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Where To Begin

You can choose how you want to learn Microsofte Works,
depending on how experienced you are with the Macintoshm,
and how much help and practice you want to have before you
begin using Microsoft Works on your own.

If

Do this

You want some practice before
you begin using Microsoft
Works on your own

You want to start using Micro-
soft Works for your own tasks,
and you are an experienced
Macintosh user

Start with the Lessons manual.
You’'ll use actual Microsoft
Works software and sample
files to practice many features
of the Microsoft Works tools.

Go right ahead and begin. With
the Using Microsoft Works
manual as a guide, you’ll learn
about all you can accomplish
with Microsoft Works.
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Welcome

Welcome to Microsoft Works, an integrated package of electronic
tools for the office.

Microsoft Works automates your desktop. These tools can replace
your typewriter, address book, file folders, and calculator. Put
these electronic tools to work and see how much you can
accomplish.

B Write memos and articles with the Word Processor.

B File information and prepare reports with the Database.

B Calculate your budget with the Spreadsheet, and make charts
with its charting capability.

B Send and receive information over the telephone with
Communications.

B Integrate information from all the different tools.

You can work with a single document, or switch between
several different ones. With electronic cutting and pasting,
you can turn pieces of several documents into one new
one. The limits are up to you. Microsoft Works pro-

vides all the office tools you need.

ix




About This Manual

In this manual, a hypothetical company and situation help you
learn to use Microsoft Works. You will act as a product manager
for the Wheeler Bicycle Company. You’ll organize a major race
through the Alps to show off the new Mountain Wheeler, a tough
off-road bike. Teams from around the world will challenge the
rugged terrain of France, Switzerland, and Italy, hoping to win
the prestigious Wheeler Cup.

Note The full name of this product is Microsoft Works. This
manual uses the name “Works” for short.

Learning about the Tools

The purpose of this manual is to get you started with Works.

The tasks in these lessons give you a chance to try a large variety
of Works’ features. But not every feature is covered here. When
you’re ready to learn more about any of the tools, turn to Using
Microsoft Works.

This manual assumes that you have read your Macintosh owner’s
guide and are familiar with basic techniques, such as choosing
commands, selecting text, and working with windows.

The first chapter in this manual gives you an overview of each of
the four Works tools and some suggestions for how to use them.
The next four chapters each concentrate on one tool. The last
chapter shows you how to integrate information from various
tools into the Word Processor.

To learn about Read

The Works tools Chapter 1
The Word Processor Chapter 2
The Database Chapter 3
The Spreadsheet and charting Chapter 4
Communications Chapter 5
Using the tools together Chapter 6

Working with the Sample Files

You can start with any chapter, and proceed in any order. The
chapters refer you to sample files which are included on your
Microsoft Works Program disk. The sample files will guide you
through the main features of each tool.



As you work through the tasks in this manual, you’ll act as the
product manager for the new Mountain Wheeler bicycle. You’ll
learn to:

B Edit an article for a dealer’s newsletter with the Word
Processor.

B Organize a document recording each cycling team’s food
requests with the Database.

B Prepare a budget for the race with the Spreadsheet, and draw
a chart to compare, region by region, projected sales for the
Mountain Wheeler bicycle.

B Change settings, and add a telephone number to your
Communications phone book.

B Finish up a final report on the race by integrating information
from three of the tools.

About Documents and Files

Throughout this manual, the words “document” and “file” are used
to represent two distinct items.

A document is the information held in the Macintosh’s memory.
When you create a new document, the information exists only in
memory until you save it on a disk. Once saved, the information
stored on the disk is called a file. When you open a file from a
disk, the Macintosh puts a copy of the information into its
memory and leaves the original on the disk. The information held
in memory is called a document. If you make changes to this
document and then save it, the new information will replace the
file currently on the disk.

You create a new...

You make changes to a...
You save a... t document
You print a...

You close a... )

You open an existing. .. } -

B You delete a...

The next section tells you what you need in order to use Works,
how to make a copy of the Works Program disk, and how to start
Works.

Welcome xi

About documents and
files
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What you need

'Before you begin

disk

Getting Started

To use Works, you need:

A 512K Macintosh computer

An internal 800K double-sided disk drive

The master Microsoft Works Program disk

Blank disks for storing documents and copying Works
A second disk drive (optional)

A printer (optional)

A modem (optional)

Works is provided on a master Program disk. This disk contains
special identification that the Macintosh must read when you
use Works.

You can make as many copies of the master Works Program disk
as you need. You should make at least one copy of the master disk
to protect it from damage. Do not make changes to the master
disk. Make changes only to copies of the master disk.

If you use a hard disk with your Macintosh, see Appendix A, “Disk
Space and Memory,” in Using Microsoft Works, for instructions on
copying Works to the hard disk.

Copying the Master Works Program Disk

To speed up your future use of Works, the Program disk has been
set up to take you directly into the Open dialog box when you
insert the disk, thus bypassing the Finder. Since you need to be at
the Finder to copy the disk, the procedure below instructs you to
quit the program to get to the Finder. This procedure assumes
you have one double-sided disk drive.

To copy the master disk:

Turn on your Macintosh.
Insert the master Works Program disk into the disk drive.
Works displays the Open dialog box.

Choose the Quit command from the File menu to get to the
Finder.

Choose the Eject command from the File menu to eject the
Works Program disk.

Insert a blank disk into the disk drive.

Works displays a dialog box asking how you want to initialize
the disk.

L B k] R E



[6] Click Two-Sided to initialize both sides of the disk.

When Works is finished initializing the disk, it asks you to
name the disk.

Type a name, such as Works Copy, and click the OK button.

Drag the Works Program disk icon over the icon of the initial-
ized disk that you just named.

wWorks Progran

Copy the Works Program disk

I I to a blank, initialized disk.
I I

|‘.'r’-:-r'ks CO;Q |

Works asks if you want to replace the contents of the initial-
ized disk with the contents of the Works Program disk.

[8] Click the OK button.
Insert the appropriate disk when Works asks you to.

The Finder displays a message telling you how many files it has
left to copy. When the message goes away, you have a copy of the
master Program disk on what used to be your blank disk.

Important From now on, you should always start Works with a
copy of the master Program disk to prevent accidental damage to
the master disk itself. However, you’ll need to insert the master
Program disk the first time you start Works after turning your
computer on, because the Macintosh must read the identification.
After the Macintosh reads the identification, you can quit and re-
start Works with your copy as many times as you wish, until turn-
ing the power off. The next time you turn on the computer, you’ll
need to use the master disk again.

Works comes ready to work with the regular and wide Image-
Writer printers. If you use a LaserWriter, see Appendix C, “Print-
ing with the Apple LaserWriter,” in Using Microsoft Works.

