One solution is to work your way through the 
file and repair all damage. Sometimes it is easier to throw away all 
your changes and begin with a fresh copy of the file. Let us do that now. 

Go back to the Main Menu. Give the Remove files command. 

If necessary, select the file name Dickens and then tap (RETURN). 

Give the command Throw out the changes to a file. 

Tap to tell the computer you really do want to throw away the file 
containing the changes. 

At this point, the copy of Dickens that was on the Desktop is gone. 
However, the original version is still on your Computer Applications 
DATA Disk. If you wanted to make further changes, you could place a 
fresh copy of the file onto the Desktop. 

12. What command replaces one phrase you type with another phrase 
you type? 

13. What is the safest way to replace one word with another every- 
where in the file? 

Moving Text 

When writing, you often need to do more than just correct spelling or 
change a few words. You might want to change the order of phrases in a 
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sentence, move sentences around in a paragraph, or move whole para- 
graphs. 

With only pencil and paper, you would have to rewrite whole pages. 
With a word processor program, however, you can easily move any 
block of text from one place to another. 

Duplicate a copy of file Jumble from your Computer Applications 
DATA Disk to the Desktop. 

Read the paragraph. Think about how it could be improved. 

You probably had trouble following what the writer had in mind. What 
does “It is” in the first sentence refer to? Why is the second sentence not 
closer to the fifth sentence, which also talks about saving files? 

By itself, each sentence contains useful information. However, the 
reader does not get the sense of the paragraph until the very end. In 
fact, the last sentence is really the topic sentence. It should go first. You 
can move it there easily. 

Move the cursor under the letter T at the beginning of the last sen- 
tence. 

Give the Move command (¢[™M). 

This command gives you the Move Text screen. You see a new prompt 
and three options at the bottom of the screen. 

Give the Within document Command by tapping (RETURN). 

There are three changes on the screen. First, the computer now shows 
the places in the text where the key was tapped. These places 
are marked by a checkerboard character that we will call a blob. Sec- 
ond, the letter at the cursor position is now highlighted. Finally, there 
is a new prompt at the bottom of the screen. 

Use the arrow keys to highlight the last sentence, including the period 
and the two spaces after it, but not the blob. 

Now you have selected the sentence. Here is how to move it. 

Tap (RETURN ). 

The sentence is still selected, but there is a new prompt. 

Move the cursor under the I at the beginning of the paragraph. Then 

_ tap (RETURN). 

That did it. The computer moved the selected text to the new cursor 
location. Take a moment to read the paragraph again. It makes more 
sense now but still could be improved. The first two sentences go to- 
gether nicely, but the third sentence belongs at the end. 

Put the cursor under the 5 at the beginning of the third sentence. 
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Use the command and the arrow keys to select the whole sen- 

tence, including the period and spaces that follow it. Then tap (RETURN ). 

Move the cursor under the final blob. Then tap (RETURN). 

Once again, the computer moves the selected text to the new cursor 

position. You can use this method to move any selected text (words, 

phrases, sentences, paragraphs, etc.) to a new location in the file. 
Once in a while, you may want to make a duplicate copy of some of 

the text in a file. Or, you may want to delete a large block of text. There 
are AppleWorks commands for doing both these things. First, let us 

make a duplicate copy of the whole paragraph. 

Move the cursor to the beginning of the paragraph. Give the Copy 
command (c¢[C). 

You are now at the Copy Text screen. The prompt line is exactly the 
same as on the Move Text screen. As before, you want the copy to be 
within the same document. (AppleWorks sometimes refers to files as 
documents.) 

Tap (RETURN ). 

Use the key to select the complete paragraph. Tap (RETURN). 

Move the cursor down several lines. Tap (RETURN). 

Now you can see both the original paragraph and the duplicate copy. 
Deleting a block of text is even simpler. As an exercise, here is how to 
delete the top copy of the paragraph. 

Move the cursor to the beginning of the top paragraph. Give the De- 
lete command (<6 [D). 

You are at the Delete Text screen. 

Use the key to select the whole paragraph and any blank lines 
following it. Tap (RETURN). 

That is all there is to it. 

14. What command moves a block of text from one place to another in 
the file? 

15. What command makes a duplicate copy of a block of text? 

16. What command erases a block of text? 

Saving a File with a Different Name 

Sometimes when working with a file on the Desktop, you want to save 
the changed version but not destroy the original version on the disk. 
That turns out to be easy to do. 
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Go back to the Main Menu and give the Save Desktor command. 

Tap to save file Jumble. 

At the next menu, give the current disk command. 

The menu does not change this time, but the text on the menu does. The 
computer warns you that file Jumble is already on your disk. You can 
either replace the old copy with the changed version or save the 
changed version with a different name. You want the second option. 

Give the different name Command. 

At the new prompt, give the Yank command to delete the file name 
Jumble. Type the name Organized and tap (RETURN). 

You have now done what you set out to do. The disk drive light came on 
while the computer wrote the new version into the file named 
Organized. 

Tap to go back to the REVIEW/ADD/CHANGE screen. 

Look at the upper left corner of the screen. 

The information there shows that the name of the file on the Desktop 
has also been changed from Jumble to Organized. 

That brings you to the end of these activities. If you have time, do 
some of the On Your Own activities. Then quit the computer in the 
usual way. 

17. Why might you want to change the name of a file before saving it? 

18. How can you change the name of a file before saving it? 

If you have time: GIN YOUR IWIN 

# Clear the Desktop. Put file Dickens back on the Desktop. Practice 
cursor moves. Practice finding words and phrases. Practice replacing 
words. Practice moving, copying, and deleting blocks of text. 

= Clear the Desktop. Put file Disorder onthe Desktop. This file needs 
to be put in alphabetical order. Use the Move command to alphabetize 
the list of file names. Change the file name to Order and save it. 

= Clear the Desktop. Put file Bad IE on the Desktop. The words in this 
file do not follow the 7 before e spelling rule. Use the Replace com- 
mand to change ei to ie as needed. Use the replace command again 
to change ie to ei as needed. Change the file name to GoodIE and 
save it. 
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Using the Word 
Processor 
SESSION GOALS: « Review different ways to move the cursor through a file. 

° Review the steps for finding and replacing text in a word 
processor file. 

e Review commands for deleting, moving, and copying 
blocks of text. 

e Understand the need to save a file often while editing it. 
e Understand the impact of word processing on writing. 

Moving through a Large File 

In Session 6, you learned more about using a word processor to help 
with writing tasks. This time, you worked with a much larger file than 
the one you wrote in Session 4. 

The Dickens file The text in file Dickens was 114 lines long— 
nearly six times as much as you can see at one time on the computer 
screen. The arrow keys give you a simple way to move from letter to 
letter or line to line in the file. However, with only the arrow keys, it 
would take a long time to move from the beginning to the end of a big 
file. All word processor programs give you other commands for moving 
quickly through a file. 

Scrolling up and down In AppleWorks, when you hold any key 
down, the effect is the same as if you had tapped the key again and 
again. One fairly quick way to move down the lines of a file is to hold 
the key down. The cursor quickly goes the bottom line on the 
screen. After that, the cursor stays at the bottom of the screen, but the 
text in the file starts moving up the screen. As each new line appears at 
the bottom, a line disappears at the top. This is called scrolling; the text 
moves up the screen as if it were written on a scroll of paper that some- 
one was rolling up behind the screen. 

Jumping to the beginning orend Many times when working on a 
file, you want to Jump quickly to the beginning or the end. The key- 
board command puts the first 20 lines of the file on the screen. 
The command brings the end of the file into view. 

Jumping to the middle In the same way, the command 
brings the middle of the file into view. The middle line of the file ap- 
pears at the middle of the screen. The cursor is at the beginning of the 
line. Other number keys used with the key cause jumps to other 
lines. Think of the file as being divided into eight parts. moves 
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the cursor to the top line of the first part. moves to the top line of 

the second part. moves to the top line of the third part, and so on. 

Moving by screens The AppleWorks REVIEW/ADD/CHANGE 
screen shows 20 lines of a word processor file at a time. The command 

allows you to move through the file one full screen at a time. If 
the cursor is not already at the bottom screen line, this command will 
put it there. After that, each brings another 20 lines of the file 
into view. In this way, you can quickly go through an entire file without 
missing any lines. In the same way, the command allows you to 
move backward through the file, one full screen at a time. 

Moving by words You should think of the key as a magnifier 
for the arrow keys. The key moves the cursor up one line. The 

command moves the cursor up many lines. The key has a 
similar effect on the left and right arrow keys. The command (6 [=>) 
moves the cursor to the beginning of the next word in the file. 

moves the cursor to the beginning of the previous word. Holding down 
both and is like giving the (6 |=) command again and again. 
This is a handy way to move the cursor quickly through a sentence or 
paragraph. 

Finding and Replacing Text 

Sometimes when working with a word processor program, you remem- 
ber a word or phrase that is somewhere in the file—but you cannot 
recall where. Nearly all word processor programs have a command for 
finding text and bringing it into view. This command is often called the 
search command. In AppleWorks it is called the Find or com- 
mand. Here are the steps you use to find the word King in the 
Dickens file. 

1. Move the cursor to the beginning of the file. 

2. Give the Find command (6 ]F). 

3. Select the Text option and tap (RETURN). 

4 . Enter the word to be found (King). You may have to erase a 
word or phrase already there before entering your word. 

5. The computer finds the word and shows the part of the file con- 
taining it. If you want to find the next occurrence of the word, 
tap CY). Otherwise, tap (CN). 

The important things to remember are the first two steps. After that, 
the computer prompts you for more information. 

Finding parts of words When you asked the computer to search for 
King, it found the word “king” twice, but it also found the same four 
letters as parts of the words “making” and “taking.” The computer 
looks for any match it can find between the text you type and the text in 
the file. 
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Case sensitive text Sometimes, you want to find a word whether or 
not it is capitalized. At other times, capitalization matters: If you type 
KING, you do not want the computer to find king. Like most other 
word processor programs, AppleWorks lets you say what kind of search 
you want. If you select Text at step 3 above, the computer ignores 
capitalization. If you select Case sensitive text, the computer 
pays attention to capitalization. In other words, the computer is sensi- 

tive to whether each letter is an uppercase or a lowercase letter. 
Erasing the previous selection If you use the command a 

second time, the computer remembers the last word or phrase you were 
looking for. When it comes time for you to enter new text, you must first 
erase the old text. The simplest way to do this is to use the Yank com- 
mand (6 [Y). It tells the computer to erase all text from the cursor to the 
end of the line. You can also use this command when the cursor is on a 
line of the word processor file. It has the same effect there. 

Replacing text Most word processor programs have a powerful 
(and sometimes dangerous) command called search and replace. Sup- 
pose that you have written a report on Buffalo Bill. Later, you discover 
that you misspelled his name as Bufalo. Here is how to use the Ap- 
pleWorks Replace command to fix all the misspellings in the whole file: 

. Move the cursor to the beginning of the file. 

. Give the Replace command (¢[R). 

. Choose Case sensitive text and tap (RETURN). 

. Enter the word you want to find (Buf ala). 

oF WD FH . Enter the word you want to replace it with (Buffalo). 

6. Select All (not One at a time) and tap (RETURN). 

Again, the important things to remember are the first two steps. The 
computer prompts you after that. As soon as you carry out the last step, 
the computer begins searching the file. Whenever it finds the old text, it 
replaces it with the new text. 

Using abbreviations The Replace command can make life easy 
when you are writing a paper that contains the same phrase again and 
again. For example, if you were writing about the United States and 
the Soviet Union, you could just type US and SU as quick abbreviations. 
When the paper was finished, you could use the Replace command to 
change US to United States everywhere. Then you could change SU 
to Soviet Union. 

Things to Watch Out For 
You must be very careful when you tell the computer to replace all 
occurrences of one piece of text with another piece of text. For example, 
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suppose that you used USSR in the same paper that contained your US 
abbreviation. The Replace command in the previous paragraph would 
change USSR to United StatesSR everywhere in the file. 

Playing it safe To avoid accidents, the safest approach when using 
the command is to change step 6 to Select One at a time in- 

stead of Al 1. Then, the computer stops and asks whether you want each 
change made. If you say yes, the computer makes the change and keeps 
searching. If you say no, the change is not made and the search stops. 
(You can restart it with another command.) 

Disaster time No matter how careful you are, sooner or later you 
will make a mistake while editing. In trying to fix the first error, you 
may find things getting worse and worse. What should you do? Proba- 
bly, the best course is to erase the version of the file in the computer’s 
memory. (In AppleWorks terms, remove it from the Desktop.) Then put 
the last version you saved on your disk back into memory. 

Strong advice What if you have not saved a copy on your disk? 
Then you are out of luck. You have much typing and editing ahead. You 
can be ready for such disasters if you follow this simple advice: Every 10 
minutes or so, save your work on the disk. In AppleWorks, there is a 
quick way to do this: Give the Save command directly from the 

REVIEW/ADD/CHANGE screen. If disaster strikes later, you have lost 
only a few minutes of work. 

Editing Blocks of Text 

You can do any editing job if you can find a word, delete it, and insert a 
new word. For some jobs, however, these simple methods can take a 
long time and a lot of typing. For example, you could move one para- 
graph ahead of another one by first deleting the second paragraph, a 
character at a time. Then, you could insert the same paragraph, a char- 
acter at a time, at the new location. Most word processors have special 
commands for doing things like this. These commands work on whole 
blocks of text. 

Deleting a block The simplest block-editing tool is the Delete 
command (6 [D). To use it, you first place the cursor at the first charac- 
ter of the block of text you want to delete. Next, you give the command. 
When prompted, you use any cursor-moving commands to select the 
text you wish to delete. As you select the text, the computer highlights 
it on the screen. After you select the block, you tap to delete it. 

Another warning If you change your mind before tapping (RETURN), 

you can back out of the Delete command by tapping (ESC). Once you tap 
(RETURN), however, the text is removed from the copy of the file on the 
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Desktop. There are only two ways to get it back: retype it (if you re- 
member what it was) or get a fresh copy of the file from your disk. This 
is another reason to save a copy of the file you are working on every few 
minutes. 

Moving a block The Move command works a lot like the 
Delete command. You first select the block of text you want moved. 
Then you tap (RETURN). The text disappears, as before. This time, how- 
ever, the text is not lost. The computer prompts you to put the cursor 
where you want the block to be inserted. After you put the cursor there 
and tap (RETURN), the computer inserts the entire block automatically. 

Copying ablock The Copy command works exactly like the 

Move command, with one exception. The block you select is not deleted 
from the file. The result after the insertion is that you have two identi- 
cal blocks of text in the file. 

Impact of Word Processor Programs 

In Part B, you learned to use the AppleWorks word processor program 
as an aid to writing and editing. Other word processors have different 
commands, but they all do the same basic things. These programs are 
making fundamental changes in the way people do writing tasks. 

The typing pool Working in any kind of office is working with 
information. In the past, most office information began on paper. A 
manager would use pen or pencil to write a draft of a letter, a memo, or 
a report. Or else, a secretary would take dictation in a shorthand note- 
book. Then the information would be sent to the typing pool—a group 
of people whose only job was to read words on paper and type them ona 
typewriter. The typed versions would go back to the authors for more 
editing, then back to the typing pool for retyping, then back to the 
authors for review. 

The electronic office In a modern office, things work differently. 
There is no need for anyone to begin with pencil and paper. Instead, the 
writer of a letter or report enters the first draft at a computer with a 
word processor program. The draft appears on the screen, and the au- 
thor edits the text immediately. When satisfied with the content, the 
author saves the file on a disk and gives instructions, usually by com- 
puter, to have the file printed automatically. In a few minutes, the 
author has a finished copy. No retyping is necessary. 

The paperless office Ifa business has computers in all offices, it 
can often eliminate the final step: the typed copy. A person who wants 
to send a memo to someone in another office can send the file electroni- 
cally to a central computer. The computer can be in the same building 
or can be thousands of miles away. The person who is to receive the 
memo will get it electronically from the central computer and read it on 
a screen. 

Word Processing 



Old skills- When office information systems were based solely on 
paper documents, certain skills were very important. There was much 

demand for high-speed typists who could type a whole page without a 
mistake. Secretaries needed to know how to take dictation in short- 
hand. They also needed to know how to maintain file drawers crammed 
with information on paper. 

New skills Computers and word processor programs are making 
rapid changes in the skilis needed to work in a modern office. Today, 
information can be created at personal computers or terminals. Both 
managers and clerical workers need good keyboard skills. However, 
speed and accuracy are far less important, since word processor files 
need be typed only once and are easy to edit. All office workers also 
need new skills for working with information stored in computer files, 
not just file drawers. 

Computer literacy If you develop an understanding of computers 
and the way they work, you will have made a good start in preparing for 
work in a modern office. If you know how to enter information into a 
computer file, how to edit it, how to save a copy on a disk, and how to 
print a file, you already have important skills for the future. If you also 
understand computer concepts, such as input, processing, output, mem- 

ory, and the role of computer programs, you will be better able to adapt 
to the changes brought about by the computer. In short, computer liter- 
acy is the basic skill needed. 

Writing for pleasure Apart from work, people also write for plea- 
sure. As you learn to use a word processor program, you will probably 
find much more satisfaction using it than using paper-and-pencil (and 
eraser!) methods. You can begin by typing your thoughts as they come, 
not worrying about how the finished letter or report will look. You can 
easily erase errors, insert new ideas in the middle, delete parts, and 

move whole paragraphs from place to place. Many people discover that 
this freedom changes writing from a burdensome job into a pleasant 
activity. 

HUES TIONS 
4. : What AppleWorks screen allows you to edit a file? , 

a Howr many lines ofa long word processor file are visible at one 
time when you are editing the file? 

3. : What does scrolling mean? 

4. What command moves the cursor down through a file one full 
screen at a time? 
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40. 

11. 

12. 

13. 

14, 

45. 

16. 

47. 

Word Processing 

What command moves the cursor to the last line of a file? 

What command moves the cursor to the beginning of the next 
word in a word processor file? 

Suppose you want to find the first occurrence of King in a 
file. What are the first two things you should do? : 

Suppose you want to replace King with ruler everywhere 
in a word processor file. What are the first two things you 
should do? 

Suppose you want to find the first occurrence of Queen ina 
file. But you do not want the computer to find sueen. When 
prompted, which should you choose: Text or Case sensi- 
tive text? 

Why is it dangerous to use the A11 option with the Replace 
command? 

What is the safest way to replace one word with another word 
everywhere in a file? 

What are two ways to delete a paragraph from a word proces- 
sor file? 

Suppose you want to move a sentence from one place to an- 
other in a word processor file. What are the first two things 
you should do? 