Welcome Xxiii



Xiv Lessons

Starting Works

To start Works To start Works:

[1] Turn on your Macintosh.

[2] Put the copy of the Works Program disk into the internal disk
drive.
Your Macintosh will ask you to insert the master Works Pro-
gram disk so that it can read the identification. Insert the mas-
ter disk, and then put your copy back in when your Macintosh
asks for it.

Works displays the Open dialog box:

Click one of these icons to see
only one type of file and all
folders in the list box.

& File Edit Window

Open File: | I l
s = ™
TP Ni:
All Works Word Data Spread Communications
Types Processor Base Sheet

Works Program

Addresses

O ;
D Article ] (__open ) (E) Works Pr..\
0O Budget _ ‘
D Final Report . QAT (_Eject )
R t
g H:gt:letz » 1 [ cancel | [ 8rise ]
O Resume Works L |
D Sales Projections 2 Oimporttie
O Scores |
List of files and folders Name of current disk
Name of current disk or folder

The sample files shown in the list box are for you to use as you
work through the lessons in this manual. The chapters that follow
will tell you which sample files to use.

You can now start practicing with any of the tools you want. Just
turn the page and begin.



1 Meet Microsoft Works

Microsoft Works is four electronic office tools: the Word
Processor with mail merge, the Database with report capability,
the Spreadsheet with charting capability, and Communications.

Each tool has a full set of features so you can do full-scale work.
But these tools also work together — that is, they’re integrated.
For example, you don’t have to close your Word Processor docu-
ment before you open a Database file; you can have them both
available at once. This helps when you need to get a report done
in a hurry, or just want to switch from one project to another.
Integration lets you move information between documents as
easily as you can sort through papers on your desk.
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applications

The Word Processor

The Word Processor makes it easy for you to type as you think,
and to rewrite as often as necessary. But the Works Word Proces-
sor is much more than a fancy typewriter. Without retyping a
page or getting out your scissors and tape, you can:

Make corrections.

Add, copy, or move text.

Use different fonts, and different sizes and styles of type.
Insert charts and pictures.

Add headers, footers, and page numbers automatically.

Create form letters, mailing labels, and standard forms by
merging information from the Database.

The Word Processor makes any kind of writing easier: from short
memos or letters to ad copy, newsletters, reports, proposals,
theses, and books. You can turn ordinary prose into something
special by changing the type size of headers, footers, or titles;
adding italic or bold type for emphasis; or putting in superscripts
for notes or subscripts for equations.

Words aren’t the only thing you can include in your Word Proces-
sor documents. You can copy in a chart or a picture, and you can
turn your document into an attractive presentation by adding
fancy type, lines for labels, and explanations to the chart or pic-
ture. For a finishing touch, you can draw boxes around your art,
or around a note, or you can separate columns with a line.

With the Macintosh Scrapbook, you can include drawings from
other graphics programs in your Word Processor documents
as well.

You can customize standard documents and form letters by using
Works’ merge facility. You can use information from Database

documents to personalize and update your business letters and
forms.

Some Suggested Applications

One of the most important aspects of any document is appear-
ance. When you give someone a professional-looking document,
it makes you look good. Whatever image you want your work to
project, Works can help you achieve it.

The Word Processor opens up new possibilities for your written
documents. When you apply its capabilities to your documents,
you’ll find many creative solutions to some typical writing
problems.
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Marking Text

Law firms, publishing houses, and publishers of professional jour-
nals often like to see how a second draft compares to the original.
With the Works drawing capability, you can actually cross out
what you plan to delete, and circle what you plan to insert —as
you write. You may also want to mark important points or indi-
cate corrections or notations as you review work. For more infor-
mation on using lines and shapes to mark text, see Chapter 4,
“Formatting a Document,” in Using Microsoft Works.

® File Edit Window Search Format Font Style
ED%— Article (WP)
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"The Hilltop Climber has arrived in style! Trvy this piece of
precision machinery on the toughest terrain!”

--Vice President IVlartin Wheeler

A fueke fremm e Preeidem

Wheeler President Hiram Albert Wheeler is(extremly) pleased
by the new biee bicycle his company has produced. From his
home in Wheeling, West Virginia, he said:

"This is a great moment in mvy life. wWhen I was a yvoung
man, the Wheeler Flying Eagle took the world by storm.
Now the Hilltop Climber will do the same. I'm taking my
sumer)vacation in the Canadian Rockies--with mv own

i Hilltop Climber!"

Customizing Standard Documents

Your business or organization probably has standard forms and
documents that you adapt to suit your needs. Here are some
ideas for customizing those standard documents with the Word
Processor:

B Form letters: File your information with the Database, and
merge it into form letters where appropriate. In addition to

names and addresses, you can merge order information, short
sentences, and other facts and figures.

B Mailing labels: Prepare your mailings quickly and efficiently
by combining information from the Word Processor and the
Database.

B Business forms: Create invoices, statements, order forms, pur-

chase orders, or other standard forms by using lines and boxes.

Meet Microsoft Works 3

Marking text

documents
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Customizing standard
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B Legal documents: Prepare standard wills, contracts, and briefs,
and customize them for each client. Cut and paste common
passages between documents.

B Regular reports: Write reports only once, and update them
each week or month with new information.

To create custom documents that require information from other
tools or programs, see “Using the Tools Together” in Using Micro-
soft Works. You'll find out how to move information from the
Database, Spreadsheet, and Communications into the Word Pro-
cessor, and how to merge Database information into a Word
Processor document.

DB

" Different views of
your Database
information

e

The Database

The Database is an electronic filing system that stores your
records and lets you specify how you want to look at them.
Groups of related information are stored as records — just like
patient records in a doctor’s office. A single record looks like a
regular paper form, and is just as easy to fill out.

But the real advantage of the Database becomes apparent when
you start looking at all the records you’re collecting. You can scan
a single record at a time or a whole list of records. Whenever you
want to see the records in a different order, you just specify the
order, and Works shuffles them for you.

You can print a report containing all the records in a document,
selected records only, or even parts of each record, depending on
which information you want to see. For example, you might have
a Database document containing a list of employees with their
addresses, dates of hire, and salaries. For one purpose, you can
print a list of names and addresses; for another purpose, a list of
the same names with their salaries and dates of hire. You can even
sum the list of salaries when you print the report.

Different Views of Your Database Information

One of the most important things to understand about a Database
is that it holds information in such a way that you can look at it
from many different points of view.

With a single Database document, you can look at your data in a
variety of presentations.
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Report with grid lines
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Report without grid lines

It’s like looking into a house through different windows. Each
view shows you something different, but all views are of the same
house. The same idea applies to the ways you can view informa-
tion in a Database document.