‘Suppose you want to make a copy of a block of five lines in a 
word processor file. What are the first two things you should 
do? 

When you use the Save Desktop command, the computer 
asks whether you want to save the file with a diff e rent 
name. Why might you want to do this? 

Why are typing speed and accuracy less important in a 2 mod- 
ern office than in an older office? 

Why should both managers and clerks have good keyboard 
skills today? 



Part B REVIEW 
Keyboard Commands 

(e|¢),Copy Make acopy ofa block of text and insert it in a new place 

in a word processor file. 
(s[b), Delete Delete a text block from a word processor file. 
(6é]Ee), Edit mode Switch between exchange mode and insert mode. 

(o[F), Find Find a word, phrase, or other series of characters in a word 

processor file. The search begins at the cursor position. 
(6[mM), Move Delete a block of text and insert it in a new place ina 

word processor file. 
(SIN), Name Change the name of a file. 
C(o][P), Print Print a word processor file. This command also allows you 

to specify a format for the file. 
(é[R), Replace Find a word, phrase, or other series of characters in a 

word processor file; then replace it with another series of characters. 
The search begins at the cursor position. 

(cs), Save Duplicate a copy of a file from the Desktop to the disk. 

(é]y), Yank Erase all characters from the cursor to the end of a text 
line. 

(614), Move the cursor to the beginning or the end of a file. 
(6]5), Move the cursor to the middle of a file. 

CGY: Move the cursor down or up one screenful at a time. 
(Si—); Move the cursor left or right one word at a time. 

New Ideas 

case sensitive When searching for words or phrases in this mode, up- 
percase and lowercase letters are treated as different letters by the 
computer. 

document The same thing as a file. 
edit Add information to a file or delete information from it. 
exchange mode An editing mode. Typed characters take the place of 

those at the cursor position. 
insert mode An editing mode. Typed characters are inserted at the 

position of the cursor. 
REVIEW/ADD/CHANGE screen The screen upon which text is entered 

into an AppleWorks file, deleted from the file, or changed. 
scroll Move through a word processor file so that different parts be- 

come visible on the screen. 
wordwrap Automatic movement of a word to the next line when it is 

too long to fit on the current line. : 
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Part Cc 

The Data Base Program 

In Part B, you learned to use a word processor program to help with the 
task of writing. Part C deals with the data base program in Ap- 
pleWorks. It helps you with the task of getting useful information out of 
a large collection of data. Familiar examples of data bases are an ad- 
dress book, a card catalog in the library, an almanac, and a collection of 

baseball statistics. 
Searching for information Using any data base means searching 

for whatever you want to know. Without a computer, the data is usually 
organized for only one kind of search. An address book is organized 
alphabetically by last name, since you usually use a friend’s last name 
to locate his address. But what if you plan a trip to Chicago and you 
want to search your address book for the names of everyone who lives in 
Chicago? Or what if you have forgotten someone’s last name but re- 
member her first name; how can you find her address? These things are 
hard to do with an ordinary address book. 

Computer data bases When a data base is in a computer system, 
searching is easy. With a single command, you can reorganize the data 
to suit your needs. For example, you could easily organize a computer- 
ized address book so all city names were in alphabetical order. That 
way, all Chicago dwellers would appear in a group in the list, and you 
could simply read them off. You could also quickly find everyone named 
Sarah or everyone who lived on Plum Street. 

Similar commands Part C will show you how to search for infor- 
mation in a computer data base. You will learn a few new commands in 
these sessions. However, most of the commands you learned in Parts A 
and B also apply to data base files. There are a few small differences, 
but most of the old commands work the same way. 
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LS lf 
— = Exploring Data Bases 

SESSION GOALS: « Load a data base file into the computers memory. 

¢ Move the cursor through a data base file. 
e Sort the records of a data base file. 
e Change an entry in a data base file. 

* Use a selection rule to get information from a data base. 

Loading a Data Base File 

All the files you have worked with so far have been word processor files. 

Now it is time to explore a new application program—the data base 

program. 

Start the computer with your AppleWorks disks as usual. 

At the Main Menu, give the Add files command. 

At the Add Files menu, give the current disk command. 

If prompted, swap your Computer Applications DATA Disk for the 
AppleWorks Program Disk. Then tap (RETURN ). 

The AppleWorks Files menu shows you 10 file names at a time. You can 
see the rest by scrolling. 

Use the and keys to scroll up and down through the file direc- 
tory. 

As you see, there are three types of files on the Computer Applications 
DATA Disk. The word processor files come first, and they are in alpha- 
betical order. Next come the data base files, also in alphabetical order. 
Last come the spreadsheet files. Begin with a data base file. 

Use the key to select file Planets. Then tap (RETURN). 

Swap disks as directed. 

The Data Base Program 



El Hl) 

° 

File: Planets REVIEW/ADD/CHANGE Escape: Main Menu 

Selection: All records 

Planet Name Diameter Distance from Sun Moons 
‘mee conn mee et) fo tn eh Sh et kk Sr ee et st Set et et Sl 22 SS SSS SSSR SI SSS SS SSS Sl Sl SS SS SSS SS SSS Se ee SS eS SS SS SS SSS SS SIS 

Mercury 3100 
Venus 7519 
Earth 7926 
Mars 4218 
Jupiter 88700 
Saturn 75100 
Uranus 29200 
Neptune 27700 
Pluto 3000 

—_ 

+$NUA0WN-0O 

Type entry or use 6 commands - 6-? for Help 

As always, when you load a file into AppleWorks, the computer shows 
the contents of the file on the REVIEW/ADD/CHANGE screen. For a 
data base file, the REVIEW/ADD/CHANGE screen looks like a table. 
The words above the columns are headings for the table. The cursor is 

now at the first entry in the table. 

1. What type of files are listed first on the AppleWorks disk directory? 

2. How does the appearance of a data base file differ from that of a word 
processor file? 

Moving through the Table 

Most of the things you learned about moving the cursor through a word 
processor file work the same way with data base files. However, there 
are a few differences. 

Tap the key six times. 

That moves the cursor to the last letter of the first entry in the table. 

Tap the key two times more. 

The beep tells you that the key will not move the cursor from one 
entry in the table to the next. 
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Tap the key. 

As you see, the key moves the cursor to the beginning of the next 

entry. 

Tap the key. 

As before, the beep tells you that the key will not move the cursor 
from one entry in the table to the previous one. 

Give the command (| tas). 

That moves the cursor back to the beginning of the previous entry. 

Tap the key three times. Note where the cursor is. Tap once 

more. 

When the cursor is at the last entry in a row, the key moves the 
cursor to the first entry in the next row. There are other ways to move 
from row to row. 

Tap the key. Now use the and keys to change rows. 

Give the command. Give the command. 

As usual, the and keys move the cursor vertically one row at a 
time. Also, the and commands move the cursor vertically to 
the first row and the last row in the table. 

Give the command. 

The cursor is now at the middle line in the table. It looks as though the 
first four lines in the table are gone. This is not so. 

Use the key to scroll to the top of the table. 

As usual, scrolling brings other parts of a file into view. 

3. How do you move the cursor to the next entry in a data base file? 
How do you move the cursor to the previous entry? 

4. What are two ways to move the cursor to the top line of a file? 

# Arranging the Table 

You have learned all the important ways for moving the cursor through 
a data base file. These moves are important when you want to change 
an entry or to arrange the table differently. 

Right now, the planets appear in the order of their distances from 
the sun. Mercury is closest, so it comes first. Pluto is farthest, so it 
comes last. You might want to view the table with the planet names in 
alphabetical order. Here is how you can sort alphabetically. 

Put the cursor on any planet name. Give the Arrange command (¢| A). 
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You now see the Arrange (Sort) screen. The first menu item is From A 
to 2. This is alphabetical order, which is what we want. 

Tap (RETURN ). 

That is all there is to it. The rows in the tables have been rearranged so 
that the planet names are in alphabetical order. You can also put items 
in numerical order—that is, sort numerically. 

Put the cursor on any planet diameter. Give the Arrange command. 

Command three is from © to 9, which means increasing numerical 
order. 

Give command 3 on the Arrange menu. 

Now the table is arranged so that the smallest planet is first and the 
largest is last. 

Arrange the table so that the planet with the largest number of moons 
is first. 

The Arrange command lets you change the order of the rows ina 
data base file. This command makes it easy to find answers that would 
be difficult to get otherwise. You have been working with a very small 
data base file. The payoff when using these tools is far greater when the 
file contains hundreds of rows. 

5. What command do you use to change the order of the rows in a data 
base file? 

6. Where must the cursor be before you use the command referred to in 
question 5? 

7. In a data base file you can sort the rows in alphabetical order. What 
are three other orders that you can specify? 

Changing Entries 

Most useful data bases contain information that changes. Suppose an 
astronomer makes a more accurate measurement of the distance from 
the sun to Pluto. In that case, you would want to change that entry in 
your data base. Here is how to do that. 

Move the cursor to the Distance from Sun entry for the planet 
Puan. 

If necessary, move the cursor to the beginning of the entry. Give the 
Yank command (¢[yY). 

That erases all characters from the cursor to the end of the entry. 

Read the top right corner of the screen. Tap (Esc). 
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If you should happen to select the wrong entry and delete it, the 
key lets you put it back. 

Give the Yank command again. Type the number 3682.9. 

You have made the change, but there is one more step. 

Try to use the key to move to another entry. Try and ( ). 

Nothing works. You must first tell the computer whether to accept the 

new entry or restore the old entry. 

Tap (RETURN ). 
Now the new entry is part of the file, and you can move the cursor at 
will. 

Change the number of moons of Saturn from 1@ to 12. 

That completes your work with file Planets. You have seen how to 
move the cursor from an entry. You have rearranged the rows of the 
table into alphabetical and numerical order. Finally, you have seen 
how to change entries in the data base file. 

8. If you want to change an entry in a data base file, what is the first 
step? 

9. How do you delete an entry? 

10. After you have typed a new entry, what must you do to make it 
become part of the data base? 

Practice with Another Data Base 

To see the power of data base commands, you need a bigger file. Now is 
a good time to practice what you have learned. 

Clear the file Plariets from the Desktop. When prompted, give the 
command for throwing out the changes you made. 

Add the file St ates to the Desktop from your Computer Applications 
DATA Disk. 

You should now see part of file States on the REVIEW/ADD/ 
CHANGE screen. Each row contains seven pieces of data about one 
state. The entries are 

1. The name of the state 

. The 1983 population 

. The area in square miles 

. The state capital 

of W bw . The average January temperature 
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6. The average July temperature 

7. The year the state was admitted to the Union 

Hold down the key and scroll to the end of the file. 

Scroll back to the beginning. 

Practice using the and keys to move from entry to entry. 

The table is now arranged with state names in alphabetical order. 

Arrange the table so that the capital names are in alphabetical order. 

Arrange the table in order of area, with the largest state first. 

If you did this correctly, Alaska should be at the top of the table, 
followed by Texas and California. If you do not have Alaska at 
the top, you probably used the wrong arrangement order. Any of the 
four possibilities is legal, but the results can be surprising. For exam- 
ple, you can “alphabetize” numbers. Let us see what happens if you do. 

If necessary, put the cursor on an Area entry. Give the Arrange com- 
mand (¢/A). Finally, give the From A to Z command. 

When you alphabetize numbers, all numbers that begin with 1 come 
ahead of all the numbers that begin with 2. That is why the number 
1@+577 comes before the number 2:857. You should always use al- 
phabetical ordering with names and numerical ordering with numbers. 

Use the Arrange command to find the state with the fifth largest area. 

Find the state with the fourth coldest winter. 

Find the first state to join the Union after the original 13 colonies. 

The Arrange command is a very powerful tool you can use to organize 
information and answer questions about the data in a file. The larger 
the file, the more useful the Arrange command becomes. 

11. How would you find the state with the fifth smallest population? 

12. What method of sorting should not be used with a column contain- 
ing numbers? 

Finding and Selecting Records 

When working with the word processor program, you used the Find 
command to locate a word or phrase anywhere in a file. You can 
use this same command with a data base file, but it works a little differ- 
ently. Here is how to find all the rows in the table that contain north. 

Put the cursor at the beginning of the file. 

Give the Find command (4 [F). 
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You are at the Find Records screen. In a data base file, a record is the 
same thing as a row in the tables you have been looking at. The prompt 
at the bottom of the screen asks you to enter the characters you are 
looking for. 

Type the characters north and then tap (RETURN). 

The computer found two records that contained the characters north 
and displayed them. Note that the computer treats uppercase letters 
and lowercase letters the same when searching through the file. 

Tap (Esc). 

That puts you back at the REVIEW/ADD/CHANGE screen. 

Use the Find command to locate the characters ana. 

The computer found three records containing the characters ana. The 
second record contains ana twice. 

Tap to get back to the REVIEW/ADD/CHANGE menu. 

Suppose you want to find all states that have an average July tempera- 
ture of 72 degrees. 

Use the Find command to locate the characters 72. 

Whoops! The computer found five states, but only three of them were 
the ones you wanted. This is because the Find command searches all 
entries. The population of Texas contains the characters 72, so the com- 
puter selects the Texas record. Can you see why Hawaii was selected? 

Tap (Esc). 

The Find command lets you look for records containing a match with 
the characters you type. There is a more precise way to find records in a 
data base file. 

Read the Selection phrase near the top of the screen. 

This phrase tells you that currently all records in the data base file are 
selected. This means that you can see them all by scrolling. Here is how 
to select just the records for which the July temperature is 72 degrees. 

Give the Record Selection command (<¢[R). 

A new Select Records screen appears. This screen shows a menu with 
the seven column headings. 

Select Jul and tap (RETURN). 

Now there are 12 possibilities on the menu. You want the first one. 

Tap to choose the first option. 

The Data Base Program 



At the prompt, type the characters 72 and tap (ReTuRN). Note the 

Selection phrase near the top of the screen. 

This phrase is an example of a selection rule. Later, you will see how 
to use the words and, or, and through to build more complex selec- 
tion rules. For now, let us see what happens when you use this one. 

Read the line at the top right of the screen. Then tap (Esc). 

This time, the computer found only the three records you were looking 
for. It ignored 72 in all categories except July temperature. 

Try to scroll up and down past the records in view. 

You are back at the REVIEW/ADD/CHANGE screen now, but you are 
only looking at part of the data base file. You cannot just scroll to see 
the rest. However, there is a quick way to see the whole data base 
again. 

Give the command again. Read the prompt line. Then tap (7). 

All records are now selected. This means that all records are either 

visible or can be reached by scrolling. Now, let us see a more interesting 
use of the command. 

Give the command. Select Jan, and tap (RETURN). 

Select is less than and tap (Return). At the prompt, type 32 and tap 

(RETURN ). 

The selection rule is Jan is less than 32. This means that you want 
to see all states with January temperatures less than 32 degrees. 

Tap to see the records that satisfy the selection rule. 

Most states have an average winter temperature below freezing. Now 
let us look for states that are both cold in winter and hot in summer. 

Give the command. Tap at the prompt to select No. 

The old selection rule has disappeared, and the computer is waiting for 
a new rule. 

Select Jan and tap (RetTuRN). Select is less than and tap (RETURN). Type 

32 and tap (RETURN). 

Now you have the same selection rule as before. This time, we will add 
another condition to the rule. We also want the Ju1 temperature to be 
greater than 72 degrees. 

Tap to add the word and to the selection rule. 

Select Jul and tap (RETURN). Select is greater than and tap (RETURN). 

Finally, type 72 and tap (RETURN). 
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Notice the new selection rule. At this point, the computer is waiting for 
you to add more phrases to the selection rule. However, nothing more is 
needed to find the states we are looking for. 

Tap (Esc). 
As you can see, the computer found 13 states with cold winters and hot 
summers. Let us look at a different kind of selection rule. 

Give the command. Tap to begin the new selection rule. 

The new selection rule will be to find all states admitted to the Union 
between 1850 and 1875. 

Select Admitted and tap (RETURN). Then tap to add esuals to 
the selection rule. Type 1850 and tap (RETURN). 

Select through and tap (RETURN). Type 1875 and tap (RETURN ). 

The selection rule is now complete. 

Tap (Esc). 
The computer found seven states admitted to the Union between 1850 
and 1875. By using the commands, you can set up many different 
kinds of selection rules. Whenever you work with a large data base, 
much of your time will be spent deciding on selection rules to pull the 
information you want out of the file. 

That completes these guided activities in this session. If you have 
time, try some of the On Your Own activities. When you are finished, 
quit the computer in the usual way. Throw away the changes you have 
made to file States. 

S7, ~=«:18. What does the phrase after the word Selection on the REVIEW) 
ADD/CHANGE screen tell you? 

14. What command do you use to change the selection rule? 

I I 
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If you have time: GIN YOUR GRIN 
= The file St ates should be on the Desktop. Make a selection rule to 

find all states with populations less than 1,000,000 and areas greater 
than 100,000. Change the rule to find all states either with popula- 
tions less than 1,000,000 or with areas greater than 100,000. Notice 
the difference between “and” and “or” in these selection rules. 

= The file States should be on the Desktop. Make a selection rule to 
find the states that are not too cold in the winter and not too hot in 
the summer. You decide which numbers to use in the selection rule. 
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Data Base Files 
SESSION GOALS: * Compare a data base file to a word processor file. 

¢ Understand new terms for describing a data base file. 
¢ Review the ways for moving the cursor through a data 

base file. 
e Review the use of the Arrange command fo sort records, 
¢ Review the steps needed to build a new selection rule. 

The Parts of a Data Base File 

In Session 8, you began using the data base program in AppleWorks. 
When you gave the Add files andcurrent disk menu commands, 
the computer showed a directory containing the names of all files on 
your disk. By scrolling down through the directory, you saw three dif- 
ferent types of files: word processor files, data base files, and spread- 
sheet files. 

Similarities In many ways, a data base file is similar to a word 
processor file. Both kinds of files contain information. You can scroll 
from beginning to end of either kind of file and see what it contains. 
You can insert and delete information in both. You can move blocks of 
information from place to place in both. You can make printed copies of 
both kinds of files. (When you learn about spreadsheet files, you will see 
that the same is true of them.) 

Differences The big difference between a word processor file and a 
data base file is the way the information in each file is organized. A 
word processor file contains only text. Text has a very simple organiza- 
tion: One character follows another, from the beginning of the file to the 
end. In a data base file, however, information is organized into groups 
of related items. 