No matter which information you choose to see or print, all
of the information remains intact in your document. Later, you
can request to see or print different information from the same

document.

Meet Microsoft Works 5



6 Lessons

ljsing a report

Some suggeSted
applications

Using a Report To Print Information

Use reports to print information from a Database document. You
can choose to print the whole document, or you can select a par-
ticular subset of the document to put on paper. You may want a
list of all the people in your department and all available informa-
tion about them, or you may want just the names of those in a
small group listed with their phone numbers.

Once you know what you want to look for, you can set up criteria
and let Works find the records that match those criteria. In the
Database, you specify criteria with record selection rules. You can
save each set of selection rules in a report definition. Even if you
update your records constantly, you can use the same report
definition to print your records if the basic structure of your Data-
base remains the same.

Since you’ll probably want to look at the information in each
Database document in several different ways, you can set up
several report definitions and save them all.

Some Suggested Applications

The Database is a good place to keep any kind of information you
normally store in lists, on forms, or on index cards — business
records, financial records, or personal records, for example. You
can tailor your original document as your needs grow or change.

B A sales representative might want a document with categories
for clients’ previous purchases, purchase plans, product
interests, and major interests. Then the rep could print reports
based on each of these categories when planning sales calls.

B A manager could set up a personal planner that combines an
appointment calendar with daily, weekly, monthly, and yearly
goals. The same Database document could produce reports for
the day’s appointments and the week’s goals. For a summary,
it could also provide a list of accomplishments.

B Even outside the office, the Database can help you organize
your life. For example, a neighborhood softball league coach
might have a file containing categories such as height, weight,
position, batting average, and so forth. Reports from all these
categories would help to analyze a team’s strength, as well as
to provide accurate statistics for the league.
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The Spreadsheet

The Spreadsheet is like a giant columnar pad that does the figur-
ing for you. If you have several formulas that all change whenever
you change one number, you don’t have to go back and recalcu-
late each one. You can let the Spreadsheet do it for you. It’s like
playing a game called “What-If?” What if your sales go up and
your costs go down? What if the opposite happens? Will you be
able to afford your building lease? What if you spend more on
quality control — will the lower number of defective products
justify the increase in spending?

Nearly any form of calculation that you do in columns and rows
can be done with the Spreadsheet. You can analyze financial per-
formance, project sales flows or costs, plan and compare budgets,
or add up your personal net worth. With 256 columns and 9,999
rows to fill, you can do a lot of calculating.

The Works Spreadsheet also lets you plot your data in a variety
of different kinds of charts. When you change a number in the
Spreadsheet document, your charts instantly reflect it.

Some Suggested Applications

The Spreadsheet is more than a simple calculator. It’s a tool
that shows you, on the screen, everything used in a calculation.
You don’t have to guess what formula determined what answer,
or what numbers went into what equation. You can see it all.
Because you can use many formulas and variables, your cal-
culations can be extremely sophisticated.

What can you use the Spreadsheet for? How about:

B Cash flow analysis. If your company has more cash going
out than coming in, find ways to even the flow. Try cutting
expenses in one area to see if that helps. Would the cost of
additional salespeople help or hurt?

B Break-even analysis. How will lower fixed costs or higher
variable costs help you in the short run? In the long run?

B Loan calculations. What if you spread payments over five years
instead of three? What if you pay 20% down instead of 30% ?

B Budgets. Keep your company, department, or household on
track by knowing how you spend what you have. Record your
actual expenses and analyze them as a percentage of your
budgeted amounts.

Making charts

applications
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o suggested
applications
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B Accounting. Put your general ledger on the computer. Keep
track of your receivables and payables. With the power of
the Spreadsheet doing the figuring, you’ll spend more time
understanding what the figures mean.

B Expense reports. Wouldn'’t it be easier if you didn’t have to
do all those calculations? Let the Spreadsheet do them.

Communications

When you need to send or receive a message or file, Communi-
cations lets you do it over telephone lines, using a modem or an
acoustic coupler. These devices convert electronic signals into
voice-frequency signals that telephone lines carry. They also con-
vert signals sent to you back into electronic signals that your
Macintosh understands.

Communications can hook you up to a large computer network,
or to another Macintosh. Sending information with Communica-
tions is faster than any delivery service, and can also be less
expensive. Depending on your modem, you can send a whole
book in a couple of hours or in a matter of minutes. As soon as
your message is received, the recipient can print it out.

You can set up Communications to send or receive some informa-
tion, and then get on with your other work with another Works
tool. Communications completes its task while you accomplish
yours.

Some Suggested Applications
Here are some ways you can use Works Communications:

B Works Communications gives you access to thousands of data-
base libraries called information services. If you need informa-
tion quickly, from everyday stock quotes to abstracts of profes-
sional articles, an information service probably has it.

B Many information services let you send electronic mail. Elec-
tronic mail beats even overnight delivery. If your representa-
tive in Sweden needs some pricing information, or a colleague
in New Guinea needs a letter of introduction right away,
Works Communications lets you send it at close to the speed
of light. You can send the same information to different loca-
tions, just by placing a few phone calls to other computers.

B Join a hobby or professional group and exchange news and
information with electronic messages on computerized bulletin
boards.
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B [f someone wants to send you something —a spreadsheet,
database, or word processing file, for example — you can
store it on a disk to work with later. Information services have
business programs and games that you can buy and transfer to
a disk for later use.

B Some banks offer electronic funds transfer services, so that you
can pay bills and move your money among your accounts with
your computer. You can also subscribe to computerized shop-
ping catalogs, so you can browse and order at your leisure.

How the Tools Work Together

Microsoft Works isn’t just four separate office tools. The tools also
work together as a package.

Suppose you had a few file folders on your desk, along with a pad
of paper, a phone book, a calculator, and a couple of pens. You
could edit the information in one of the folders, look up a phone
number in your phone book, make a few calculations, and take

a look at the other folders. That’s how you work. Your computer
shouldn’t work any differently.

Works is designed to work the way you do. It turns your Macin-
tosh screen into an electronic desktop. You can have up to ten
different windows on the desktop at once, depending on how
much memory you have available. If you’re working on a budget
and you think of a good idea for a memo, you can open a new
Word Processor document. You can switch back and forth
between the Spreadsheet and Word Processor as you think up
new ideas for the memo. You can have your address list on the
desktop all day, so you can find a phone number when you
need it.

Some Suggested Applications
The tools can work together even more closely, too:

B The Database works with the Word Processor to merge infor-
mation, such as names and addresses, into letters, forms, and
mailing labels.