Appearance of data base files When you select a data base file 
from the disk, the computer reads it into memory and shows you the file 
on the REVIEW/ADD/CHANGE screen. The figure on the next page 
shows how the file Planets looks when you first see it. 
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File: Planets REVIEW/ADD/CHANGE Escape: Main Menu 
Selection: All records 

Planet Name Diameter Distance from Sun Moons 
a a ee me et — rt se ee re re i i ee Se we ee te ee SSS SSS SS SSS mSeSe socom os ome assesses cs se ses ss ss sls Ss Sess 

Mercury . 3100 36.0 0 
Venus 7519 67.2 0 
Earth 7926 92.9 1 
Mars 4218 141.5 2 
Jupiter 88700 483.4 13 

— Saturn 75100 886.0 | 10 
Uranus 29200 1782.0 5 
Neptune 27700 2792.0 2 
Pluto oe 367) eu 

Type entry or use 6 commands 6-? for Help 

Rows and columns The information in this data base file looks 
like a table. Each row has information about a single planet. All the 
data for Jupiter are in the fifth row. Each column has information of a 
single kind. The second column gives the diameters of all the planets. 
The headings above the table tell what kind of information is in each 
column. 

Data base organization If you were a careful typist, you could 
create a table like this as a word processor file. Would it then become a 
data base? The answer is yes and no. It is yes, because the information 
would be organized like a data base. It is no, because you could not use 
the commands of the data base program to reorganize the information. 
The importance of a data base file comes from the fact that you can 
easily change the order of the rows or see only those rows that are of 
interest. 

Special Terms for Describing a Data Base 
As you have seen, the basic organization of a data base file is like a 
table of rows and columns. Special terms are used to refer to the infor- 
mation in the table. 

The Data Base Program 



Entries The data at one place in the table is called an entry. For 
file Planets, the entry at the upper left corner of the table is 
Mercury. The entry at the bottom of column 3 is 3675.¢@. You can 
think of a data base file as a collection of entries. 

Records In the file Planets, all the information about a single 
planet is called a record. As you can see, a record in the file is the same 
as a row in the table shown on the REVIEW/ADD/CHANGE screen. 
There are nine records in the file Planets. Each record in this file 
contains four entries. Most data base files have many more records and 
many more entries per record. 

Categories Each entry in a record belongs to a single category. 
(Many other data base programs refer to categories as fields.) A cate- 
gory describes information the data base file contains. In the file 
Planets, there are four categories: the planet name, the diameter, the 

distance from the sun, and the number of moons. The category names 
automatically appear as headings in the table shown on the REVIEW/ 
ADD/CHANGE screen. 

Summing up A data base file is a collection of entries. The entries 
are grouped into records (rows). Within a record, each entry falls into a 
separate category (column). When you give commands that reorganize a 
file, all the entries in one record stay together. Basically, working with 
a data base file means moving whole records from place to place. 

Moving the Cursor 

As with a long word processor file, you can see only a few lines of a large 
data base file on the computer screen at a time. To work with a file, you 
need to move the cursor about on the screen. You also need to move 
hidden parts of the file into view. In Part B, you learned how to move 
about in a word processor file. Most AppleWorks cursor-movement com- 
mands work the same way with data base files. However, there are a 
few differences. 

Arrow and Tab keys The and keys work exactly as before. 
To move back’and forth through a single entry, you use the and 
keys. However, you may not use these keys to move from entry to entry. 
Instead, the key moves the cursor to the next entry, and 
moves it to the previous entry. 

Open-Apple arrow keys The and commands work 
exactly as they did with word processor files. These commands allow 
you to move through a file one full screen at a time. (A word processor 
screen shows 20 lines of a file, whereas a data base screen shows 15 
records.) However, the and commands do not move the 

cursor through a data base file. 
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Jumping to the beginning orend The through com- 
mands work almost the same way as with word processor files. In either 
case, they bring parts of a file into view. The small difference is this: 
With word processor files, moves the cursor to the start of the first 
line in the file; with data base files, moves the cursor vertically to 
the first line but not to the beginning of the line. There is a similar 
difference in the way works. If you use these commands, it is a 
good idea to check the cursor location afterward. 

Editing entries The AppleWorks editing tools you learned in Part 
B work almost the same way with data base files. You can delete an 
entry by moving the cursor to the right and then using the key. 
You can also move the cursor to the first character of the entry and use 
the Yank command (é[Y). This command deletes characters from the 
cursor to the end of the entry not the end of the line. Once an entry is 
deleted, you can type a new entry on the keyboard. 

Sorting Data Base Files 

The real power of any data base program is in its commands for reorga- 
nizing data. AppleWorks allows you to sort all records into a new order. 
It also allows you to view certain selected records. 

Sorting records In AppleWorks, the Arrange command is Cota 
It changes the order of all records in a file. To use the command, you 
first move the cursor to the category containing the entries you want to 
sort. Then you give the command (4A). Next, the computer asks what 
order to sort into: alphabetical, reverse alphabetical, numerical, or re- 
verse numerical. After you choose, the computer moves whole records 
until they are in the order you asked for. 

Getting answers The ability to sort data base files is the key to 
getting certain kinds of information. An alphabetical sort on names 
makes it easy to locate a name you are looking for. A sort on numbers is 
the first step in finding the largest or smallest entries in a given cate- 
gory. In Session 8, you used sorting to answer questions such as these: 

1. What is the state with the fifth smallest population? 
2. What is the state with the fourth coldest winter? 
3. What was the first state to join the Union after the original 13 

colonies? 

Need for sorting tools Without a simple tool for sorting a data 
base, you would need to spend much time and effort to get answers to 
questions like these. Even with small data bases, such as State 5, the 
work would go slowly and might contain errors. 
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= Searching for Information 

Not all questions about information in a data base file can be answered 
just by sorting it into a new order. In fact, with very large data bases, 
sorting is impractical because of the time required. Furthermore, sort- 
ing does not answer all questions. For example, if you want to find all 
the data for both North Dakota and South Dakota, alphabetizing the 
state names will not help. But searching for all records that contain 
Dakota will do the job. 

The Find command In working with word processor files, you used 
the Find command to find words, phrases, or any other text. This 
command works almost the same way with data base files. The main 
differences are these: 

1. There is no Case sensitive text option when the command 
is used with data base files. In other words, the computer treats 
uppercase letters and lowercase letters in the same way. 

2. The Find command causes the computer to show all data base 
records that contain the text you are searching for. The other 
records disappear from view temporarily. 

The Find command is useful when you are searching for text that you 
know is located somewhere in a file. However, there are other kinds of 

searches that you can do. 
Selecting records When you first put a data base file into the 

computer, all records are selected. This means that you can see all 
records in the file, either on the screen or by scrolling. Sometimes you 
want to select only certain records. For example, in the data base 
States, you might want to see records in which 

1. Population is between two million and four million 

2. Or, population is greater than one million and area is less than 
20 thousand square miles 

3. Or, either the summer temperature is less than 70 degrees or 
else the winter temperature is greater than 60 

Selection rules Using only the tools described so far, you cannot 
easily find these records. Sorting is not enough nor is the Find com- 
mand. Instead, you must define a new selection rule that tells the com- 
puter exactly which records you want to see. For example, the selection 
rule for example 3 above would look like this on the computer screen: 

Selection: Jul is less than 7@ 

or Jan is greater than 68 

The Select Record command To create a new selection rule in 

AppleWorks, you must give the Select Record command (é[R). After 
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that, the computer prompts you for each condition that you want in 
the selection rule. There are two conditions shown in the selection rule 
above: The first is Jul is less than 7@. The second is Jan is 
greater than &@. The meaning of the word “condition” is any phrase 
that can be either true or false. If you have studied programming, you 
have used conditions in the IF statement, which appears in BASIC, 
Logo, and most other languages. 

The “or” connection When you have more than one condition in a 
selection rule, you must tell the computer how to combine them. In the 
example above, the word or connects the two conditions. This means 
that the computer should select a record if the first condition is true, or 
if the second condition is true, or if both conditions are true. If you are 
familiar with programming, the word “or” means the same thing in 
AppleWorks that it does in most programming languages. 

The “and” connection Another connecting word is and. Here is a 
selection rule that uses and. 

Selection: PorPpulation is greater than 1 +G@@0+0¢¢ 

and Area is less than 24,00¢ 

With this rule, a record is selected only if both conditions are true at the 
same time. Again, if you know a programming language, “and” means 
the same thing in AppleWorks. 

Building selection rules AppleWorks makes the job of writing se- 
lection rules easy. Once you give the command, the computer 
prompts you for each condition and each connecting word, one at a time. 
First, you choose the category name. Next, you choose the type of condi- 
tion from a list of all possible conditions, written in simple English. 
Then, you complete the condition by entering a number or word. Fi- 
nally, if there is more than one condition, the computer prompts for a 
connecting word and the next condition. 

Seeing the results When your selection rule is complete, you tap 
to see the selected records. You need not remember all the steps in 

building a new rule. Simply give the command and follow the 
prompts. Then tap when the rule is complete. 

Making Your Own Data Base 

In the next hands-on session, you will enter information into a new data 
base file of your own. It will contain a list of people you know. For each 
person, you will enter a last name, a first name, a birthdate, and a 
phone number. After you create the data base, you will be able to sort it 
alphabetically by names or chronologically by birthdates. You will also 
be able to search for all people with birthdates in March, for example. 

What you will need Before you begin working at the computer in 
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Session 10, make the following preparations. Write a list of 10 or more 
friends and family members. After each name on your list, write the 
person’s birthdate and phone number. Remember to have your list with 
you when you begin working on the next session. 

HUES TOMS 
4. What is the main difference between a data base file and a 

word processor file? 

i a 2. What special term is used for the column headings you see 
when a data base file is shown on the REVIEW/ADD/ 
CHANGE screen? 

3. What special term is used for rows you see when a data base 
file is shown on the REVIEW/ADD/CHANGE screen? 

4. What does the term “entry” mean? 

5. What is the difference between the way the ) and >) oS keys 
work in a data base file and a word processor file? 

6. What key moves the cursor from entry to entry in a data base 
file? 

_7. Suppose the third category in a data base file is a person’s last 
name. You want to sort the file so that last names are in 
alphabetical order. What are the first two steps you should 
take? 

8. What is an example of a question you can answer by sorting 
the data base file States? 

9. Sorting is one way to help find information in a data base file. 
What are two other ways? What commands must you use in 
each case? 

40. What is the purpose of a selection rule? 

41. What are the main parts of a selection rule called? 

12. A selection rule contains two phrases: Aye is greater 
than 21,Sex equals Female. Suppose the word and sepa- 
rates the two phrases. Describe the records that. will be se- 
lected by this rule. 

13. Suppose the word o r separates the two phrases given in ques- 
tion 12. What records will be selected by this rule? 
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“EEE More Data Base Iools 
SESSION GOALS: « Explore the single-record layout of a data base file. 

¢ Add and delete records in a data base file. 
¢ Create a new data base file. 
¢ Add a category to a data base file. 

Another View of a Data Base File 

In Session 8, you learned how to change an entry in a data base file. You 
can also add whole records to or delete whole records from a file, and 

you can add whole categories or delete whole categories from a file. To 
do some of these things, you need a different way to look at the file. 

Start the computer with AppleWorks as usual. 

Put the data base file States on the Desktop. 

You should be at the REVIEW/ADD/CHANGE screen with the state 

names in alphabetical order. 

Move the cursor to Texas. 

Then use the key to move the cursor over to Austin. 

You have made cursor moves like this before. Now, here is something 
new. 

Give the Zoom command (G[z). 

This command “zooms” you in to the record on which you see the cursor. 
Here, the record contains all the data for Texas. This view of the file is 
called the single-record layout. Notice the labels before each entry in 
the record. 

Give the Zoom command again. 

You are back at the table form of the file with the Texas record now at 
the top. This view of the file is called the multi-record layout. Note 
the category names at the top of the table. 

Give the (c [z) command. 

When you zoom in on a single record, each entry is labeled by the cate- 
gory names that appear in the multi-record layout. 

Note where the cursor is. Tap the (as) key. 

As in the multi-record layout, the key moves the cursor to the 
next entry in the record. Similarly, moves the cursor to the 
previous entry in the record. 
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Note the record number above the category names. Then tap the 
key to move the cursor to the last entry. Now tap once more. 

As in the multi-record layout, if the cursor is at the last entry of a 
record, the key moves it to the first entry in the next record. You 
can see that the record number has increased by one. 

Tap the key a few times. 

In the single-record layout, the and keys have the same effect as 
the key. That is, they move the cursor from entry to entry, not 

from record to record. 

Tap the key a few times. Try the key. 

As you see, these commands move the cursor a record at a time when 
used with the single-record layout. 

Give the command. Give the command. 

These commands work exactly as in the multi-record layout. They move 
to the last record or the first record in the file. 

1. What is the purpose of the command? 

2. What does the key do in the multi-record layout? What does it do 
in the single-record layout? 

Adding Records 

In Session 8, you learned how to change individual entries in a record. 
Sometimes, you need to add whole new records to the data base file and 
delete whole old records when they are no longer needed. The data base 
program in AppleWorks has tools for adding and deleting records. 

As it stands, the data base file $t ates has records for each of the 
states and the District of Columbia. Suppose you want to add a record 
for Puerto Rico and one for the Virgin Islands. Here are the steps: 

Use to move the cursor to the last record in the file. 

You should now be in the single-record layout. Note the record in- 
dicator above the row of equal signs. It should say Record Si of 51. 
This record is the last one in the file. 

Tap the key until the cursor is at the last entry in the record. Tap 

once more. 

In the middle of the screen, you should see the following message: 

You are now Past the last record 

of your file and can now start 

typing new records at the end. 
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The prompt at the bottom of the screen asks if you really want to add 
records. If you moved the cursor beyond the last record by accident, you 
would tap to correct the mistake. However, you do want to add 

records. 

Tap to confirm that you do want to add records. 

The computer tells you that you are now at record 52 of 52. It shows all 
the category names, but the entries are all blank. The computer is wait- 
ing for you to enter the data for record 52. 

Type Puerto Rico. Use the key to fix any errors. Then tap 

(RETURN ). 

You have just entered the State Name for this record. The cursor is at 
the second category name. 

Type 3+19G +520 and tap (RETURN). 

Enter 3 +435 for the area. 

Enter San Juan for the capital. 

Enter 76 for the January temperature and 81 for July. 

You have now entered all of the data available for Puerto Rico. Because 
it has not been admitted to the Union, we will leave the last entry 
blank. 

Tap for a blank entry. 

That finishes record 52, and the computer automatically moves on to 
record 53, which is also blank. 

Enter the following data for record 53: 

Name: Yirgin Islands 

Population: 95 ,00¢@ 

Area: 133 

CaPital: Charlotte Amalie 
wan: 76 

Les yy. 

Admitted: 

That finishes record 53. You should now be looking at record 54 of 54. 
The computer is waiting for more data. You have finished adding rec- 
ords, so it is time to go back to the REVIEW/ADD/CHANGE screen. 

Tap (Esc). 

Now, let us look at the file in the multi-record layout. 

Give the command. 
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The computer shows you the last of the old records plus the two new 
ones you just added. 

Tap the key until you hear a beep. 

In the multi-record layout, you cannot move the cursor beyond the last 
record. Whenever you want to add records, you must use the single-rec- 
ord layout. 

Right now, the new records you have added are at the end of the 
file. However, you can use the Arrange command to put the new records 
where you want them. For example, you can sort the file alphabetically 
by name. 

Make sure the cursor is in the Name column. Give the Arrange com- 

mand (¢/A). Sort the file From A to 2. 

Move the cursor to the end of the file. 

Now Puerto Rico and Virgin Islands are in their proper alpha- 
betical order. 

Use the key to put the cursor in the Ju1 temperature column. 

Sort the file so that the highest July temperatures come first. 

If everything went well, you see the record for Arizona at the top of 
the screen. Two-thirds of the way down, you should see the records for 
Puerto Rico andthe Virgin Islands. 

3. Suppose you are looking at a data base file in the multi-record lay- 
out. What are the first two steps needed to add a record at the end of 
the file? 

4. What key must you press after you type each entry in a record? 

5. How do you tell the computer there are no more records to be added? 

Deleting Records 

It is easy enough to add records to a data base file. Deleting records is 
even simpler. Let us suppose you want the file to contain only records 
for the 50 states. You must delete three records: the two you just added 
and the one for the District of Columbia. 

Be sure you are using the multi-record layout to display the file. 

Move the cursor anywhere within the record for Puerto Rico. 

Give the Delete command (¢[D). 

That causes the computer to highlight the entire record containing the 
cursor. You are now at the Delete Records screen. 
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Tap the key. 

The highlighting is gone, and you are back at the REVIEW/ADD/ 
CHANGE screen. As usual, the key undoes the command. 

With the cursor in the Puerto Rico record, give the Delete command 
again. 

Read the prompt at the bottom of the screen. 

Tap to highlight the next record. 

You have now selected the records for Puerto Rico and the Virgin 
Islands. They are ready to be deleted. 

Tap (RETURN). 
That is all there is to it. The two records are no longer part of file 
States, 

Use the same method to delete the record for the District of 

Columbia. 

Put the cursor in the last record of the file. Use to zoom in on 
that record. 

You should be looking at record 50 of 50, the last record in the file. 

6. Suppose you are looking at a file in the multi-record layout. What 
are the first two steps in deleting a record? 

7. How does the computer show which records are going to be deleted? 

Creating a New Data Base File 

You now know all the important tools for working with an existing data 
base file. You know how to search for information, how to arrange the 
file in different order, how to change entries in a record, how to add new 
records, and how to delete records. However, there is one very impor- 
tant tool that is missing. You do not yet know how to create a new data 
base file from scratch. You will learn how to do that next. 

Go to the Main Menu. Remove the file States from the Desktop. 
When prompted, throw out the changes you made to the file. 

At the end of Session 9, you were told to put together a list of your 
friends’ names, their phone numbers, and their birthdates. Now you 
will use some of this information to create a data base called “People.” 

Give the Add files command from the Main Menu. 

This time, you will not be getting a file from your disk. Instead, you will 
make a new data base file from scratch. 
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Give the Data Base and From scratch commands. 

When prompted, type the name Peorle and tap (RETURN). 

You should now see the following screen: 

File: People CHANGE NAME/CATEGORY Escape: Review/Add/Change 

Category names 

Category 1 
Options: 

Change er name 
Up arrow 0 to filename 
Down arrow Go to next category 
A-| Insert new category 

Type entry or use & commands 55K Avail. 

Creating a new data base file always begins at this screen. The com- 
puter is waiting for you to type the category names you want. For now, 
you will make a data base file with only three category names: Last 
Name, First Name, and Birthdate. 

Give the Yank command to delete the name Category 1. 

Type Last Name and tap (RETURN). 

The cursor is on the next line. The computer is waiting for you to type 
the next category name. 

~ Type First Name and tap (RETURN). 

Type Birthdate. Be sure to spell this correctly. Then tap (RETURN). 

You have now entered the three category names to be used in your new 
data base file. If you made any typing errors, you can use the key to 
move the cursor to the line containing the error. Then you can use any 
of the editing tools to fix the error. 

When you have the category names you wish, you must tell the 
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computer that there are no more names. and you are ready to begin 

entering data. 

Tap (Esc). 

You are now at the REVIEW/ADD/CHANGE screen. In the middle of 

the screen you should see the following message: 

This file does not yet contain 

any information. Therefore: vou 

Will automatically go into the 

Insert New Records feature. 

Follow the directions at the bottom of the screen. 

File: People INSERT NEW RECORDS Escape: Review/Add/Change 

Record 1 of 1 

Last Name: - 
First Name: - 
Birthdate: - 

Type entry or use 6 commands 55K Avail. 

You have seen this kind of screen before. It is the single-record layout of 
the file Peorle. However, there are no entries in the file yet. The 
computer is waiting for you to type entries for the first person on your 
list. At the end of Session 9, you were asked to make a list of people and 
their birthdates. 

Get out your list of people and birthdates. 

Type the last name of the first person on your list. Fix errors with the 
key. Then tap (RETURN). 

Type the person’s first name and tap (RETURN). 
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Type the person’s birthdate in the form Dec i6 and tap (RETURN). 

Now you have entered all the data for record 1. The computer is waiting 

for you to enter the data for the second person on your list. 

Repeat the previous three steps for the second person. 

Keep entering data until you have five complete records. Then tap 
ESC ). 

Now you are back at the REVIEW/ADD/CHANGE screen, but the com- 
puter is still using the single-record layout. 

Use the Zoom command to see the whole file. 

You should now see the five records of file Pe or 1¢. The records are in 
the order you entered them. However, this is a data base file and you 
can rearrange it using the command. 

Place the cursor in the First Name column. Give the Arrange com- 
mand, and sort alphabetically. 

Place the cursor in the Birthdate column. Give the Arrange com- 
mand, and sort chronologically. 

As with the other data base files you have used, the Arrange command 
lets you change the order of records. You have done alphabetical and 
numerical sorts before. The chronological sort is new. Whenever a 
category name contains the word “date,” the computer interprets your 
entries in that category as dates. Chronological order means from earli- 
est date to latest date. 

8. Suppose you have told the computer you want to create a new data 
base file from scratch. You have also entered a name for the file. 
What information must you enter next? 

9. How do you tell the computer you want to sort a category in chrono- 
logical order (by date)? 

Adding a New Category 

When you are creating a new data base file, you sometimes forget a 
category that you later want to add to the file. For example, you might 
want your Peorle file to contain phone numbers as well as the other 
types of information already entered. Here is how to add a whole new 
category to a data base file. 

Give the Name command (¢[N). 

You are now back at the Change Name/Category screen. This screen is 
the one you used to enter the original category names. This screen also 
allows you to do other things. Right now, the computer is waiting for 
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you to change the file name if you want to. But you do not want to do 
this now. The message in the middle of the screen tells you what to do. 

Tap (RETURN ). 
The message on the screen shows you the other things you can do. You 
can change a category name, insert a whole new category, or delete an 
old category. You want to insert a new category. You will put it just 
before the Birthdate category. 

Use the key to put the cursor on Birthdate. 

Give the Insert command (<4 [ 1). 

The list of category names opened up and the computer is now waiting 
for you to type the new category name. 

Use the Yank command to delete the hyphen in the blank line. 

Type Phone and tap (RETURN). 

Tap (Esc). 

Now you have the new Phone category in the file, but you are still 
missing the data. Now it is time to enter the phone numbers from the 
list you made before beginning this session. 

Move the cursor to the first record, third column. Type the phone 
number that belongs there in the form 355-1212. Then tap (RETURN). 

Repeat this process until all the phone numbers have been entered. 

Now each record in the file contains a new entry, the phone number. 
This completes your data base. If you have time later, you may want to 
add more records or more categories to it. 

Go back to the Main Menu and save file Pearle on your Computer 
Applications DATA Disk. 

This completes your work with the data base program. If you have time, 
do some of the On Your Own activities. Then quit the computer as 
usual. 

10. What command must you use when you want to add a whole new 
category to a data base? 

11. After you type the command in question 10, what four things can 
you do to a data base file? 
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If you have time: GIN YOUR IAIN 

Clear the Desktop if necessary. Move a copy of the file States from 
your Computer Applications DATA Disk to the Desktop. Change to 
the single-record layout. Practice using all the cursor-move com- 
mands you know. Return to the multi-record layout. Give the 

command. Change the file name to Union. Delete the category 
Capital. When you are finished, remove the file from the Desktop 
and throw out your changes. 

Clear the Desktop if necessary. Move the file Peorle from the disk 
to the Desktop. Add records for the rest of the people on the list you 
made before beginning this session. Save the file on your disk. 

If necessary, put the file Peorle on the Desktop. Add a new Age 
category to the file. Enter data for the ages you know, and leave the 
rest blank. 
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Using Data Bases 
SESSION GOALS: * Compare the single-record and multi-record layouts 

available with AppleWorks data base files. 
¢ Review the steps for adding and deleting records in a 

data base file. 
e Learn commands for moving and copying blocks of 

records, 
e Review the steps for creating a new data base and 

adding new categories to an existing data base. 
e Learn to remove a category, change the layout, and print 

reports, 
e Learn about the role of data bases in society. 

The Two Layouts 

There is only one way to view a word processor file on the REVIEW/ 
ADD/CHANGE screen. The text appears, one line after the other, from 
the beginning to the end of the file. However, there are two quite differ- 
ent ways to view a data base file on the REVIEW/ADD/CHANGE 
screen. 

Multi-record layout In one view, a data base file appears as a table 
with rows and columns. Each row contains the entries for a single rec- 
ord in the file. Each column contains all the entries that belong to one 
category. This view is called the multi-record layout. 

Single-record layout In the other view, all the entries for a single 
record appear on the screen. Each row in the display shows one category 
name and the entry for that category. This view is called the single- 
record layout. In many data base programs, the single-record layout is 
the only one available. 

The Zoom command With AppleWorks, you can view your data 
either way. It is up to you to decide which view you want. You use the 
Zoom command (G[Z)to switch from either view to the other. When 
you zoom from a multi-record layout to a single-record layout, you see 
the record that the cursor was on when you gave the Zoom command. 
When you zoom back, the record that appears in the single-record lay- 
out will be the top line in the multi-record view. The other records are 
still there, and you can scroll to see them. 

Advantages and disadvantages The best feature of the multi- 
record layout is that it lets you see entries for as many as 15 records at 
the same time. At a glance, you can compare entries in different rec- 
ords. However, your data base file may contain too many categories to 
fit on a single line on the screen. When this happens in multi-record 
layout, only the first few categories are visible. There is no easy way in 

The Data Base Program 



AppleWorks to bring the other columns of the table into view. The sin- 
gle-record layout shows entries for only one record at a time, but all 
categories are visible. Each layout serves a purpose. 

Adding Whole Records 

Changing an entry in a data base record is easy. In the multi-record 
layout, you move the cursor to the entry, delete it, type the new entry, 
and tap (RETURN). Creating a whole new record is a bit more complicated. 

Putting records at the end One way to add records is to go past the 
end of the file and type the new entries. The computer will not allow 
you to move the cursor past the last record in the multi-record layout. 
Therefore, you must switch to the single-record layout. When you move 
the cursor past the last record, the computer prompts you to type each 
entry for a new record. You may add several new records this way. 

Putting records in the middle AppleWorks also allows you to in- 
sert a new record in the middle of a file. You did not do this at the 
computer, but the steps are simple. First, you choose the record ahead of 
which you want the new record to be inserted. Then, using either lay- 
out, you move the cursor to that record. Finally, you give the Insert 
command and type the new entries when prompted. 

Which method is best? No matter which method you use for add- 
ing records, the new records become a part of the data base file. If you 
sort the file, the new records will be sorted into new locations along 
with the old records. Usually, it makes no difference whether you add 
records to the end or insert them in the middle. The one exception oc- 
curs when you are building a data base file that will never be sorted 
into a new order. In that case, you should use the Insert command to put 
a record where you want it. 

Block Editing 

In your work with word processor files, you used commands for delet- 
ing, moving, and copying whole blocks of text. These same AppleWorks 
commands work with data base files. The only difference is that in a 

data base file, the blocks are made up of whole records. 
Deleting a block The Delete command lets you delete one 

or more records from a data base file. To use the command in the multi- 
record layout, you place the cursor at either the first or the last record 
in the block you want to delete. Then you give the command and move 
the cursor to the other end of the block. The computer highlights all 
records you have selected. Finally, you tap (RETURN), and the records are 

erased from the file. 
Moving a block Although you did not use it, the Move command 
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also works with data base files. You select records exactly as 

with the Delete command. Then you put the cursor where you want the 
records to be moved. When you tap (RETURN), the move is made. As with 
the Insert command, the Move command is useful only with files that 
will not be sorted into a new order. If you intend to sort a file, it does not 
matter what order the records are in before sorting. 

Copying ablock You did not use the Copy command either. 
It works the same way as the Move command, except that a duplicate 
copy of the selected records is moved to the new location. This command 
can be useful when you want to create a new record that is similar to an 
existing one. You simply make a copy and then edit the copy. 

Creating a New Data Base 

When you use a word processor program, most of your time goes into 
entering text into the computer. With a data base program, most time is 
spent getting information out of an existing data base file. Neverthe- 
less, once in a while you will want to create an entire new data base of 
your own. All data base programs have tools for this job. 

Getting started The first steps for creating a new data base file 
from scratch are the same as for creating a new word processor or 
spreadsheet file. In all cases, you go to the Main Menu and use the Add 
files command. Instead of asking for a disk file, you say that you 
want to make a new file. At this point, you say what kind of file it will 
be. Then you say that you want to make the file from scratch, and you 
enter a name for the file. 

Entering categories If you have chosen to make a data base file, 
the computer goes to the Change Name/Category screen and prompts 
for the names you want for your categories. You simply type each one 
and tap (RETURN). This screen also allows you to edit category names, 
insert new categories, and delete old ones. You can even change the file 
name. After the category names are entered, you tap (ESC). 

Entering records The computer then moves automatically to the 
Insert New Records screen. (The Insert command also takes you 
to this screen.) The computer prompts you to enter all data for the first 
record. You type each entry and tap (RETURN). When you make the last 
entry, the computer prompts for data for the second record. You con- 
tinue in this way until all records are finished. Then you tap and 
go to the REVIEW/ADD/CHANGE screen, where you can see the new 
file in the multi-record layout. 

= Adding and Deleting Categories 
When creating a data base, you often think of whole new categories of 
information that you would like to have in the file. After using the file 
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for a time, you may find that some categories are not used. Most data 
base programs have tools for adding new categories to an existing data 
base and removing unwanted categories. 

Adding a category The command takes you to the Change 
Name/Category screen, which shows all the categories. To insert a new 

one, you first place the cursor where the new category is to go and then 
give the command. At the prompt, you delete the hyphen that 
appears there and type the new category name. Finally, you tap (ESC). 

Adding the data The computer now returns you to the REVIEW/ 
ADD/CHANGE screen, where the new category shows up with blank 
entries. The next step is to enter data for that category in each record. 
In effect, you change the blanks into the new entries. You do this by 
moving the cursor to each blank, typing the entry, and tapping (RETURN). 

Deleting a category Erasing an existing category is much easier 
than adding a new one. The first step is to use the command to go 
to the Change Name/Category screen. Next, you move the cursor to the 
name of the category to be deleted. Then you give the Delete command 
(6[D). The computer warns that the entries in that category will be 

erased permanently from the file. You finish by saying that you really 
want the category: to be deleted. 

Other Data Base Tools 

This has been a brief introduction to the use of the AppleWorks data 
base program. You have used all the main commands for creating a new 
data base, changing entries, and finding information. The AppleWorks 
data base program has other data base tools that you may want to use 
for special tasks. See the AppleWorks reference manual for details 
about these tools. 

Other Data Bases 

Although you have been using one data base program, you have 
learned the important ideas for working with any other data base pro- 
gram. The command names will probably be different. The order in 
which you do things will also be different. But the basic ideas will be 
the same. 

Records and categories All data base files can be thought of as a 
table with rows and columns. The rows are usually called records and 
the columns are usually called categories. Sometimes the terms are dif- 
ferent. A data base program that has only the single-record layout often 
refers to a record as a “form” and to the category names as “item 
names.” Other data base programs use the terms “attributes” or “fields” 
for categories. However, these different terms all refer to the same 
ideas: rows and columns of data. 
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Sorting by categories Most data base programs have commands 
that allow you to sort a file according to the entries in a given category. 
These commands will look different from one another, and they will be 
used differently. But they all serve the same purpose: to sort records 
into a new order that helps you find answers to questions. 

Searching Most data base programs have other commands that 
allow you to give the computer a rule for selecting records in a file. 
Again, the way you do these things will vary, but the purpose will be 
the same: to find useful information. 

Printing reports All data base programs have commands for print- 
ing reports based on the data in a file. After you select the records you 
want and the categories of data you want to see, you can tell the com- 
puter to print the information neatly in whatever form you ask. 

Adding and changing data All data base programs have a way to 
add new records to a data base file, add new categories, remove records 
and categories, and change entries in a record. The people responsible 
for keeping the data base up to date use these tools often. Other people 
who merely use the data do not need to make changes. Many data base 
programs have ways to prevent some users from making any changes at 
all to the data base. 

Public Use of Data Bases 

You have been using data base files that were contained in your own 
computer. You were the only user of the files. Many data bases are kept 
in a single location and are used by hundreds or thousands of people. 

An example If you want to go to a concert, you often can go to 
many different places to buy a ticket. Each ticket seller has a terminal 
connected to a computer. Inside the computer, there is a data base file 
containing information about ticket prices and availability. When you 
buy a ticket, the data base is changed to show that the ticket is no 
longer available. 

Security and privacy When important information is kept ina 
data base file, it is natural to worry about losing the information. You 
may not want certain information to fall into other people’s hands. 
These concerns are especially important in a central data base that 
many people use. Often, such systems give each user a special secret 
password. The password must be entered into the computer before the 
user can gain access to the data base. Only certain users may see cer- 
tain information. 

Data bases inthe future Many experts believe that the main use of 
personal computers in the future will be to communicate with remote 
data bases. They believe that such data bases will be new sources of 
information and will give new services. People at home may be able to 
search for jobs, make purchases, check to see what is at the movies, 
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make airline reservations, and do many other things by using a home 
computer as a terminal for a data base miles away. If so, people will be 
doing many of the things you have learned here. 

40. 

41. 

12. 

QUESTIONS 
What are the advantages and disadvantages of the multi- 
record layout? 

What are the advantages and disadvantages of the single- 
record layout? 

What AppleWorks command allows you to add new records in 
the middle of a data base file? 

Usually it does not matter where you add new records to a 
data base file. Why? 

Suppose a new planet is discovered. You want to put the infor- 
mation into your Planets file. What kind of change must 
you make to the file? 

Suppose a new moon is discovered for the planet Jupiter. The 
planet is already in your data base file. What kind of change 
must you make to put the new information in your file? 

You can use the Delete command with both word proc- 
essor files and data base files when they are on the REVIEW/ 
ADD/CHANGE screen. For each ee of file, what things are 
deleted by the command? 

When creating a new data base file, the first information you 
enter is a name for the file. What type of information must 
you enter after that? 

Suppose you want to add information to your Plane ts file. 
For each planet, you want to add the time needed for a rocket 
to travel there from Earth. What type of change must you 
make to the file? What AppleWorks command would you use 
to start the change? 

What are two ways that most data base programs let you ca 
information from a file? 

How does the use of passwords make a data base more secure? 

What are three possible data bases that people might commu- 
nicate with from their homes by means of personal com- 
puters? 
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Part C 
Menu Commands 

and A connecting word used in building a selection rule. Both condi- 

tions on either side of the word must be true for a record to be se- 

lected. 
or A connecting word used in building a selection rule. Either condi- 

tion or both conditions must be true for a record to be selected. 

through A connecting word used in building a selection rule. The 

selection rule specifies a range of values for which records will be 

selected. 

Keyboard Commands 

Move the cursor to the next entry in a data base file. 
(GTA), Arrange Arrange or sort a data base file according to the en- 

tries in one category. 
(é[¢), Copy Make one or more copies of a record in a data base file. 

The copies are inserted immediately after the original record. 
(6[p), Delete Delete records or categories in a data base file. 
(S[F), Find Find and display all records containing the text you type. 
(G1), Insert Insert records or categories in a data base file. 
(S[1L), Layout Change the arrangement of categories in a record. 
(3[mM), Move Move one or more records to a new location in a data 

base file. 
(a[.N), Name Change the name of a file or a category. 
(a][R), Record selection Change record selection rules. Only selected 

records appear on the REVIEW/ADD/CHANGE screen. 
Move the cursor to the previous entry in a data base file. 

(ayy), Yank Erase characters from the cursor to the end of an entry. 
(é[z),Zoom Change from multi-record layout to single-record layout 

or vice versa. 

New Ideas 

category A word or phrase that describes one kind of information in a 
data base file. In the multi-record layout, each column contains one 
category of information. A category is sometimes called a “field.” 

entry A single item of data in a data base file. Each entry belongs to 
one category and one record. 

multi-record layout <A table with rows and columns. Each row contains 
the information for one record. Each column contains the information 
in one category or field. 
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password A security measure to keep unauthorized people from using 
data base files or other information in computer systems. 

record All the information about a single object in a data base file. A 
data base file consists of many records. 

selection rule A rule used by the computer to decide whether to pick a 
record out of a data base file. 

single-record layout A screen display that shows all the information 
in one record in a data base file. In many data base programs, this is 
the only display available. 

sort alphabetically Arrange records so that entries in one category are 
in alphabetical order. 

sort chronologically Arrange records so that entries in one category 
are in date order. This order is available only if the category name 
contains the word “date.” 

sortnumerically Arrange records so that entries in one category are in 
numerical order. 
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Part D 

The Spreadsheet Program 

In Part B, you used a word processor program to help you with writing 
tasks. In Part C, you learned how a data base program helps you orga- 
nize information, sort it, and find facts. Part D deals with another im- 

portant computer application—a spreadsheet program. It helps you 
create tables of numbers and do calculations with the numbers in the 
table. 

Similarities to data bases When you first see a spreadsheet file on 
the computer screen, you will probably think it is just another data base 
file. In many ways, they are alike. For example, the information is 
organized the same way in both kinds of files: You can think of either 
kind of file as a table made up of entries that are arranged in rows and 
columns. Most of the AppleWorks tools for dealing with data base files 
work the same way with spreadsheet files. 