B Electronic cutting and pasting let you move information and
charts from one document into another, as well as from one
place to another within a single document. The Clipboard
(a part of the Macintosh’s memory) holds information for you

Meet Microsoft Works 9

(R
I}

Some suggested

applications
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while you switch between documents. It also holds informa-
tion while you switch between different computer programs
(as long as you don’t turn off the computer or put anything
else on the Clipboard by cutting or copying). You can even
move pictures from a drawing program into your Works
documents.

r

® File Edit Window Search Format Font Style
{E[]==——=——=——=—=—=—=—=Hit the Slopes! (WP)
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Tearn:z from around the world will challenge each other on
the touzh rmountain zlope: of France, ZwitzZerland, and [talw
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2 The Word Processor:
Editing a Short Article

You’re the product manager for the new Mountain Wheeler
bicycle of the Wheeler Bicycle Company. You've written a short
article about a big promotional race introducing the Mountain
Wheeler. Now you want to make a few corrections before the
article appears in the next edition of the Wheeler Dealer,
Wheeler’s newsletter for dealers.
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. 12 Lessons

The lessons in this chapter will show you how to:

Open a Word Processor file.

Replace selected text throughout a document.
Move text.

Center a phrase and change its type style.

Adjust tab settings for a table.

Copy a paragraph format.

Save changes as you work.

Add a footer to print at the bottom of every page.
Set a title page and a page break.

Save a document and print a copy of it.

Close a document and quit Works.

If your Macintosh is turned off, see “Getting Started” in
“Welcome” to start Works.
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Open the Word Processor File Openthef|le -

The file containing the article is stored on your Works Program
disk. To use a file, you open it. When you start Works, you'll
see the Open dialog box containing a list of files and folders

on the disk.

Click this icon to see only Word Processor
files and all folders in the list box.

b
A0

o

LIP3

All Works Word Spread Communications
Types Processor Sheet

(2) Works Program

{
|1 Hddre :
Article | (__0open ) B Works Pr...

Budget
v [ News ] [__Eject ]

Final Report
[ Cancel ][ Brive |

Requests
Results
Resume Works
Sales Projections | [impertiie
Scores

DOoODODDDDDODDO

List of files and folders Name of current disk
Name of current disk or folder

[1] To see a list of Word Processor files and all folders, click the

Word Processor icon. -
[2] The file named Article is already selected, so you only need LIPS

to click the Open button.

A window opens with the article in it.

R
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Document name Title bar
Word Processor menu bar Name of Works

Insertion point tool you're using Ruler

r 3

® File Edit |Window Search |Formalp Font Style J |

=0 ricle” (UF) e
Iul_ 1 1 l 1 11 111 1 _]_ 1 1 1 Izl | | 1 1 | I3I 1 | I 1 1 1 I4l L1 | L1 1 Isl 1 1 I 1 11 [61 1 °1 l l‘i}
> 4, 1
: Hit the Slopes! \

The new Hilltop Clirmber will hit the slopes in the Great Alpine
Race, sponsored by the Wheeler Bicvcle Companvy.

Teams frorm around the world will challenge each other on
the tough mountain slopes of France, Switzerland, and Italy.

Fireworks in the Alps

At rnajor stops along the wavy, citizens of Alpine towns and
cities will turn out to greet the racers with fireworks displavs.

St. Etienne IvIaw 10 Lucerne Iviaw 28
Genewva Ivlaw 15 Zurich Iay 29
Charnonix Ivlaw 18 Chur June 3

1.0

Il I T

Left indent marker (W) Right indent marker
First line indent marker () Page number

The title bar shows you the name of the document — Article —
and the part of Works you’re using— the Word Processor (WP).

Replace some text Replace Some Text

Since the article was written, the name of the new bicycle has
changed from Hilltop Climber to Mountain Wheeler.

With the Wheeler Dealer’s editor anxious to get the article, you
don’t have time to find all occurrences of the wrong name and
type in the change. Let the Word Processor do it.

Here’s how to make the change:

[1] Choose Replace from the Search menu.
The Replace dialog box appears.
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% File Edit Window PEYG1gdiM Format Font Style
Article (WP)
I:JilllIll|'llllllllzl[I11111311lllll|4lIIIIIIISIIIIIII‘IBIIIILU

BliE tlae Slopesl

The new Hilltop Climber will hit the zlopes in the Great Alpine
Race, sponsored bv the Wheeler Bicvycle Company.

Teams frorn around the world will challenge each other on
the tough rmountain zlopes of France, Switzerland, and [talvy.

Fireworks in the Alps

Find What: ||\

Replace With: [\ \
Ny

[(J{Mptch Whole Words Only []Check Upper/Lowercase

[ Cancel ] [Replate HII] [??sﬁ;}i{séi g, bRy sy Eiéz';n:i] [ Heainog ]

Insertion point—type the text you want to change here.

Type the replacement text here.

Click Replace All to change all occurrences
in the document.

The Replace command tells Works to find the text you want
and replace it.

The different options let you choose how you want to look for
and change text. Since you want to change “Hilltop Climber”
to “Mountain Wheeler” everywhere in the document, you’ll
want to change all occurrences.

[2] Type Hilltop Climber in the Find What box. (The insertion
point is already in position.)
You could also have selected any occurrence of “Hilltop
Climber” in the document before choosing the Replace com-

mand. In this case, the words would appear selected in the
Find What box when you chose Replace.

[3] Move the insertion point into the second box by pressing the
Tab key.

Type Mountain Wheeler in the Replace With box.

Click the Replace All button.

Works replaces every occurrence of “Hilltop Climber” with
“Mountain Wheeler”. Works then displays a message box tell-
ing you that all occurrences of “Hilltop Climber” have been
found.

[6] Click the OK button.

Works returns the insertion point to its original location in
your document.

] =]
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Move some tex

s S

Scroll the documen

e

Move Some Text

The middle of the article contains a quotation from the Vice
President of the Wheeler Bicycle Company. You've decided to
move it up front. The Word Processor lets you move text by
cutting it from one place and pasting it into another.

To move this quotation, you’ll need to scroll the document, cut
the quotation, scroll back to position the insertion point, and
paste the quotation.

First, scroll the document so that you can see the quotation.
To move down one screenful of text:

[m] Click the gray area of the vertical scroll bar below the
scroll box.

The quotation now appears near the top of the screen.

Next, cut the quotation from its original location.

[1] Move the pointer to the left margin in the blank space above
the quotation. This allows you to select the blank line along
with the quotation that follows it.

[2] Drag down until you’ve highlighted the entire quotation and
the name of the Vice President.

This is the selection you want to make:

& File Edit Window Search Format Font Style
EDE Article [wp] .
!011I|llllilllllll|211lllII!3IIIIIII|4III|IIIISIIIIIIIIGIIIII
5 4

Bern Ivlay 25 Lugano June 10

Interlaken Iviaw 26 Iviilan June 12

-

"The I¥lountain whesler has arrived in stvle!

precizion rmachinery on the toughest terrain!”