Differences from data bases Spreadsheet files are mainly collec- 
- tions of numbers. A spreadsheet program gives you special tools for 

working with the numbers in a table. These tools make it easy for you 
to add a column of numbers, calculate an average, or multiply two num- 
bers. You cannot do these things with most data base programs, al- 
though a few programs mix data base tools with spreadsheet tools. 

Spreadsheet tools In Part D, you will learn to use the special tools 
in AppleWorks for doing calculations with numbers that appear in ta- 
bles. You will see how the spreadsheet program can be used to simplify 
many different jobs. You will work with sports statistics, recipes, multi- 
plication tables, and grocery lists. This will give you an idea of the 
many different applications of the spreadsheet program. 
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SESSION GOALS: »* Make a new spreadsheet file from scratch. 

* Move the cursor from cell to cell through a spreadsheet 
file. 

e Enter labels, values, and formulas into a spreadsheet file. 
¢ Edit information in a spreadsheet file. 
e Use cell names in formulas. 

Making a New Spreadsheet File 

In Parts B and C, you explored a word processor program and a data 
base program. In this session, you will begin exploring a spreadsheet 
program. First, you must create an empty spreadsheet file on the 
Desktop. 

Start the computer with your AppleWorks disks as usual. At the Main 
Menu, give the Add files command. 

At the Add Files menu, select Spreadsheet and tap (RETURN). Make the 
new file from scratch. 

When prompted, type the file name Calculate and tap (RETURN). 

The figure on page 103 shows what your screen should look like. An 
empty spreadsheet file always appears this way. 
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Type entry or use & commands 6-? for Help 

As with the other two application programs you have used, the com- 
puter shows the contents of the file on the REVIEW/ADD/CHANGE 
screen. Each type of file looks slightly different on this screen. 

Look at the top and left borders of the screen. 

When the computer displays a spreadsheet file, you will always see a 
row of letters across the top and a column of numbers down the left side. 
Any information in the file will show up in the area below the letters 
and to the right of the numbers. As you see, there is nothing there now 
because the file is empty. 

1. What screen must you be on to enter information into an empty 
spreadsheet file? 

2. What information on the screen tells you that you are looking at a 
spreadsheet file? 

Moving the Cell Cursor 

The large highlighted rectangle at the upper left corner of the screen is 
called the cell cursor. In Parts B and C, you learned commands for 
moving the regular cursor through a word processor or data base file. 
These same commands move the cell cursor through a spreadsheet file. 
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Note the letter and number at the bottom left corner of the screen. 

Tap the key and look again at the letter and number. 

Tap the key and look once more at the letter and number. 

The letter and number should now read B2. The letter B stands for the 
second column on the spreadsheet. The number 2 stands for the second 
row. The combination B2 is a cell name. The place on the screen that 
shows the cell name is called the cell indicator. 

Move the cursor to cell £i4. Check the cell indicator to make sure it is 

there. 

Move the cursor to cell C4. 

You can use the four arrow keys to move the cell cursor wherever you 

like on the screen. 

Give the command (<¢ [—). Then use (6 [~—). 

As you probably guessed, these commands cause large horizontal 
jumps. 

Give the command (¢ [7). Then try (c[J). Use a second time. 

When the cell cursor is on the bottom row of the screen, brings 
the next 18 rows into view on the screen. The file Calculate has no 

information in those cells either. 

Give the command (¢ [4). 

As usual, this command brings the beginning of the file into view. What 
do you think the command does? 

Try (619). 
That was probably a surprise. This command moves the cell cursor to 
the last row containing any information. Since your file has no informa- 
tion, the cell cursor stays on the top row. But you saw earlier that there 
are many empty rows below that one. 

Hold the key down for a while. 

Hold both and down until you hear a beep. 

The beep means that there are no more rows available. The bottom row 
of an AppleWorks spreadsheet is number 999. 

Use to return to the top of the file. Move to cell Hi. 

While watching the row of letters at the top of the screen, tap 
slowly a few times. 

This is new. Each tap of the key caused the row of letters to move to 
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the left. As columns A and B of the spreadsheet disappear, new columns 
I and J show up at the right. This is called horizontal scrolling. With 
word processor and data base files, you can scroll vertically but not 
horizontally. With a spreadsheet file, you can scroll in either direction. 

Scroll horizontally to cell Zi. Tap a few more times. 

The new column labels have two letters. The first is & and the second 

starts through the alphabet again. 

While watching the column labels, use the command to scroll 

as far to the right as possible. 

The beep announces that there are no more columns. The last column is 
DW. This is the 127th column. 

Use to go back to cell Ai. 

3. Suppose the cursor is at cell D7. At which row and column is the cell 
located? 

4. If the cell cursor is in a column at the right edge of the screen, what 
does the command do? 

Looking at Cells 
As you see, moving the cell cursor though a spreadsheet file is similar 
to moving the regular cursor through a word processor or a data base 
file. Now you will see how to put information inside cells. 

Move the cursor to cell B3. 

The cell indicator should show that the cursor is indeed at B83. The 
prompt at the bottom of the screen says that you can enter information 
by typing it. You will be entering the word “hello.” 

With your eye on the cell indicator, tap the (4) key. (If you make a 
mistake, tap and start over.) 

The lower left corner of your screen should look like this: 

B3 

Labels: h 

Complete the label 

When you tap the key, the computer decides that you want to enter 
a type of information called a label. You now see the letter you typed in 
two places. It follows the word Label at the bottom of the screen. It also 
appears inside the cell cursor at location B3. 

The message at the bottom of the screen tells you to type the rest of 
the characters in the label. When you tap (RETURN), the label is complete. 
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Watch the screen carefully while you type the letters ello. If you 
make a mistake, use the key to erase the incorrect letters. 

When the label is correct, tap (RETURN ). 

You have now entered information into the spreadsheet. You can see 
the information in two places: in cell B3 and in the cell indicator at the 
bottom of the screen. 

Move the cursor down a few cells. 

As you can see, the label he 116 remains visible in cell 63. The cell 
indicator shows that the new cell has nothing in it. 

Move the cursor to cell C5. 

In addition to labels, you can also enter numbers in spreadsheet cells. 
You will enter the number 23 next. 

Tap the (2) key. (If you make a mistake, tap and start over.) 

The lower left corner of your screen should look like this: 

eo 

Yalues 2 

Complete the value 

When you tapped the key, the computer decided that you 
wanted to enter a type of information called a value. You now see 
the number you typed in only one place. It follows the word 
Value at the bottom of the screen. 

The message at the bottom of the screen tells you to type the 
rest of the digits in the number. When you tap (REURN), the number 
is complete. 

Tap the (3) key and then tap (RETURN). 

As soon as you tap (RETURN), the number you entered appears in the cell. 
The number also appears in the cell indicator at the bottom of the 
screen. 

Move the cursor down a few cells. 

As before, the information you entered stays in view on the spreadsheet 
cell when the cursor is moved. 

Move the cursor back to cell B3. Read the cell indicator. 

Move the cursor to cell C5. Read the cell indicator. 

The cell indicator tells you that cell B3 contains the label hell o and 
cell C5 contains the value 23. 
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To review, labels and values are the two kinds of information you 
can enter into spreadsheet cells. Labels are sets of letters or other char- 
acters. Values are either numbers that you enter or numbers that are 

calculated by the computer. 
If the first character you type is a letter, the computer assumes you 

want to enter a label. If it is a number, the computer assumes you are 

entering a value. 

5. What two kinds of information can you enter into a spreadsheet cell? 

6. How does the computer know what kind of information you are en- 
tering into a spreadsheet cell? 

7. Suppose you start entering one kind of information into a cell and 
decide that it is the wrong type. What should you do? 

Calculating Cell Values 

So far, a spreadsheet file looks very much like a data base file. Both 
have information arranged in rows and columns. The information can 
be words or numbers. Next you will see an important difference. 

Move the cursor to cell D7. Type the characters 32+21 and tap 

(RETURN ). 

The cell indicator tells you that cell D7 contains exactly what you 
typed. But on the spreadsheet, cell D7 contains the number 33. The 
number 33 is indeed the sum of 32 and 21. 

Here is what is going on. The cell indicator always shows you what 
information is stored in the spreadsheet file itself. You entered the 
characters 32+21, and they are stored in cell D7 in the file. The com- 
puter looks in file cell D7 to decide what to display in screen cell D7. 
Since file cell D7 contains a formula, the computer calculates 32+21 
and displays the sum 33 in screen cell D7. 

Go to cell C9 and enter the formula 82+*53. 

You should see your formula in file cell C9 and the number 4346 in 
screen cell C9. The asterisk (*) stands for multiplication. The formula 
says to multiply 82 by 33. 

Go to cell E5 and enter the formula 144/79. 

Again, you should see the formula in the file cell and the result in the 
screen cell. The slash (/) stands for “divided by.” 

In cell B12, tell the computer to subtract 321 from 789. 

In cell F9, enter a formula for adding the numbers 15, 31, and 45. 

As you see, there is a big difference between a data base file and a 
spreadsheet file. With a data base file, what you see on the screen is 
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what you entered into the file. However, formulas in a spreadsheet file 
let you tell the computer how to calculate the numbers that appear on 
the screen. You can use formulas that add, subtract, multiply, and di- 
vide numbers—just as if there were a pocket calculator in each cell. 

So far, the screen cells have always shown the results of the formu- 
las stored in the file cells. To see the formula in a cell, you had to move 
the cursor to that cell and then read the cell indicator. AppleWorks 
gives you a way to see all the formulas at once. 

Give the Zoom command (¢[z). 

Now the formulas appear in the screen cells exactly as they are stored 
in the file cells. 

Give the Zoom command again. 

The command (6 [Z )switches back and forth between these two ways of 
looking at a spreadsheet file. 

8. What information does the cell indicator show? 

9. When is the information in a screen cell and a file cell the same? 
When is it different? 

10. What command allows you to see all the formulas in a spreadsheet 
file? 

Editing Cells 

As with all computer applications, you will spend much of your time 
editing information already in files. Editing a spreadsheet file usually 
means deleting information in cells and entering new information 
there. 

Go to cell C9. Type bye, but do not tap yet. 

The bottom left part of your screen should look like this: 

CO: (Value) 82#53 

Labels: bye 

Complete the label 

The first line below the dashed line shows what is now contained in file 
cell C9: the formula 82*53. The second line shows the three characters 
you just typed: the label bye. The third line prompts you to finish. 

Tap (RETURN ). 
Now the file cell contains the label bye. The formula 82*53 stored 
there before is now deleted. (If you change your mind before tapping 
CRETURN), you can use to leave the cell unchanged.) 
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Change cell B3 to contain 2001. 

Sometimes you simply want to blank out the information in a file cell 
without inserting anything new. Here is how to do it: 

Put the cursor at cell Biz. Give the Blank command (<8). 

The prompt shows that you can blank out a single entry, a whole row of 
entries, a whole column of entries, or a rectangular block of entries. 

Tap to blank out the single entry. 

Cell B12 in the file is now blank. Here is how to delete entries in a 

block: 

Put the cursor on cell C5. Give the Blank command. Select Block and 

tap (RETURN). 

The screen prompt asks you to highlight the block of entries to be 
blanked out. You will select a three-by-three block. 

Tap twice. Tap twice. 

You have selected a rectangle of nine cells, three of which contain infor- 
mation. 

Tap to blank out the block. 

Blank out the other entries in the file any way you like. 

11. Suppose you want to change the entry in cell H1iG. What steps must 
you follow? 

12. Suppose you want to blank out the entry in cell F3. What steps 
must you follow? 

A New Spreadsheet File 

You have learned most of the main features of a spreadsheet file. How- 
ever, you have not seen these features applied in a practical example. 

- There are several simple ones on your Computer Applications DATA 
Disk. 

Go to the Main Menu. Give the Remove files command. Throw out 

the file Calculate. 

Give the Add files and current disk commands. When prompted, 
swap disks. 

Scroll to the end of the directory. 

All the spreadsheet files are located at the end of the directory. 

Choose Multiply and tap (RETURN). 
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Type entry or use 6 commands &-? for Help 

This spreadsheet file contains a part of the standard multiplication 
table. Each entry in the table is the product of the number at the left of 
the table and the number at the top. Most things in this table will be 
familiar to you. But there is one important difference. Let us begin with 
the familiar things. 

Find out what kind of information is stored in cells D3 through F3. 

Find out what kind of information is stored in cells A7 through Ai1i. 

Check cell Bii. 

Like the earlier file with which you were working, this spreadsheet file 
contains labels and values. 

Check cell C7. 

This file cell contains the formula 5*5. The computer uses this formula 
to calculate the number 25 in the screen cell C7. 

Look at cells C8, D7, and D8. 

There is nothing unexpected here. Now let us look at something new. 

See what is stored in file cell Cii. 

The cell indicator says that the formula +A11*C5 is stored in file cell 
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Cii. Somehow, the computer uses this information to calculate the 
number 45, which you see in screen cell Cii. The characters Aii and 
C5 in the formula look like cell names. Let us see what is in those cells. 

Move the cursor to cell 4ii1 and note the number there. Move the 

cursor to cell C5 and note that number. 

Now you can see where 45 came from. The computer multiplied the 9 in 
cell Ali by the 5 in cell C5. 

Move over to cell Dii and look at the formula stored in the file. 

This time, the formula says to multiply the number in 11 times the 
number in D5. The result is 9 times &, or 54, which is the number you 
see in screen cell Dii. 

Look at the formulas in cells Eii through Gil. 

Each of these formulas works the same way. You should be able to see 
how the computer calculates the numbers shown in the screen cells. 

13. Suppose file cell D15 contains the formula 8*7. What will appear 
in screen cell Bi5? 

14. What does the formula +Ci5¥*E2 tell the computer to do? 

Two Kinds of Formulas 

You have seen two different kinds of formulas for calculating the num- 
bers in the multiplication table. The first kind showed the actual num- 
bers to be multiplied. The second kind told the computer where to get 
the numbers to multiply together. Both of these methods give the right 
answer. Which method is better? Let us see. 

Go to cell Aii. Keep your eye on the last row of the table as you 
change 9 to 22. 

By changing only the number in cell Ai i, you changed one whole row of 
products correctly. Let us try this again. 

Go to cell A7. Change 5 to 29. 

This time, some of the products in the row are correct. However, the 
first two numbers did not change at all. 

Look again at the formulas in cells C7 and D7. 

Now you see why the numbers in those screen cells did not change. The 
formula 5#5 will always produce 25. 

Now look at cell E7. 

The formula here is +47#E5. The number in A7 is 2@, and the number 
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in E5 is 7. The computer calculated the correct product, which is 14@. 
The errors in the first row would not have happened if the formulas had 
used cell names rather than simple numbers. 

Give the Zoom command to look at formulas for the whole table. 

Some formulas use cell names. These formulas will give correct results 
when you change the numbers at the side of the table. Four of the 
formulas contain numbers, not cell names. These formulas will produce 
the same results no matter what changes you make elsewhere. 

Give the Zoom command again. Move to cell C7 and change the for- 
mula to +A7#C5. 

Now you see the correct value, 1@¢@, in screen cell £7. The plus sign at 
the beginning of the formula is important. If you left the plus sign out, 
the computer would assume that you were entering a label that began 
with the letter 4. Any time you enter a formula that begins with a letter, 
type a plus sign first. 

Change the formula for cell D7 to +A7*D5. 

Now the whole row is correct. 

Change 2@ to 15 in cell A?. 

All the formulas in the top row are working correctly now. Some of the 
cells in the second row still refer to numbers rather than cell names. 

This session introduced you to all the important features of the 
spreadsheet program in AppleWorks. The most important of these is 
the ability to write formulas that refer to cell locations. If you have 
time, do some of the “On Your Own” activities below. Then quit the 
computer as usual. 

15. Suppose cell Ai contains the value 1@. Cell AZ contains the for- 
mula +A1+5. Cell A3 contains the formula +A2*2. What appears 
in screen cells Ai, AZ, and 43? 

16. Suppose a formula begins with a cell name. What must you type to 
tell the computer you are not entering a label? 

112 

If you have time: GIN YOUR IAIN 

= The file Multirely should be on the REVIEW/ADD/CHANGE 
screen. In cells (8 and D8, change the formulas to new ones that use 
cell names rather than numbers. Change values in column @ and 
make sure the formulas are working correctly. Change values in row 
>. Use the Name command to change the name of the file to 
NewTatle. Save the file. 
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= Clear the Desktop. Add the file Muf f ins. Explore the cells. Look for 
values and labels. See which values are numbers and which are for- 
mulas. Change numbers and see what happens to the numbers that 
are calculated by formulas. When you finish, remove the file from the 
Desktop and throw out your changes. 

= Add a new spreadsheet file to the Desktop (from scratch). In rows 5 to 
14 of column 6, enter the numbers 1 through 14. In the same rows of 
column C, enter formulas that will calculate the squares of each num- 
ber in column 8. The formulas should use cell names. Be sure to start 
each formula with a plus sign. When everything is working, change 
the numbers in column 6 and watch the changes in column C. 
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SESSION GOALS: « Review the parts of a spreadsheet file and the movement 

of the cell cursor. 
e Understand the difference between labels and values. 
e Understand the first-key rule for entering information into a 

spreadsheet file. 
e Understand the difference between file cells and screen 

cells. 
e Understand the importance of using cell names in 

formulas. 
¢ Be aware of the similarities between writing a program 

and creating a spreadsheet. 

8 ass "= opreadsheet FI 

= The Parts of a Spreadsheet 

The word “spreadsheet” existed long before there were computers. A 
spreadsheet is a large sheet of paper with lines that divide it into rows 
and columns. People use spreadsheets to work with lists and tables of 
numbers. This is especially true when some numbers have to be calcu- 
lated from other numbers on the spreadsheet. 

The spreadsheet program In Session 12, you began exploring the 
spreadsheet program in AppleWorks. This program does three main 
things. First, it helps you with the task of entering and changing 
spreadsheet information. Second, it automatically does all the calcula- 
tions you ask for. Third, it displays the results on the screen or prints 
the results on paper. 

Screen appearance The computer’s spreadsheet is divided into 
rows and columns. The rows are numbered from the top down. The 
columns are identified by letters in alphabetical order from left to right. 
These rows and columns divide the spreadsheet into cells. The computer 
displays information in the cells. The cell name tells you which column 
and row contain the cell. For example, cell B5 is the cell in column B 
and row 3. 

Dimensions In AppleWorks spreadsheet files, you may have up to 
999 rows and 127 columns. This is a total of 126,873 cells. Most applica- 
tions use only a small number of these cells. (This is a good thing, 
because the computer would run out of memory long before you filled 
all possible cells with information.) 