Trv this piece of

/!

-=%ice Prezident Ivlartin “wheeler

A Guete fremm the Predidemt

Wwheeler President Hiram Albert Wheeler is extremelwv pleased
kv the new bike his commpany has produced. Frorm his home
in wheeling, wWest Virginia, he said:

"Thisz iz a great moment in mv life. wWhen [ was a yvoung
marn, the wheeler Flving Eagle took the world by storrm.
INosw the Ivlountain wWheeler will do the same. [I'm taking
L uacation in the Canadiasn BPockips=—suzith 1mxs

aanes -

Remember to select the blank line above the quotation.
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[3] Choose Cut from the Edit menu.

The quotation disappears. It’s actually stored on the Macintosh
Clipboard until you’re ready to use it. The Clipboard holds infor-
mation temporarily in your computer’s memory until you turn off
the computer, or cut or copy another selection. For more infor-
mation on the Clipboard, see your Macintosh owner’s guide.

If you ever forget what you have on the Clipboard, you can open Lookat theCIIpboard -

the Clipboard to see.
To look at the Clipboard:

(m] Choose Show Clipboard from the Window menu.

The Clipboard window, containing the quotation, opens at the
bottom of the screen.

® File Edit Window

Article (WP)

|:'Il!]IIIIIIII|IlII2IILJ_J_1113111|IIII4[II|III|5IIIIIIIJBIIIII
Bern INay 25 Lugano June 10
Interlaken Ivlay 26 Iviilan June 12

A Gueke fremm hae Presidemb

Wwheeler President Hiram Albert Wheeler is extremely pleased
by the new bike his company has produced. From his home
in wheeling, West Virginia, he said:

"This 13 a great moment in my life. wWhen I was a voung
man, the Wheeler Flving Eagle took the world by storm.

s/]I==——————— Clipboard (WWP)
~

"The Ivlountain wWheeler has arrived in stvlel Tryv this piece|t
precision machinery on the toughest terrain!®

--%Vice President Iiartin Wwheeler /@

i

Close box Scroll bars

To close the Clipboard:

[m] Click the close box in the title bar.

Now that you have the quotation on the Clipboard, you can move
back up to the top of the document where you want to paste it
back in.
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P

Position the insertion
point

To position the insertion point:

[1] Scroll up to the beginning of the article. The fastest way is to
drag the vertical scroll box to the top of the scroll bar.

[2] Position the insertion point in the blank line immediately
following the second paragraph. Just point and click.

" & File Edit Window Search Format Font Style
"—————=————— frticle (WP)
Lnntn|11tl‘l::[it:lzll1]1111311|l||||411||1|11511111||‘|6||||1

Bt tlae Slopesl

The new Ivlountain wheeler will hit the slopes in the Great
Alpine Race, sponsored by the Wheeler Bicycle Company.

Teams from around the world will challenge each other on
the tough rmountain slopes of France, Switzerland, and Italy.

I
/H/Fireworks in the Alps

At major stops along the wavy, citizens of Alpine towns and
cities will turn out to greet the racers with fireworks displays.

St. Etienne Ivlaw 10 Lucerne IvIaw 28
Geneva Ivlay 15 Zurich Iay 29
Chamonix Ivlayw 18 Chur June 3

Lugano Jne 10

Be . Ivlgawr 25

Point and click to move the insertion point.

With the insertion point in place, you're ready to paste.

[m] Choose Paste from the Edit menu.

The quotation now appears near the beginning of the article.
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® File Edit Window Search Format Font Style

S[I==————m———————— RArticle (WP)
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Bt tlae Slopesl

The new IVlountain wWheeler will hit the slopes in the Great
Alpine Race, sponsored by the Wheeler Bicvcle Companvy.

Teams from around the world will challenge each other on
the tough mountain slopes of France, Switzerland, and Italy.

"The Ivlountain wheeler has arrived in stvle! Trv this piece of
precision machinery on the toughest terrain!”

--¥Vice President [viartin wheeler

Fireworks in the Alps

At major stops along the wavy, citizens of Alpine towns and
1t regt the racers with firevworks disnlawus

The quotation is in its new position.

That’s it: you’ve moved text from the middle of the article to the
opening, where it will get more notice.

Center a Phrase Center a phrase

Look at the article you're working on for the Wheeler Dealer. Fol-
lowing the third paragraph is a headline: “Fireworks in the Alps”.
The headline already stands out because it’s in bold type, but you
can emphasize it a little more by centering it.

To center the headline:

[i] Position the insertion point anywhere within the headline.
(Just point and click.)

[2] Choose Centered from the Format menu.

The text is now centered.
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~Change the type style Change the Type Style

The headline looks a little more impressive now, but you could
make it stand out even more by changing the type style. Instead
of regular bold text, try outlined type.

To change type styles, select the text and use the Style menu.

[1] Select the phrase “Fireworks in the Alps” by dragging across it.
[2] Choose Outline from the Style menu.

The headline is now in Outline type, but it’s hard to tell what
it will look like when you print, because it’s still highlighted.
To remove the selection:

[m] Click anywhere outside the selected headline.

The new style should attract readers to this section.

Adjustthe table ~ Adjust the Table Spacing
spacing
Scroll the document a little until you see the schedule for the fire-
works displays. Information arranged like this in columns forms a
table.

This table is not aligned evenly. To add more space between
the second and third columns, you can change the tab stops on
the ruler.

Before you can change the tab stops, you need to select the text
and make sure the ruler is showing.

S'e']ect them te} _t SR

[m] Move the pointer to the beginning of the table and drag down
until the entire table is highlighted.

Show the ruler Now, check to see if the ruler is showing.

[m] If it’s not showing, choose Show Ruler from the Format menu.

The ruler appears at the top of the window.
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Tab settings are displayed here.

Ruler Tab stops|
" & |File Edit Window Search Format Font Style
=[] Article (WP)
|u||11||||‘|||l||||21|1 llilzllllllI[4Illllll]sililllllﬁllll/l{}
> F F F 4 ’

cities will turn out to greet the racers with fireworks displays.

=t. Etienne wlayw 10 Lucerne

Geneva wlawr 15 Zurich

Charnonl= wlaw 18 Choar

Bern vIiaw 2% Luzano June 10
Interlaken vlaw Z6 Ivlilan June 12

A Ouete fremn the Preeidemb

wheeler President Hiram Albert Wwheeler iz extremely pleased
kv the new bike his company has produced. From his home
in wheeling, west Virginia, he zaid.

"This iz a great moment in rnv life. When [ was a young
man, the wheeler Flving Eagle took the world by storrm.
DNow the Ivlountain wWheeler will do the same. I'rn taking

nacdiiarn RPoackiss——

Selected text

The ruler shows you some of the format settings — indents and
tab stops — for your document.

You can have different format settings for different parts of a
document. For example, in this instance you can change the tab
settings just for the table. The small sideways T’s (&) just below
the ruler markings indicate tab stops. You change the settings by
working with these symbols.

To move the columns in the table farther apart, drag the appro-
priate tab stop.

[1] Point directly to the tab stop symbol at the 2.5” mark.
[2] Drag the tab stop to the 3.5” mark.
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The tab you just moved
® File Edit Window Search Format Font Style i
S[[DVV——————— Article IWP) :
1 b Bt Bt Bt Bt e B0 1 8
> F F F 1

cities will turn out to greet the racers with fireworks displavs.

= Wzt 10 Lurerne Iz 28

= Zurich Ivlary 29

Chatrmnoni= wIawr 15 Chur Tune F
Bern pY " =g L!_]_;é"_.a]'ll:l Juane 10

Interlaken wlawr 26 Ivlilan June 12

wheeler President Hiram Albert Wwheeler| 13 extremely pleased
kv the new bike his company has produ¢ed. From his home
in wheeling, wWest Virginia, he said:

"This iz & great rnoment in mvy life. |when [ was a voung
rman, the wheeler Flving Eagle took the world by storm.

Iow the Ivlountain Wheeler will do the same. ['rm taking
n Pockigpe——writh ymr

The column you just moved

As soon as you release the mouse button, the third column lines
up at the 3.5" mark. The extra space makes the columns more
distinct.

Reminder To see your change better, you can remove the
highlight by clicking anywhere outside the selected text.

The ruler also lets you adjust indentation. For more information
about the ruler, see Chapter 4, “Formatting a Document,” in Using
Microsoft Works.

Copy a format Copy a Format

The editor of the Wheeler Dealer has asked that all quotations be
indented in newsletter articles. In your article, two of the quota-
tions are indented, but the first one (the one you moved to the
beginning of the article) is not.

To indent this quotation, copy the format from the second
quotation to the first.
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=]

Position the insertion point anywhere within the indented
quotation below the heading “A Quote from the President”.
(Just point and click.)

Choose Copy Format from the Format menu.
Copying the format doesn’t affect the original paragraph.

Scroll up to the beginning of the article by dragging the
vertical scroll box to the top of the scroll bar.

Position the insertion point anywhere in the first quotation.

L B kR

Choose Paste Format from the Format menu.

r

&€ File Edit Window Search Format Font Style

S firticle (P ccFFF———————
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it the Sleopes!

The new INountain Wheeler will hit the slopes in the Great
Alpine Race, sponsored by the wWheeler Bicycle Companvy.

Teams from around the world will challenge each other on
the tough mountain slopes of France, Switzerland, and [taly.

"The Ivlountain Wheeler has arrived in style! Trv this
piece of precision machinery on the toughest terrain!"

-=-Vice President Iviartin wheeler

A Pirewrerke fm the Alpe

At rnajor stops along the wavy, citizens of Alpine towns and

TR LI ST . TEL B F. .1 = 3

The format you pasted indents the quotation.

Now, all the quotations in the article are indented.

In addition to ruler settings, you can copy paragraph justification
and line spacing. For more information about formats and copying
them, see Chapter 4, “Formatting a Document,” in Using Microsoft
Works.
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Save your changes

 Save changes with

another name

Save Your Changes

You’ve made quite a few changes. What if an electrical storm
knocked out your power? You could lose all your changes —
unless you save them on a disk first.

When you open a file, you actually put a copy of that file —

a document — into your Macintosh’s memory. A document, then,
is a copy of a file that you work with on your screen. The original
file is still on the disk, unchanged.

When you save your document, you have two choices. You can
use the Save command or the Save As command.

If you use the Save command, Works automatically incorporates
your changes from the document you were working on into the
original file on the disk. This new, updated file will have the same
name as the original file it replaces.

If you use the Save As command, you type a new name with
which your document will be saved. You then end up with two
files on the disk: the original file with the original name, and a
new file with your changes and the new name you typed.

So that others can use the original sample file if they go through
these lessons, save your changes to Article with the Save As
command.

[1] Choose Save As from the File menu. (Don’t choose Save, or
you'll replace the original file.)

The Save As dialog box appears, with the original filename
selected. Whatever you type will replace this name.
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Article (LUP)
0 1

L by (2] Works Program

Y Hddresses

Oy Hrticie

L Hudget

>y Final Repori

Gr Micrpsatd iiarks

The new vl
Alpine Race,

Teams from

the tough ry| Save Document As: =) Works Prog..
The 4|/ [ Eject ] 3
piece of

( save ] [ Cancel ] v

[]Export File

At rmmajor =
ritiéq w11l _t1in

S EE

nout to oreet the racers writ

K {oE
Type a new This tells you what disk Works
name here. will save the document on.

[2] Type New Article
This will be the new name your changed document will have.
[3] Click the Save button.

Works saves the document as a new file on the disk, and changes
its name in the title bar on the screen.
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New document name

€ File Edit Window Search |Format Font Style
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Bt tlaz Slopesl

The new Ivlountain wWheeler will hit the slopes in the Great
Alpine Race, sponsored by the Wheeler Bicycle Company.

Teams frorm around the world will challenge each other on
the tough rnountain slopes of France, Switzerland, and Italy.

"The I¥lountain Wheeler has arrived in style! Try this
pliece of precision machinery on the toughest terrain!”

--Vice President Iartin wWheeler
fin Gloe

At major stops along the way, citizens of Alpine towns and

Now you have two versions of the file on the disk — the
unchanged original named Article, and the new one named
New Article.

From now on, you’ll be working with the new document — the
one with the new name. You can save additional changes to the
new document without affecting the original article at all.

Adé a f'ooter

Add a Footer

Wheeler Dealer’s editor has also requested that all articles be
submitted in the same page format, with a footer on each page
except the first. A footer is text that is repeated at the bottom of

each page. This footer should contain the subject of the article,
the last name of the author, and the page number.

With Works, you can set up a footer that prints automatically on
every page.

[1] Choose Page Setup from the File menu.
The Page Setup dialog box appears.
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T & file fdit Wingow Sesrch farmat Font Style A

Imagellriter v2.2 8

Paper: (® US Letter () A4 Letter

O US Legal O International Fanfold

(O Computer Paper (O Custom Size
Orientation Special Effects: []Tall Adjusted

) []150 % Reduction
[JNo Gaps Between Pages

Paper Width: 8.5
[] #sint Baw and Column Numbers Paper Height: |11
Header: [
Footer:
Left Margin: |1 Right Margin: |1
Top Margin: |1 Bottom Margin: |1
e e B R T T T T T e o
Type footer information here.