The cell cursor To move the cell cursor through the computer 
spreadsheet, you used most of the same commands learned earlier for 
moving through a word processor or data base file. This time, however, 
the commands operate on the cell cursor. This large rectangle high- 
lights the entire cell it is moved to. The ©) and (3) keys move the cell 
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cursor horizontally. (So do and (G] 18 ).) The and keys 
move the cell cursor vertically. The key magnifies the effect of the 
arrow keys. 

Scrolling As with word processor files and data base files, you can 

also scroll up and down through a spreadsheet file. In addition, you can 
scroll left and right, bringing new columns into view as old ones disap- 
pear. In AppleWorks, this horizontal scrolling is available only with 
spreadsheet files. 

The cell indicator At the left and below the dashed line at the 
bottom of the screen, there is an area called the cell indicator. This area 
always shows the name of whatever cell contains the cursor. If the cell 
is blank, only the name appears in the cell indicator. Otherwise, the 
type of information and the actual information in that cell are seen. In 
effect, the cell indicator is a peek into the spreadsheet file itself. 

Information in a Spreadsheet 

A spreadsheet file can contain only two types of information. When you 
enter new information into any spreadsheet, you must be aware of what 
kind it is. i: 

Values Most of the information in spreadsheet files is called value 
information. A value is either a number or a formula that tells the 
computer to calculate a number. Wherever a value is stored in a spread- 
sheet file, you will see a number on the screen in the same cell. 

Labels The other kind of information in a spreadsheet file is a 
label. Labels are usually words or phrases that act as column row head- 
ings or other descriptions of the numbers in a spreadsheet. A label is 
any set of letters, numbers, or other symbols that you do not want the 
computer to treat as a value. 

Formulas A formula is a special kind of value. It tells the computer 
to do calculations with numbers. For example, if cell G7 in the file 

contains the formula 2#F 7, this tells the computer to double whatever 
value is shown in cell F7. The computer then displays the resulting 
number on the: screen in cell G7. 

_Entering Information 

You enter information into a spreadsheet file in two steps. First, you 
position the cursor at the cell where the information is to go. Then you 
type the new information. You can erase typing errors with the 
key. If you change your mind and decide not to enter new information, a 
tap of the key will restore whatever old information was in the 
cell. Otherwise, when you tap the key, your entry becomes part 
of the spreadsheet file. 
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First-key rule Suppose that you are about to enter new information 

into a cell. The first key you tap tells the computer what type of infor- 

mation to expect. If you tap a letter key, the computer automatically 

assumes you want to enter a label. If you tap a number key, the com- 

puter assumes you want to enter a value. This is called the first-key 

rule. (A plus sign, minus sign, left parenthesis, or at sign, @, also sig- 

nals a value.) 
Entering numbers as labels If you want to enter a label that begins 

with anything but a letter, such as a number or a space, you need to 
take special action. You begin by typing a quotation mark. The quota- 
tion mark does not become part of the label. Do not, however, use a 
matching quotation mark to finish the label. If you do, it will become 
part of the label. 

Entering a cell name asavalue The first-key rule causes trouble 
when you want to enter a formula that begins with a cell name. If you 
just start typing, the first letter of the cell name tells the computer you 
are entering a label. But you want to enter a value. The solution is to 
start by typing a plus sign. (If you forget to do this, just tap and 
start over.) 

The Two Versions of a Spreadsheet 
The computer keeps track of two different versions of every spread- 
sheet. One version is the spreadsheet file itself. The other is the version 
you normally see on the screen. The two versions are much alike—but 
there are important differences. 

File cells and screen cells Each cell in a computer spreadsheet 
exists in two versions. We will call one the file cell and the other the 
screen cell. Sometimes the file cell and the screen cell contain exactly 
the same thing. For example, if file cell £5 contains the label Price, 
then you normally see Price on the screen in cel] C9. But this is not 
always true. If file cell D3 contains the formula =*3, then screen cell D3 
normally will contain &. 

Seeing the file cells There are two ways to see the information 
actually stored in a file cell. The first is to look at the cel] indicator for that cell. If the file cell contains a formula, you will see it in the cell indicator—and only there. The second way is to use the Zoom com- mand. This command lets you see all the file cells at once on the screen; the screen cells disappear. Zoom again, and you switch back to the screen cells. 

The spreadsheet file When you create a new spreadsheet, you put information into file cells. When you edit a spreadsheet, you change information in file cells. When you save a spreadsheet on your disk, you 
save all the file cells. In short, a spreadsheet file contains : only the 
information in the file cells, not the screen cells. 
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The screen The information on the screen is a result of the data 
and formulas stored in all the file cells. Unless you use the Zoom com- 
mand, the screen shows the output coming from the information in the 
file cells. 

Cause and effect The best way to think about these important 
differences in cells is in terms of cause and effect. The information in a 
file cell is the cause. The information in the corresponding screen cell is 
the effect. A formula in a file cell causes the computer to calculate a 
number and display it in the corresponding screen cell. The only way to 
change what you see on the screen is to change information in one or 
more file cells. In other words, you control the file cells, and they control 
the screen cells. 

= The Power of Formulas 

The ability to put a formula into a spreadsheet cell is what makes the 
computer spreadsheet so much more useful than a regular paper 
spreadsheet. In fact, without formulas, you might as well use a word 
processor program to create and edit tables of numbers and labels. 

A calculator in every cell In many ways, working with a spread- 
sheet program is like having a pocket calculator in every cell of the 
spreadsheet. When you put a formula into a file cell, you usually tell 
the computer to add, subtract, multiply, or divide numbers. These are 

the same things you do with a pocket calculator. The spreadsheet calcu- 
lator allows you to do these four standard arithmetic operations and 
many others. 

A calculator with memory Some pocket calculators come with one 
or two memory cells in which numbers can be stored. Later in a calcula- 
tion, you can get the number back by keying the memory cell. The 
spreadsheet calculator has thousands of memory cells. Every spread- 
sheet screen cell is also a memory cell. You can use the number in the 
screen cell just by writing the cell name into a formula. Thus, if screen 
cell F7 contains the number 23795.41, the formula 2#F7 has exactly 
the same effect as the formula 2#23795,.41. 

The advantage of using cell names Whenever possible, you 
should use cell names instead of numbers in your spreadsheet formulas. 
If you do so, when you change a number in one part of the spreadsheet, 
the computer will automatically change all the other numbers that de- 
pend upon that number. 

An example Suppose a hardware store manager wants a spread- 
sheet to keep track of the items sold each week. After the name of each 
item, one spreadsheet cell shows the selling price, one cell shows the 
number of items sold that week, and the last cell shows the total 
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amount of money received for that item. For example, here is how row 9 
in that spreadsheet might look: 

Fore ree oe Screwdrivers oc) LSS eta attics? 

Numbers or cell names? Cell F9 has question marks because the 
store manager is not certain what should be written. There are two 
possibilities. The formula 2.39*13 tells the computer to multiply the 
unit price, $2.39, times the number of units sold, 13. Another formula, 
+DO*ES, would give the same answer. Which formula is better? 

Cell names make changes easy A formula with cell names is 
almost always better than one that uses only numbers. In this example, 
the formula +D9*E9 says to multiply whatever numbers are in screen 
cells DS and ES and display the result. If you later discover that 15, not 
13, screwdrivers were sold, then all you need to do is change the num- 
ber in cell ES. The number in screen cell FS is corrected automatically 
because the formula refers to cell name E9. 

Reusing a spreadsheet If you use cell names in all your spread- 
sheet formulas, then you will find that the same spreadsheet can be 
used again and again. In the example here, the hardware store man- 
ager could use last week’s spreadsheet as the starting point for this 
week’s spreadsheet. Most of the changes would go in column £, the 
number of units sold. A few prices might also change in column D. Once 
those changes are made, the old spreadsheet becomes the new one. By 
printing the spreadsheet, the manager has a report of the week’s sales 
totals for each item. 

Programming Concepts 
If you already know a little bit about writing programs for a computer, 
spreadsheets will be easy to understand. In this section, you will see the 
connection. 

Data types A spreadsheet program allows you to work with two 
different types of information: labels and values. The same is true of 
computer languages, such as BASIC. BASIC uses different words. A 
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string in BASIC is the same thing as a label in a spreadsheet. Numeric 
data items in BASIC are the same as values in a spreadsheet. 

Formulas and expressions A spreadsheet formula is the same 
thing as a numeric expression in programming. In BASIC, for example, 
you can write this statement: 

Dey these Soteet 3 7 

The information to the right of the equal sign is an example of a nu- 
meric expression. It tells the computer to multiply the first two num- 
bers and then add the result to the third number. The same expression, 
23*5+37, can be entered as a spreadsheet formula. The expression 
gives the same result both in a spreadsheet and in a program line. 

Cell names and variables The term cell name in a spreadsheet 
means the same thing as the term variable in programming. Again, in 
BASIC, you can write a statement such as PRINT B3 * A2. In program- 
ming, B3 and AZ are names of variables. These names stand for places 
in the computer’s memory. The above statement tells the computer to 
find the numbers in locations B3 and AZ, multiply them, and print the 
result. With a spreadsheet program, you get the same effect by putting 
the formula +B3*A2 in a cell. 

Programs and spreadsheets The terms computer program and 
spreadsheet file also mean something similar. A spreadsheet file, after 
all, is nothing but a collection of labels, numbers, and formulas. The 

formulas are instructions to the computer to perform calculations and 
display results on the screen. You can even think of the labels as in- 
structions: They tell the computer simply to display the label at the 
right place on the screen. 

Output Each file cell of a spreadsheet contains your instructions to 
the computer. These instructions tell the computer what to display in 
the corresponding screen cell. In other words, a file cell functions in the 
same way as an output statement, such as the Print statement in 
BASIC. In any programming situation, it is important to know which 
information on the screen is the program and which is the output of the 
program. 

Running the program When you write a computer program, you 
first enter the statements. Then you make changes. When you want to 
see the output, you give a command to run the program. With a spread- 
sheet, you simply make a change in one of your file cells. As soon as the 
change is complete, the computer automatically recalculates the formu- 
las and displays any new output. 

Programming ideas In all the above ways, working with a spread- 
sheet file is like writing, editing, and running a program. The main 
ideas are the same. In both cases, you give instructions to the computer. 

The computer carries out the instructions and displays the results. If 
you are familiar with programming ideas, you know many basic things 
about spreadsheets and will find them easier to understand. 
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40. 

11. 

12. 

13. 

14. 

45. 

QUESTIONS: 
What are the three main things a spreadsheet program does? 

Where is spre cell D13 located? Where is cell ABSS 
located? 

What does horizontal soning mean? 

What information is always shown in the cell indicator? 

Is it possible to enter a number as a label in a file a If so, 
how? If not, why not? oo / 

Suppose a formula begins with a cell name. », What shoal you 
type to tell the one that ou want to enter a value, not a 
label? 

What kind of aac in a file cell causes the same infor- 
mation to appear in the screen cell? Give an example. 

What kind of information in a file cell causes different infor- 
mation to appear in the screen cell? Give an example. 

What are two ways to see what information is contained in a 
given file cell? 

Why is each cell in a spreadsheet like a pocket calculator? 

Some pocket calculators have memory. What parts of a com- 
puter spreadsheet are like the calculator’s memory? 

If you want to create a spreadsheet that can be used again 
and again with new data, how should you write the formulas 
you need? 

In terms of programming languages, what type of data is a 
spreadsheet label? a spreadsheet value? 

What part of a computer spreadsheet is like a computer pro- 
gram? What part is the output of the program? 

What part of a computer spreadsheet is like a variable in a 
computer program? 
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More Spreadsheet 
Tools 
SESSION GOALS: « Enter a number as a spreadsheet label. 

e Use functions in spreadsheet formulas. 
¢ Copy formulas from one spreadsheet cell to another. : 
¢ Save a spreadsheet file and print it. 
e Insert and delete rows in a spreadsheet file. 

Finding Formulas in Spreadsheets 

In your last session at the computer, you learned the main tools for 
creating and using any spreadsheet file. In this session you will explore 
three new spreadsheets. 

Start the computer with AppleWorks in the usual way. 

Add the file BowlingScores to the Desktop. 

Take a few minutes to read the information on the screen. 

This spreadsheet shows a summary of the scores for a team of five bow]l- 
ers over a five-week period. The column at the right shows each bowl- 
er’s average score after five weeks. The row at the bottom shows the 
sum of the team scores each week. The lower right entry shows the sum 
of the averages. 

Move the cursor to cell AG and look at the cell indicator. 

Cell AG contains a label. It is part of the name Mary Azevedo. The rest 
of the name is in cell B&. 

Move the cursor to cell C8. 

This cell contains the value, 42, Susan Roth’s score in week one. Sup- 

pose that her score was entered incorrectly. Instead of the score 42, her 
correct score was 242. 

Jot down the team total for week one and the five-week average for 
Roth. 

These two numbers should depend on Roth’s score. If you change her 
score, these two numbers should also change. See whether they do. 

Type 242 and tap (RETURN). 

The team total went up by 200 points, and Roth’s average went up by 40 
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points. This tells you that your spreadsheet file contains formulas that 
use cell names. 

1. If you change a value in one file cell and you see a change in the 
value of a different screen cell, what does this tell you? 

2. Suppose file cell Gi5 contains the formula +A1*A1. If screen cell Al 
contains the value 5, what will appear in screen cell G15? If you 
change the value in screen cell Ai to 1¢, what will happen in screen 
cell G15? 

Functions in Formulas 

Some of the numbers in the screen cells are there because of formulas in 

the file cells. Let us take a closer look at these formulas. 

Move the cursor to cell Cia. Read the formula in the cell indicator. 

This is much like the formulas you saw in Session 12. It tells the com- 
puter to add the five numbers from cells C4 through C8. The spread- 
sheet program gives you another way to do sums. 

Look at the formula in file cell Di. 

This formula also tells the computer to add five numbers together. It 
uses a function and a range of cells. The function name is @SUM. The 
range is D4...+D8. The function indicates what the computer is sup- 
posed to do. Function names always begin with the symbol @. The 
range tells which cells to act upon. In this case, the function tells the 
computer to sum the cells from D4 through D8. 

Look at the formulas in file cells Ei@ and Fi@. 

These formulas also use the @SUM function. 

Look at the formula in file cell Hd. 

This formula tells the computer to sum the numbers from cells C4 
through G4. Then the computer divides the sum by 5. In other words, 
the computer computes the average of Tom Jones’s bowling scores. As 
you know, there is another way to compute a sum. 

Look at the formula in file cell H5. 

The @SUM function works the same way here as before. But this time 
the range is a row rather than a column of cells. There is still another 
way to compute an average. 

Look at the formula in file cell HG. 

There is a new function in this formula. Function @COUNT tells how 
many cells in a given range contain values. It does not count cells with 
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labels or empty cells. In this example, there are seven cells in the range, 
but only five contain values. 

Look at the formula in file cell H7. 

This is the last, and by far the easiest way to compute an average. The 
@AVG function sums the values in a given range, counts the values, 
and then divides by the number of values counted. 

3. A file cell contains the formula @SUM(G4..+Gi@). What does this 
tell the computer to do? 

4. Suppose a range of cells contains two labels, three blanks, and five 
values. What number does the @COUNT function give for this range? 

Copying Formulas 

In most spreadsheets, the same formula, with few changes, appears in 
many different file cells. You can, of course, type each formula in each 
cell. To save time and work, the spreadsheet program gives you a tool 
for making copies of a formula. 

Clear the file BowlingScores from the Desktop. Throw out changes. 

Add the file Muffins to the Desktop. 

This spreadsheet shows a recipe for whole wheat muffins. Column D 
shows the amounts of ingredients needed to make 12 muffins. Column 
E shows the amounts of ingredients for 24 muffins. 

See what kind of information is stored in file cells DG through Di2. 

Each of these file cells contains a number. 

Put the cursor in cell Ei2. 

This file cell contains a formula instead of a number. The formula says 
to double the amount in cell D12. This is correct, since you need twice 
as much milk when there are twice as many muffins. 

Look at the rest of the formulas in column E. 

Each formula says to double the amount for each ingredient. All seven 
formulas are similar. Once you have written one of the formulas, there 
should be an easy way to have the computer create all the rest. There is. 
To see how this works, suppose you wanted to expand the spreadsheet to 
calculate recipe amounts for 36, 48, 60, and 72 muffins. First, you will 
need some new headings. 

Put the cursor at cell E3. 

You need copies of the label in this cell in cells F3 through 13. 
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Give the Copy command (¢[c). Tap to say that you want to 

copy within the worksheet. 

The computer is waiting for you to select more than one cell to be cop- 
ied. You want to copy only one cell. 

Tap (RETURN). 

The computer is waiting for you to move the cursor to the first cell 
where you want the copy to appear. 

Move the cursor to cell F3. Type a period. 

The period tells the computer you are going to highlight more than one 
cell. Now the computer is waiting for you to move the cursor to the last 
cell where you want the copy to appear. 

Move the cursor to cell 13 and tap (RETURN). 

That is all there is to it. You have put a copy of the label in cell E3 into 
cells F3 through 13. 

Move the cursor to cell E5. Give the Copy command. 

Use the method you just learned to put a copy of this label into cells 
FS through I5. 

Put the numbers 36, 48, 60, and 72 in the proper places in row 4 of the 
spreadsheet. 

Now comes the interesting part. The Copy command also works with 
formulas but a little differently. 

Put the cursor at cell FG. 

To make 36 muffins, you need three times as much of everything in- 
stead of twice as much. 

Enter the formula 3*DG in file cell FG. 

The spreadsheet cell now says that you need 6 cups of wheat flour to 
make 36 muffins. The formula is okay. Now you need similar formulas 
in cells F7 through F12. Try using the Copy command. 

With the cursor in cell F6, give the command (6 [¢). Then tap (RETURN ). 

Tap since you want to copy only the cell FS. 

Tap the key to go to the first cell where you want a copy of the 
formula. Then type a period. 

Move the cursor down to cell Fi2. Then tap (RETURN). 

There is a mysterious prompt at the bottom of the screen. It highlights 
DG in the formula 3*D6. Then the computer asks whether you want cell 
name D6 to have No change or to havea Relative change. 
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Tap Return to say that you want no change. 

Whoops! That will not make very good muffins. 

Look at the formulas in file cells F7 through F12. 

Now you can see what is wrong. The formulas are exactly the same. 
They all refer to cell DG. 

Look at the formulas in file cells EG through E12. 

These formulas are similar but not the same. The option you should 
have used in the last step of the copy process was Relative. Let us try 
the copy process again. 