The lower half of the dialog box has room for you to set up

a header or a footer. (Headers and footers work the same way,
except that a header prints at the top of a page, and a footer
prints at the bottom.) The insertion point blinks in the box
for the header.

Press the Tab key to move the insertion point to the Footer
box.

To tell Works how to align your headers and footers, you’ll use
formatting commands that consist of an ampersand (&) and a
letter. The ampersand tells Works: “and now do this. . .” and
the letter specifies exactly what to do. You can type either
lowercase or uppercase letters for the commands. If you make
a typing mistake, use the Backspace key.

Type &LAlpine Race but don’t press the Return key or click
anywhere yet.

The letter “L” tells Works to align the following text on the
left.

[4] Type &C and your last name.

The &C stands for “and now center what follows.”

[5] Type &R&P

The “R” tells Works to align the following at the right margin.
The “P” tells Works to type the page number automatically.
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The whole thing looks something like this:

Footer: &LAlpine Race&ClWalker&RE&P

[6] When you’re finished typing the footer, click the OK button.

Notice that the footer does not appear on the screen. You'll see
it when you print the document, at the end of this lesson. Works
will print the footer at the bottom of each page.

For more information on formatting commands in headers and
footers, see “Page Setup” in Chapter 2 of Using Microsoft Works.

o~ S —— page R

Set a Title Page

There’s one problem: if the footer prints at the bottom of each
page, that means it prints at the bottom of the very first page, on
which the newsletter’s editor does not want a footer.

To tell Works not to print the footer on the first page, make it a
title page. This does not change the format of your first page in
any way. It just means that when you print the document, Works
will skip the footer on the first page.

[m] Choose Title Page from the Format menu.

Works puts a checkmark on the menu to show you that the
command is in effect.

= A

~ Set a page break

Set a Page Break

Scroll down in your document until you see a dotted line going
across the entire screen. This line indicates where one page ends

and the next one starts in a printed document.
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mvy summer vacation in the Canadian Rockies--with mv
own Ivlountain wWheeler!"

Plemby ef Publielty Planneel

Every major television network will cover the race in some
detail. Since all the bicvcles in the race will be IVlountain
wWheelers, we expect to have a lot of free product exposure
from the race.

Prominent bicycle magazines are planning cover stories on
President Wheeler and the race. We hope to get feature
articles in all the major magazines worldwide.

French, Swiss, and Italian regional leaders plan to attend the
fireworks ceremonies in their respective countries, and are

lending their support to the success of the race. Thev hope
i 1 + i 1 +1n =

Page break indicator

You’d rather not break a section over two pages. To keep the
entire section, along with its headline, together, start the new
page above the headline.

[1] Position the insertion point in the blank line above the
headline. (Point and click.)
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" & File Edit Window Search Format Font Style
S[[==————————= New Article (WP)

Inlll>llll|1llllllllzlllllI1[31IIIIII|4I1llllllslllllll‘lﬁlllll{:“.:

my sumiimmer vacation in the Canadian Rockies--with mvy
own IViountain wWheeler!"

|
Plemby ef Pulblieity Planned

very major television network will cover the race in some
detail. Since all the bhicvycles in the race will be Ivlountain

WwWheelers, we expect to have a lot of free product exposure
from the race.

President Wheeler and the race. We hope to get feature
articles in all the major magazines worldwide.

French, Swiss, and Italian regional leaders plan to attend the
fireworks ceremonies in their respective countries, and are
lending their support to the success of the race. Thevy hope

Position the insertion point in the line
where you want a new page break.

[2] Choose Insert Page Break from the Format menu.
Works moves the page break up to its new location.
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New page break

S[[==————"==—=——"—"— New Article (WWP)

|U||1}]1|1|1111111112111|1|||3|1|I:|||4|1111111511|l|1:‘|6|1|l|::5:5:

my summer vacation in the Canadian Rockies--with mvy
own IViountain wWheeler!"”

/ Plemty of Publielty Plemmed

Every majpr television network will cover the race in some
detail. Sinjce all the bhicycles in the race will be IVlountain
wheelers, we expect to have a lot of free product exposure
from the rjace.

Prominent| bicycle magazines are planning cover stories on
President Wheeler and the race. WwWe hope to get feature
articles in gll the major magazines worldwide.

French, Swiss, and Italian regional leaders plan to attend the
fireworks gerermonies in their respective countries, and are

lending thegir support to the success of the race. They hope
- o —~Vat— L rrarmatre hacriclas oo 13 i e BT d— T

The headline will now print at the top of the page.

Now the entire section is on the second page.

Save Your Document Save your document

Because your document now has a different name from the origi-
nal file, you can save these most recent changes without fear of
affecting that original file.

[m] Choose Save from the File menu.

Works replaces the file containing your first set of changes on the
disk, those in the file called New Article, with a file containing
your latest changes.
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You're ready to print the article. This section is optional. If you
have a printer, set it up according to the instructions in the
manual for your printer and in your Macintosh owner’s guide.
Make sure you have paper in your printer before printing.

[1] Choose Print from the File menu.
The Print dialog box appears.

Click here to begin printing.

r

« BilW Edit Window Search Format Font Style

New Article (WP)

Imagellriter v2 2 -]
Quality: ( Best ® Faster O Draft
Page Range: @ RIl O From: || To:

Copies: 1
Paper Feed: @® Automatic (O Hand Feed

L
detail. Since all the bicvcles 1n the race will be Ivlountain
wWheelers, we expect to have a lot of free product exposure

from the race.

Prominent bicycle magazines are planning cover stories on
President Wheeler and the race. WwWe hope to get feature
articles in all the major magazines worldwide.

French, Swiss, and Italian regional leaders plan to attend the
fireworks cerermonies in their respective countries, and are
lending their support to the success of the race. They hope

If the settings in your dialog box are not the same as those
shown above, click the appropriate options.

[2] Click the OK button.

Works prints the article.

Congratulations! When the next edition of the Wheeler Dealer
comes out, you'll be a published author.
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Summary

You’ve made all the changes to your article necessary to prepare
it for the Wheeler Dealer. This summary briefly reviews how to
perform the tasks you just learned. For more detailed procedures,
return to the appropriate part of the chapter.

To do this

Follow these basic steps

Open an existing Word
Processor file from the

Open dialog box
Replace some text

Move some text

Center a phrase

Change a type style
Adjust tab settings

Copy a format

Save with a different
name
Add a footer

Set a title page

Set a page break

Save changes, replacing
the original document

Print a document

[1] Select the filename.
[2] Click Open.

[m] Use Replace from the Search
menu.

(m] Use Cut and Paste from the Edit
menu.

m] Use Center from the Format
menu.