Put the cursor in cell FG and give the Copy command. Then tap 
(RETURN ). 

Tap to select cell FG. Move the cursor down to cell F7 and type 
a period. 

Move the cursor down to cell Fi2 and tap (RETURN). 

This time select Relative and tap (RETURN). 

Success. Now the formulas are all correct. Each quantity for making 36 
is three times the quantity for making 12. The Relative option ad- 
justs the formula as it moves it from the original cell to each new cell. 
Now you should be able to fill out the rest of the table. 

Move to cell G6 and enter the formula 4*DG. Then use the Copy com- 
mand with the Relative option to put copies in cells G7 through 
G13. 

Use the same process to complete the last two columns in the table. 

5. Suppose there is a label in cell B35. You want to copy this label into 
five other cells. What are the first two steps you must take? 

6. Suppose cell D8 contains the formula 3+D7. You want to move a copy 
of the formula into cell E8. If you use the No change mode, what 
will the new formula be? What if you use the Relative mode? 

Saving and Printing the Spreadsheet 

The spreadsheet you have been working with is more useful now. This 
is a good time to save your work and print a copy of it if you have a 
printer. 

Go to the Main Menu and give the Save Desktor command. When 
prompted, give the current disk command. 
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Give command number 2 to save the file with a different name. 

Give command to delete the old name. Type the name Recire 
and tap (RETURN). 

That does it. The new version of the spreadsheet file is now saved with 
the name Recire. The next step is to print it. (If you do not have a 
printer connected to your computer, you will have to take your Com- 
puter Applications DATA Disk to a computer with a printer.) 

With the file Recire on the REVIEW/ADD/CHANGE screen, give the 
Print command (¢[P). Insert the AppleWorks Program Disk when 
prompted. 

You have four options. You can print all the cells in the spreadsheet, a 
group of rows, a group of columns, or any rectangular block. Print the 
whole table. 

Tap to choose All. 

Make certain the printer is on and ready to receive information. 

Select the printer model and tap (ReTuRN). 

Type today’s date and tap (RETURN). 

Tap for one copy. 

Printing should begin at once. The computer sends a copy of the spread- 
sheet to the printer. Printing begins at row i and ends with the last row 
that contains any information. 

7. A spreadsheet file can contain up to 999 rows. How many rows will 
be sent to the printer if you select 411 after giving the Print com- 
mand? 

8. On which screen must you be to give the Print command? 

Inserting and Deleting Rows 
Sometimes you need to add whole new rows in the middle of a spread- 
sheet. You also may need to delete rows. AppleWorks has simple tools 
for inserting and deleting both rows and columns. 

Clear the Desktop. Duplicate a copy of the file Groceries from your 
Computer Applications DATA Disk to the Desktop. 

Here is the beginning of a spreadsheet for a weekly grocery list. To 
convert this spreadsheet into one for your family, changes are needed. 
You will want to delete some of the items, add new items, and change 
some of the numbers. Before doing that, let us explore the cells in the 
spreadsheet. 
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Start at cell C6. Look at the cell indicator as you move the cursor 
across the row. 

This row contains labels, numerical values, and a formula. The cost in 
column G is calculated from the two numbers to the left. 

Move the cursor down through column G. 

The formulas in these file cells are all similar. 

Give the command. 

This takes you to the last row with information in it. 

Give the command. 

As expected, this takes you to the top row. You should now have a good 
idea of the shape of this spreadsheet file. To add and delete information, 
you will need some new tools. For example, suppose you want to add 
two new meat items to the list. You need some blank rows for that. 

Place the cursor anywhere in row 7. Give the Insert command (é11). 

The computer asks whether you want to insert rows or columns. 

Tap to choose Rows. 

Type 2 and tap to insert two blank rows. 

You have now inserted two blank rows into the spreadsheet. You can 
use these rows to enter new information. You can delete rows in the 
same way. Here is how to delete the two rows you entered, as well as the 
Chicken row: 

With the cursor still on row 7, give the Delete command (é]b). 
Choose Rows. 

Tap the arrow key twice. 

Now three rows in the spreadsheet are highlighted. 

Tap (RETURN). 

’ That is all there is to it. The three rows are now gone from the spread- 
sheet file. 

This brings you to the end of your work with the spreadsheet pro- 
gram. If you have time, try some of the On Your Own activities. When 
you have finished, quit the computer in the usual way. 

9. Suppose you put the cursor in row 9 and then you insert two blank 
rows. What happens to the original cells in row 9? 

10. Suppose you delete row 5 in a spreadsheet file. What happens to the 
information stored in the file cells in that row? 
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If you have time: GIN YOUR IAIN 

If necessary, put the spreadsheet file Groceries on the Desktop. 
Change any prices or quantities you want. Delete any rows that con- 
tain items not on your family’s shopping list. Insert rows and add new 
items that are on your list. When you are finished, save the file with 
the new name MyList. Print a copy of your list. 

Put the file My l.ist on the Desktop. Insert a new row just below the 
last row in Meats. At the right end of the new row, enter a formula 
that adds all the prices in the last column of Meats. This will give 
you a subtotal that tells you how much you are spending for meat. 
Add other rows to compute subtotals for the other kinds of food in the 
table. At the bottom of the table, write a formula that adds all the 
subtotals together. Put a label beside it that says Grand Total. 
Save the file. 

Put the spreadsheet file Muffins on the Desktop. Put the cursor at 
cell ES. Read the formula in the cell indicator. Insert two blank rows. 
The information that used to be in row 9 is now in row 11. Move the 
cursor to cell Eii and look at the formula again. Explain what hap- 
pened to the formula when it was moved from E§ to Eil. 
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Using Spreadsheets 
SESSION GOALS: » Review functions in spreadsheet formulas. 

* Review the steps for copying cells. 
¢ Understand the meaning of relative copying. 
* Review the steps necessary to print a spreadsheet. 
¢ Learn ways in which spreadsheets are valuable. 

Functions in Spreadsheet Formulas 
The main advantage of computer spreadsheets is that the numbers in 
some cells can be calculated automatically from numbers in other cells. 
As we said earlier, you can think of a spreadsheet as having a calcula- 
tor in each cell. You can program each of these calculators to do what- 
ever arithmetic you want. The formula you enter into a spreadsheet file 
cell is the program, or set of instructions, that tells the computer what 
calculation to perform. The result appears in the corresponding screen 
cell. 

Adding numbers In Session 14, one of the file cells in spreadsheet 
BowlingScores contained this long formula: 

2CO+C3*+C6+C74C8 

This formula is an instruction to the computer. The formula says two 
things: First, add the numbers in screen cells C4 through C8; second, 
display the result. The formula is in file cell C14, so the result appears 
in screen cell Ci@. 

Functions in formulas In Session 14, you saw a different formula 
for doing a similar task. File cell D1@ also tells the computer to add 
numbers in five cells and display the result. However, the formula in 
D1i@ is very different from the one in C18. The one in D1@ is this: 

@SUM(D4...D8) 

This is an example of a function. The name of the function is @SUM. The 
symbols D4. ..+.D8 stand for a range of five screen cells in column D. The 
function tells the computer to sum the numbers in those cells. 

Other functions You also saw other formulas that used the func- 
tions @COUNT and @AYG. The spreadsheet program allows you to use 
many different functions in your formulas. Each function tells the com- 
puter to perform some particular task on one or more pieces of data. The 
instructions to carry out each task are part of the spreadsheet program 
in AppleWorks. Functions often make formulas easier to write and un- 
derstand. 
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=» How Functions Work 

A function name is an abbreviation that stands for a calculation. When 

you enter a function name into a spreadsheet cell, you are telling the 

computer to perform that calculation on the values in cells you specify 

or on values you supply. In AppleWorks and most other spreadsheet 

programs, all function names start with the @ symbol. Following the 

function name, you supply the data you want the function to work on. 

This data must be enclosed in parentheses. For example, suppose file 

cell Gi contains the formula 

@SUM(AL..++AI@) 

@SUM means “add up the values in the following cells.” Al..++A1@ 

means “cells Ai through 414.” After doing the sum, the computer puts 

the result into screen cell Gi. 
Functions and values Some functions work on a single value, ei- 

ther a value in a cell or one that you supply. @SQ9RT, the square-root 
function, is one of these. The result of @S9RT (25) is 5. The result of 
@SQRT(F13) is the square root of the number appearing in screen cell 
Faieoe 

Functions and ranges The functions @SUM, @COUNT, and @AVG, 
which you saw in Session 14, work on ranges of cells. A range is a row, 
column, or block of cells. You write the range by naming the first and 
last cell. The two cell names are separated by periods. 

Example of ranges The range C3.:.+.C8 means the cells C5, C6, 

C7, C8, and C9 in column C. Likewise, the range B3...G3 means the 

cells B3, C3, 03, £3, F3, and G3 inrow 3. @AVG(F30..G34) tells the 
computer to calculate the average of the 10 values in the block range 
F3@,.G34. 

Empty cells and cells with labels It sometimes happens that a 
range of cells will include some that are empty or have labels instead of 
values. This usually causes no problems. For most functions, empty 
cells and cells with labels are ignored. For example, the function 
@SUM(G1...G999) causes only the numbers that appear anywhere 
in column G to be summed. Anything else in column G is ignored. 

Auser trap Watch out for this problem: You write a formula such 
as 2*H3. By accident, H3 contains a label or is blank. In a programming 
language, this leads to a “type mismatch” error message. In spread- 
sheet programs, however, no error is reported. Instead, the computer 
uses the value zero for a blank screen cell and for one that contains a 
label. This can lead to surprising results. 

= Functions and Lists 

Some functions work on a lists of cells, such as @SUM¢(G3+H4+M7). 

This function tells the computer to add the numbers in screen cells G3, 
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H4, and M7. The list in this example is just the three cell names. A 
comma must separate items in any list. 

List ofranges The list in the paragraph above is a list of individual 
cell names. You can also have a list of ranges. Suppose you wanted to 
find the largest number in the row of cells Ai through Gi or in the 
column of cells Bi through Bi@. The function @MAX(A1..+.Gi+ 
B1.++B1) would do the job. The list here has two ranges. As usual, a 
comma separates the two items in the list. 

List The term “list” stands for one or more items, each separated 
from the next by a comma. An item can be either a single cell name or 
a range of cells. Many powerful spreadsheet functions allow you to do 
calculations on whatever list you write in parentheses after the func- 
tion name. 

AppleWorks functions Here is a short table of AppleWorks func- 
tions for use in spreadsheet formulas. You can read about other func- 
tions in the AppleWorks reference manual. The term “value” means 
either a number or a cell name. The term “list” is defined in the preced- 
ing paragraph. 

Functio Result 

@ABS (value) Absolute value of the value 
@AVG (list) Average of the values in the list 
@COUNT (list) Number of values in the list 
@INT (value) Integer part of the value 
@MAX (list) The largest value in the list 
@MIN (list) The smallest value in the list 
@SORT (value) Square root of the value 
@SUM (list) The sum of all values in the list 

Functions in programming If you are familiar with programming, 
you already know about functions. For example, the INT and $9R func- 
tions in BASIC are like the INT and SORT functions in AppleWorks. As 
in programming, one or more values must be passed into a spreadsheet 
function, and exactly one value is returned by the function. The func- 
tion tells the computer how to process the values passed to it. The value 
of the function is the result that comes back from the processing. These 
ideas are the same whether you are working with a spreadsheet or a 
computer program. 

1 Copying Labels and Numbers 

In Session 14, you learned commands for making a copy of a label in one 
cell and putting the copy in other cells. You can copy numbers from cell 
to cell in the same way. 
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The Copy command As with the word processor and the data base 

programs in AppleWorks, the Copy command (é]|C) is the starting 

point. You first move the cursor to the cell with the label or value you 

want to copy. Then you give the Copy command. 

Selecting the cells to copy After you give the Copy command, the 

computer prompts you to select additional cells to copy. You can copy a 

single cell or several cells at once. For example, if a label took up three 

cells, you could move a copy of the whole label by selecting all three 

cells at this time. You make the selection by using the arrow keys to 

highlight the cells. When your selection is complete, you tap (RETURN). 

Selecting the destination Next, the computer prompts you to se- 
lect all cells in which you want the copy to appear. Again, you use the 
arrow keys to highlight these destination cells. Finally, you tap 
and see the copies appear in the highlighted cells. Unlike the Copy 
command for the word processor, the copy command for the spreadsheet 
writes over any information there may have been at the destination. 

Copying Formulas in Spreadsheet Files 

In Session 14, you also learned how to copy a formula in one file cell into 
a group of other file cells. Cell formulas are at the heart of most spread- 
sheet operations. All spreadsheet programs give you a tool for making 
copies of a formula. 

Similar formulas Quite often, you will see groups of formulas in 
spreadsheets that look almost the same. The operations are identical, 
but the cell names are different. For example, cell D9 might contain the 
formula 2*B9, and cell D1¢@ might contain the formula 2*61@. The two 
formulas are different, but they differ in a simple way. Spreadsheet 
programs have a tool for dealing with this difference when you copy a 
formula from cell to cell. 

The Copy command The process of copying formulas is almost the 
same as that for copying numbers and labels. However, there is one 
extra step you must go through whenever a formula contains a cell 
name. Just before putting the copy of the formula into the destination 
cells, the computer asks you what you want done with each cell name in 
the formula. You can ask for No change, or else you can ask for a 
change that is Relative. 

No change mode If you ask for no change, the computer leaves 
that cell name exactly as it is when moving the copy to another cell. 
You might want to do this if the same number is needed in many differ- 
ent formulas. For example, if you were setting up a spreadsheet to show 
the interest you earn on a bank account, you might put the interest rate 
in one cell. Then all formulas that needed the interest rate would use 
that cell name. (That way you could easily change the interest rate 
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later without having to rewrite your formulas.) If you copied one of 
those formulas from one cell to another, you would not want the cell 
name to change. 

Relative mode The relative mode means that the cell name 
should change when you move the formula to another cell. Suppose the 
formula you are copying is one that means “triple the number two cells 
to my left.” If the formula is in cell D9, then the formula is 3*B9. Why? 
The answer is because cell B9 is two cells to the left of D9 in the ninth 
row. Now, suppose you want to put a copy of the formula in cells Di@ 
through D3@, but you still want it to mean “triple the number two cells 
to my left.” You want the formulas to be 3*B1¢, 3*B1ii1, 3*B12, and so 
on, up to 3*B3@. In this case, you do want the cell name to be changed 
when the formula is copied. 

Name shifting Ifyou choose the relative option for a cell name ina 
formula, the kind of change just described happens automatically when 
you copy the formula. If you move the copy down five rows, the row 
number in the new cell name will be five greater than the row number 
in the original cell name. In other words, the name of the cell is shifted 
as it is moved. 

What it means There is an easy way to think about relative 
changes in a cell name. Just think of the formula in terms of the words 
“left,” “right,” “above,” and “below.” Here is an example. Suppose you 
see this formula in cell F3: 

+E3+G3+F2+F4 

Instead of thinking about these cells by their names, think about their 
positions relative to the cell with the formula. With a little thought, you 
can see that the formula really says this: 

left + right + above + below 

Now, suppose you copy the formula from F3 into cell 67. If you choose 
the relative mode for each one of the four cell names, the new formula 

will be: 

+A7+C7+BG6+B8 

However, the new formula will still say to add the numbers in the cells 
to the left, right, above, and below the cell with the formula. The for- 
mula has changed, but the meaning is the same. That is the whole idea 
of relative copying. 

Printing Spreadsheets 

As long as you work with a spreadsheet on the computer, you are the 
only one who can see the information as it develops. Sooner or later, 

15 + Using Spreadsheets 133 



134 

however, you will want a paper copy that can be reproduced and made 
available to others. 

The Print command As with the other application programs in 
AppleWorks, printing a spreadsheet begins with the Print command 
(c[P). Your spreadsheet file must be visible on the REVIEW/ADD/ 

CHANGE screen before you give the command. 
Options The computer prompts you to say how much of the spread- 

sheet you want printed. You can choose all of it, a block of rows, a block 
of columns, or a rectangular block of cells. If you select rows, columns, 
or blocks, the computer asks you to highlight the screen cells you want 
printed. 

Output to the printer After choosing the cells to print, you select 
the printer model, enter a date, and say how many copies you want. 
After that, the computer begins printing your screen cells on paper. If 
the output has too many columns to fit on a single page, the computer 
divides it and prints one group of columns at a time. 

Inserting and Deleting Rows and Columns 

When you create a new spreadsheet, you often discover that you have 
left something out. If the information can go at the end of the table, you 
simply move the cell cursor there and start typing. But what if you need 
to insert a whole row or column into the middle of the table? 

The Insert command To insert a new blank row, you first move the 
cursor to any cell on the row in which you want the blank row to appear. 
Then you give the Insert command (G11). The computer asks whether 
you want to insert rows or columns. When you choose rows, it asks how 
many to insert. As soon as you enter a number, the computer inserts the 
new rows, moving the others down. Column insertion works the same. 

The Delete command Deleting rows or columns begins the same 
way. You move the cursor to any cell in the row or column to be deleted. 
Then you give the Delete command and choose to delete either 
rows or columns. The next step is to highlight the rows or columns you 
want removed. When you tap (RHURN), the rows or columns disappear 
permanently from the spreadsheet file on the Desktop. 

Relative changes in formulas If you insert a row or column, the 
computer automatically makes a relative change in all formulas af- 
fected by the change. After the insertion, some formulas are changed, 
but they still have their old meanings. The same is true after a deletion. 
This is almost always what you want to happen. 

= Spreadsheet Applications 

These four sessions have introduced you to the main ideas you need to 
make spreadsheets of your own. Most other spreadsheet programs are 
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very much like AppleWorks, so you should have an easy time with 
them. 

What-if questions The power of the spreadsheet programs comes 
from formulas. If a dozen formulas use the cell name C3, then a change 
in the number in C3 will cause a dozen other numbers to change at the 
same time. If C3 contains the interest rate at your bank, for example, 
the formulas could show how much money you will earn each month for 
a year. Now you can play what-if games. What.if the interest rate 
changes? How much would you earn? To answer the question, all you 
have to do is change the number in cell C3. The 12 monthly earnings 
automatically change, and you see the effect. 

Financial planning The above example is a simple case of finan- 
cial modeling. Many businesses use spreadsheet files to help them 
plan their income and expenses for the coming months or years. This 
type of file would contain estimates of things such as raw material 
prices, labor costs, production rates, selling prices, and units sold. The 
file would also contain many formulas for calculating separate costs, 
subtotals, and grand totals. With such a spreadsheet file, a business 
manager can see how the business will be affected by day-to-day deci- 
sions about prices and costs. 

Tax tables Spreadsheet programs are also useful for preparing in- 
come tax forms. These forms are just rows and columns of labels and 
numbers. Furthermore, many numbers on a tax form must be computed 
from other numbers. Some blanks on a form contain subtotals. Other 
blanks on a form have space for a number that appeared on another 
form. This is an ideal job for a spreadsheet program. 

Other applications All spreadsheet problems are number prob- 
lems. Whenever you find that you are writing columns of numbers on 
paper and doing arithmetic with them, you can probably use a spread- 
sheet program to make the job easier. Also, you usually find that you 
get more information from a computer spreadsheet than from paper 
work. The reason for this lies in the use of formulas in the computer 
version. A change made in one cell gives immediate answers in many 
other cells. . 
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MM. 

42. 

43. 

14. 

Suppose the numbers 8, 3, and 4 are visible in screen cells 
Fi, GS, and H3. File cell MS contains the formula 
@AVG(Fi+G5+H3). What will appear in screen cell M9? 

_ How do you write a range of cells? Give an example of a range 
of cells in the same column. 

What character separates items in a cell list? Give an exam- 
ple of a list that contains one cell name and two ranges. 

Suppose file cell D3 contains the value 63. File cell D4 con- 
tains the label 7. File cell D5 is blank. What value is returned 
by the function @SUM(D3...05)? : 

File cell 838 contains the formula 2*#P38+937. What sen- 
tence tells the meaning of this formula? Use the words “left,” 
“right,” “above,” and “below” in the sentence instead of the 
actual cell names. 

You want to put a formula in file cell H?73. The formula 
should calculate the average of the numbers in the cells to the 
left and to the right of cell 473. What is the formula? 

File cell M42 contains the formula 5+M41i. You copy this for- 
mula into file cells Ci1@ and Cii. When asked, you pick the 
relative mode of copying cell name M41. What formula will be 

in file cells C1@ and Cii? © 

40. File cell H5 contains a formula for multiplying the numbers 
in the first two cells to the left of H5. What is the formula? 
You decide to move a copy of the formula in question 10 to file 
cell K13. You want the new formula to multiply the two num- 
bers just left of the new cell kK 13. What copy mode should you 
use? What formula will be in file cell Ki3 if you use that 

- mode? 

Suppose you want to add a new row to the middle of a spread- 
sheet file. Where should you put the cursor? What command 
should you give? 

If you add a new column to a spreadsheet file, what happens 
to the cell names in formulas? 

What makes spreadsheet programs useful for answerin 
what-if questions about numerical data? 
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Part D ACER! 
« Keyboard Commands 

(678), Blank Blank out one or more spreadsheet cells. After blanking, 

a file cell contains neither a label nor a value. The screen cell is 

blank. 
(6[¢€), Copy Duplicate a row, column, or block of cells at a new place 

in the spreadsheet file. 
(G]D), Delete Delete one or more columns or rows. After deletion, cell 

names in formulas are changed relatively. 

(S[1), Insert Insert one or more columns or rows. After insertion, cell 

names in formulas are changed relatively. 
(G.N), Name Change the name of a file. 
(é]P), Print Create a file copy on paper. 
(@,y), Yank When entering information into a file cell, erase charac- 

ters from the cursor to the end of the line. 

(S[z), Zoom Switch the screen display from the usual screen cells to 

the file cells. This is useful for seeing which file cells contain formu- 

las. 

» New ideas 

cell cursor A bright rectangle that highlights a cell on a spreadsheet. 

To move through a spreadsheet file, you use keyboard commands to 

move the cell cursor. 

cell indicator An area at the lower left corner of the screen that shows 

the location of the cell cursor, the type of information stored in that 

file cell, and the information itself. This is important when the infor- 

mation is a formula. The cell indicator always shows what the file cell 

contains. 

cell name A letter followed by a number. The letter specifies a col- 

umn in the spreadsheet; the number specifies a row. 

file cell Part of a spreadsheet file. Information in a file cell tells the 

computer what to display in the corresponding screen cell. Formulas 

are in file cells; the results of the formulas appear in the correspond- 

ing screen cells. The cell indicator always shows what the file cell 

contains. 

first-key rule A rule the computer follows when determining if a cell is 

to contain a value or a label. The first key tapped determines if a 

value or a label follows. 

formula An expression in a file cell; it tells how to calculate a value to 

be displayed in the same screen cell. 
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function A built-in set of instructions for calculating values. Function 
names begin with the symbol @ and can be used in formulas. 

label A type of information that can be entered into a spreadsheet file. 
An example is a string of characters used to describe the numbers on 
the spreadsheet. 

no-change mode An instruction telling the computer how to treat a 
copied formula. When copying a formula containing a cell name, the 
computer makes no change in the cell name in the copy. 

relative mode An instruction telling the computer how to treat a cop- 
ied formula. When copying a formula containing a cell name, the 
computer changes the cell name in the copy in such a way that the 
meaning of the formula remains the same. 

screen cell A cell on the screen that displays the results of the instruc- 
tions contained in the same file cell. 

spreadsheet size Up to 999 rows and 127 columns. The actual size of 
the spreadsheet is limited by the memory available. 

value A type of information that can be entered into a spreadsheet 
file. Examples are numbers and formulas. 
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Index 

Add files command 11-12, 19, 25-26, 29 
Add files menu commands 25-26, 66 

Data Base 87 

From scratch 13, 25 

From the current disk 26 
Spreadsheet 102 

Word Processor 25, 29 

Alphabetical sorting 69, 99 
and and or in selection rules 73-74, 80, 98 
AppleWorks 1, 3—4, 29, 31 

Commands See Commands 
Data base program 1, 4, 30, 65-99 
Desktop 4—5, 12, 22-23 
Disks 6-8, 23 

File operations 6—27 
Spreadsheet program 101-138 
Starting the computer 23-24, 32 
Word processor program 31-63 

Application language 3, 29 
Application program 2-5 
Applications of spreadsheets 134-135 
Arrow keys 

In a data base file 67-68, 77-78, 82-83 
In a spreadsheet file 103-105 
In a word processor file 29, 34, 47-48, 56— 

57, 63 
On command menus 10, 29 

Blanking out spreadsheet cells 109 
Block editing 

Data base files 93-94 
Word processor files 52—54, 59-60 

key 6 
Case sensitive text match 49, 50, 58, 63, 72 
Category of entries in a data base file 77, 98 
Cell, spreadsheet 

Cell cursor 103, 104-105, 114-115, 137 
Cell cursor movement 103-107, 114-115 
Cell indicator 104, 105-107, 115, 116, 137 
Cell name 104, 111-112, 117-118, 137 
File cell 116-117, 119, 137 
Screen cell 116-117, 119, 138 

140 

Changing information 
In a data base file 69-70, 78 

In a spreadsheet file 108—109 
In a word processor file 36-38, 50—54 

Chronological sorting 89, 99 
Commands 
Add files menu 25-26, 66 

Data Base 87 

From scratch 13, 25 

From the current disk 26 

Word Processor 25, 29 

Canceling a menu command 11 
Keyboard commands 39 

through 47, 56, 63, 68, 77— 
78, 83, 104 

Arrange (sort) records 68-69, 78, 
98 

Blank out spreadsheet cells 137 
Copy cells 137 
Copy records 94, 98 
Copy text 54, 60, 63 
Delete columns or rows of cells 

137 

Delete records or categories 85— 
86, 93, 95, 98 

Delete text 54, 59, 63 
(oe) Edit mode 41, 63 
(G[F) Find records 71-72, 79, 98 
(CTF) Find text 49-50, 57-58, 63 
(611) Insert columns or rows of cells 

137 
(6]1) Insert records or categories 93, 95, 

98 
(S[M) Move records 93-94, 98 
(STM) Move text 53- 54, 60, 63 
(SIN) Name change 40, 63, 137 
Ca Tn) Name/Category change 89— 90, 

94-95, 98 
(G]P) Print a file 38— 39, 43, 63, 137 
a [R) Record selection 72-74, 79-80, 98 

Replace text 50-52, 58-59, 63 
a |S ) Save current file 59, 63 
CaTY) Yank 50, 58, 63, 69, 78, 98,7137 
(G[Z)Zoom (data bese 82, 92, 98 



Keyboard commands (cont.) 

(6 [Z)Zoom (spreadsheet) 108, 137 
Main Menu 24—25 

Add files 11-12, 19, 25-26, 29 
Other Activities 18, 26, 29 
Quit 21, 27, 29 
Remove files 18, 29 

Save Desktop 15-17, 26, 29, 38, 54 

Work with files 18-19, 29 

Menu command 9-12, 24-25 

Other Activities menu 18, 26 
Delete files 20, 27, 29 

List all files 18, 26, 29 

Computer languages and literacy 2-3, 30, 60- 
61 

Computer program 2, 30 

key 7, 23 
Copying 

Data base records 94, 98 

Spreadsheet formulas 124—125, 132-133, 
137 

Spreadsheet labels and numbers 123-124, 
131-132, 137 

Word processor text 54, 60, 63 

Creating a new file 
Data base 80-81, 86-90 
Spreadsheet 102-103 
Word processor 25 

Cursor 8, 26, 34, 41 

Cursor movement 
In a data base file 67-68, 77—78, 82-83 
In a spreadsheet file 103—105 
In a word processor file 29, 34, 47—48, 56— 

57, 63 

Data base program 1, 4, 30, 65-99 
and and or 73-74, 80, 98 

Block editing 93-94 
Case insensitive text match 72 
Category 77, 98 
Changing entries 69—70, 78 
Creating a new file 80—81, 86-90 
Cursor movement 77—78, 82-83 

Data base terms 76—77 
Deleting categories 94—95 
Deleting entries 78 
Deleting records 85-86, 93 
Entering information 78, 93-95 

Data base program (cont.) 
Entry 77, 98 
Field See category. 
Finding records 71—72, 79 
Inserting categories 89-90, 94-95 
Inserting records 83-85 
Multi-record layout 82, 92—93, 98 

Name/Category command 89-90, 94—95 
Password 96, 99 
Printing reports 96 
Record 77, 99 

Scrolling 68, 77-78 
Selecting records 72—74, 79-80, 99 

Single-record layout 82—84, 92-93, 99 
Social impact of data bases 96-97 
Sorting records 68-69, 78, 89, 99 
Terminal 96 
Zoom command 82, 92 

Delete files command 20, 27, 29 
key 8, 13, 26, 29 

Deleting 

Categories from a data base file 94—95 
Columns and rows from a spreadsheet file 

126-127, 134, 137 
Disk files 20, 27, 29 

Entries from a data base file 78 
Files in memory 18, 29 

Records from a data base file 85-86, 93 
Text from a word processor file 35, 42, 54, 

59 
Yank command 50, 58, 78 

Desktop (memory) 4—5, 12, 22-23 
Dimensions of a spreadsheet 114 
Directory, disk 18, 26, 30 

Disk drive use 6, 23, 30 
Disks 

AppleWorks Program 8, 23 
AppleWorks Startup 8, 23 
Computer Applications DATA 17 

Document See file 

Edit mode 41, 63 

Editing 
Data base files 69—70, 78 
Spreadsheet files 108—109 
Word processor files 33-38, 42, 50-54, 57— 

60, 63 
Electronic office 60 

144 



Entering information into a file 25-26, 41- 
42 

Data base files 78, 938-95 

Spreadsheet cell 105-106, 115-116 
Word processor files 33-34 

Entry in a data base file 77 
key 11-12, 15, 24-25, 29, 59-60, 69— 
70, 80, 105 

Exchange mode 41, 63 

Field See category 

File cell 116-117, 119, 137 
File operations 4—5, 12, 22-23, 30 
Add to memory 12-14 

Delete from a disk 20, 27, 29 
Name 25 

Remove from memory 18, 29 
Save on a disk 15-17, 26, 38, 54, 59 
Show a disk directory 18, 26, 29 

Finding 
Data base records 71-72, 79 
Word processor text 49-50, 57-58, 63 

First-key rule 116, 137 
Formula, spreadsheet 107-108, 111-112, 

115, 117-119; 137 
Function, spreadsheet 122-123, 129-131, 

3% 

Global search and replace 50—52, 58-59, 63 

Hard copy See Printing 
Hardware 2, 23, 30 

Highlighted commands 9, 24-25 
Highlighted text 53-54 

Impact of word processing on work 60-61 
Information on the screen 24 
Information, location in computer 22—23 
Insert mode 41, 63 
Inserting 

Categories into a data base file 89-90, 94— 
95 

Columns and rows into a spreadsheet file 
126-127, 134, 137 

Records into a data base file 83-85 
Text into a word processor file 34, 42 

142 

Keyboard 6, 30 
Arrow keys 

In a data base file 67-68, 77—78, 82—83 

In a spreadsheet file 103-105 
In a word processor file 29, 34, 47-48, 56- 

57, 63 
On command menus 10, 29 

6 
7, 23 

8, 13, 26, 29 
11-12, 15, 24-25, 29, 59-60, 69-70, 

80, 105 
7, 23,829 

7, 23, 29 
8, 9, 10, 14, 24, 29, 33, 59-60, 70, 

108 
68, 77, 82, 98, 114-115 

Keyboard commands See Commands 

Label, spreadsheet 105, 115, 137 

Language, computer 2-3, 30, 60-61 
List all files command 18, 26, 29 
Lists and spreadsheet functions 131 

Literacy, computer 2~3, 30, 60-61 

Loading a file into memory 4, 12-14, 22, 26, 
66 

Main Menu commands 9-21, 24—25 
Add files 11-12, 19, 25-26, 29 
Other Activities 18, 26, 29 
Quit 21, 27, 29 
Remove files 18, 29 
Save Desktop 15-17, 26, 29, 38, 54 
Work with files 18-19, 29 

Memory 4-5, 22-23, 30 
Menu commands 9-12, 24-25, 30 
Monitor use 6, 23, 30 
Moving 

Records in a data base file 93-94, 98 
Text in a word processor file 53—54, 60, 63 

Multi-record data base file layout 82, 92-93, 
98 

New file, creating 25 
No-change mode, spreadsheet 125, 182-133, 

138 
Numerical sorting 69, 99 



Open-Apple commands See Commands 
Open-Apple key 7, 23, 29 
Other Activities command 18, 26, 29 
Other Activities menu 18, 26 
Delete files 20, 27, 29 
List all files 18, 26, 29 

Paperless office 60-61 
Password for using a data base file 96, 99 
Printer use 38-39 
Printing 

Data base file reports 96 
Spreadsheet files 1383-134 
Word processor files 38-39, 43 

Program 2-4, 23 
Programming concepts and spreadsheets 118— 

119, 131 
Programming language 3, 30 

Quit command 21, 27, 29 

Range of spreadsheet cells 130 
Record in a data base file 77, 99 
Relative mode, spreadsheet 125-126, 133, 

134, 138 

Remove files command 18, 29 
Replacing text 50-52, 58-59, 63 
Replication See Copying a spreadsheet 

formula 
CRESET ) key 7, 23, 29 

key 8, 9, 10, 14, 24, 29, 33, 59-60, 
70, 108 

Review/Add/Change screen 14, 25-30, 39, 67, 
103 

Save Desktop command 15-17, 26, 29, 38, 

54 . 
Saving a file 4—5, 23, 26, 30, 38, 54, 59 

Screen cell 116-117, 119, 138 
Screen prompts 24 
Screens 
Add files menu 25 

Main Menu 9-21 

Other Activities menu 18, 26 
Review/Add/Change 14, 25-30, 39, 67, 103 
Select Records 72—74 

Scrolling 
A data base file 68, 77-78 

Scrolling (cont.) 
A spreadsheet file 104—105, 115 
A word processor file 46—48, 56-57, 63 

Search and replace 50—52, 58-59, 63 
Selecting a menu command 9, 24—25, 30 
Selecting data base records 72—74, 79-80, 99 
Selecting text 53-54 
Selection rule for finding records 72-74, 79— 

80 
and and or 73-74, 80, 98 

Single-record data base file layout 82-84, 92- 
93, 99 

Size of a spreadsheet 114, 138 
Social impact of data bases 96-97 
Social impact of word processing 60 
Software 30 
Sorting data base records 68-69, 78, 89, 99 
Spreadsheet program 1, 4, 30, 101-138 

Applications 134-135 
Blanking out cells 109 
Cell cursor 103, 104-105, 114-115, 137 
Cell cursor movement 103-107, 114-115 
Cell indicator 104, 105-107, 115, 116, 137 

Cell name 104, 111-112, 117-118, 137 

Changing information in a cell 108—109 
Copying a formula 124-125, 132-133, 137 
Copying labels and numbers 123-124, 131- 

132, 137 
Creating a new file 102-103 
Deleting columns and rows 126-127, 134, 

137 
Dimensions 114 

Entering information into a cell 105-106, 
115-116 

File cell 116-117, 119, 137 

First-key rule 116, 137 
Formula 107-108, 111-112, 115, 117-119, 

137 
Function 122-123, 129-131, 137 

Inserting columns and rows 126-127, 134, 
137 

Label 105, 115, 137 
Lists and functions 131 
No-change mode 125, 132-133, 138 

Printing 133-134 
Programming concepts 118-119, 131 
Range of cells 130 
Relative mode 125-126, 133, 134, 138 

143 



Spreadsheet program (cont.) 

Replication See Copying a formula 
Screen cell 116-117, 119, 138 

Scrolling 104-105, 115 
Size 114, 138 

Value 106, 115, 138 

Zoom command 108, 116, 138 

Starting the computer 6-9, 23-24, 32 

key 68, 77, 82, 98, 114-115 
Terminal for accessing a data base 96 
Typing pool 60-61 

Value, spreadsheet 106, 115, 138 

Word processor basics 43—44 
Word processor impact on work 60-61 
Word processor program 1, 3, 30, 31-63 

Block editing 52-54, 59-60 
Case sensitive text match 49, 50, 58, 63 

72 

Changing information 36-38, 50—54 

> 
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Word processor..program (cont.) 
Copy command 54, 60, 63 

Creating a new file 25 
Cursor 8, 26, 34, 41 

Cursor movement 29, 34, 47-48, 56-57, 63 
Delete command 54, 59, 63 
Deleting text 35, 42, 54, 59 

Edit mode command 41, 63 
Entering information into a file 33-34 
Find command 49—50, 57-58, 63 

Impact on work 60-61 
Inserting text 34, 42 
Move command 53-54, 60, 63 

Print command 38-39, 43, 63 

Replace command 50—52, 58-59, 63 

Scrolling 46-48, 56-57, 63 
Selecting text 53-54 
Wordwrap 33, 63 
Yank command 50, 58, 63 

Wordwrap 33, 63 

Work with files command 18-19, 29 

Writing for pleasure 61 
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