=] Use the Style menu.

[1] Choose Show Ruler from the
Format menu.

[2] Use the mouse to drag a tab stop
to a new setting.

[m] Use Copy Format and Paste
Format from the Format menu.

[m] Choose Save As from the File
menu.

[m] Use Page Setup from the File
menu.

m] Choose Title Page from the
Format menu.

[m] Use Insert Page Break from the
Format menu.

m] Choose Save from the File menu.

[m] Choose Print from the File
menu.

Summary




34 Lessons

Where To Go from Here

For practice in using the other Works tools, see the other
chapters in this manual.

You may want to learn more about the Word Processor, and start
working on your own documents. For detailed instructions, see
“The Word Processor” in Using Microsoft Works.

For an explanation of all the menu items in the Word Processor,
see Chapter 5, “Word Processor Command Reference,” in Using
Microsoft Works.

If you'd like to take a break from using Microsoft Works, the next
section shows you how to close the document or quit.

To Take a Break for Now

You may want to take a break before trying another tool to learn
more about Works.

To leave the Word To leave the Word Processor for now so that you can take a break
Processor and then try the lessons for another tool:

[m] Choose the Close command from the File menu or click the
close box in the title bar.

Works closes the document and returns you to the Open
dialog box.

To quit Works ~ If you want, you can quit Works entirely at this point.
To quit the Works program:

[m] Choose Quit from the File menu.

Works closes the document and returns you to the Finder.
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3 The Database:
Consulting a List

You're the product manager for the new Mountain Wheeler bike.
You've arranged to have teams from around the world compete
in a week-long race through the Alps. Every competitor will be
riding a Mountain Wheeler.

The race coordinator has sent you a file listing food requests from
each team. With the Database, you’ll be able to select any requests
that might be difficult to meet, and set up a report to give to your
boss.
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The lessons in this chapter will show you how to:

Open a Database file.

Expand the window.

Switch from a list to a form.

Change a field name.

Select records that match your criteria.
Sort your records.

Save selected records as a new document.
Add a field.

Compute the data for one field from numbers in other fields.
Prepare a report.

Widen and move fields.

Sum a field.

Remove some fields.

Save a document and print a report from it.

Close a document and quit Works.

If your Macintosh is turned off, see “Getting Started” in
“Welcome” to start Works.
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Open the Database File

Open the file

The file containing the food requests is stored on your Works Pro-
gram disk. To use a file, you open it. When you start Works, you’ll

see the Open dialog box containing a list of files and folders on

the disk.

LIP3
Word
Processor

All Works
Types

2 Works Program

|1 Hddre

O Article

[0 Budget

O Final Report

0O Requests

O Results

0O Resume Works

[0 Sales Projections
) Scores

CDI“I”

Spread Communications
Sheet

Eject |

[ New ][

[ Cancel | [

Brive |

[J import fiie

( Open | [E[] Works Pr...

List of files and folders

Name of current disk

Name of current disk or folder

Click this icon to see only Database
files and all folders in the list box.

[1] To see a list of Database files and all folders, click the Database

icon.

[2] Click Requests and then click the Open button.

You will see a portion of a Database document:

DE
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Name of Works
Document name tool you’re using

Entry bar Field Title bar

® File Edit indow |Organizp Format Report

' /

e ————————————— g
s[[==———= Requests (DB)
Team\ Peeps |Requested Fa| Cost per Person [Local [Availab
| |usA . 10 iHamburgers $5.10 ‘Yes  iMay, Jun
[ [France \ | 7 iBouillabaisse . $150  Yes May,.Ju
England  \ | 6 ifishandChips i  $540  No  :May, Ju
R o W o L i
[ |Austria | S iwienerjSchnitzi $4.25  iYes May,Jun
New Zealand 6  iKiwis $2.70 ‘No ‘January
[austratia | 8  iBarbequed Shrii  $6.10 Yes  :August, S
et o A e il e
| |India L 2o DAMOEE L R L - gt

Field name Entry A single record

The title bar shows you the name of the document — Requests —
and the part of Works you’re using — the Database (DB).

The document is smaller than the full screen area because the
Database window was made small before it was saved. You’'ll learn
more about changing the size of windows in the next section.

Look at a List Window

You’re looking at a portion of a list containing the information for
all countries participating in the race. This allows you to take a
quick look at the requests of the teams involved. What you see
are rows of records — one for each team’s requests.

You are now in a list window, where each row contains the infor-
mation about one subject. Works calls each of these a record.
Each column contains one category of information. Works calls
each of these a field. So, each row is a single record and each
column is a single field.
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The top row of a field contains the field name. The entries for
each field are below the field name. For example, England is one
entry for the “Team” field.

The list contains every field in the Database document, and each
record has an entry in each field. Notice that the list is longer
than will fit on one screen, and that you are seeing only part of
the list.

Expand the Window

When you save a Database document, you also save the size of the
window. Before saving this document, the race coordinator made
the window the size of a file card; perhaps she was looking at
another document on the screen at the same time. You could use
the scroll bars to see more of the document, but you’d still only
see a little at a time.

There’s a quick way to expand your view to see a full-size
window.

[m] Choose Full Window from the Window menu.

Now you can see more fields and records at the same time.

® File Edit Window Organize Format Report

=l Requests (DB)
Team Peeps |Requested l-'nn| Cost per Person ILocal |hvailahle Comment
LS &4 .10 Hamburgers ! $510 Yes  iMay, June ‘High-praotein

High in carboi

Feccico

Notice that if you pull down the Window menu again, you'll see
that the Full Window command has changed to Small Window.

The Database 39
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This menu item switches to the one you can choose next,
depending on which size you’re looking at.

Look at a Form Window

Because this Database document has so many fields, you can’t see
all the information for a particular country at once. You might
want to look at a form, where you see just one record at a time.

N Change toaform  To change the list to a form:

window
[m] Choose Show Form from the Format menu.

You see the first record on the list, USA.

Forms are like file cards. Each card contains information about
one subject. So, each card is a complete record.

® File Edit Window Organize Format Report

ED%'_ Requests (DB)

I'I'eam |LISA I IPeggs I 10 l

[Requested Food IHamburger’s | I[:omment IHigh—protein food

ILocal Supplier ? ]‘fes | |&vailable lMag , June |

lCost per Personl $5.10 |

ISupplier IMu Meat Company ]

lCitg ISpokane Country IUSA | ITelephone 1(999) 378-4973

*-\-" — R -

:

Entry or field data |Field One complete record
Field name

All the elements you saw in the list are still here, but in a different
arrangement. The form window lets you flip through the cards,
one at a time, just as you would flip through paper file cards on
your desk. Just click the downward pointing scroll arrow and
watch the entries change.
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Change 2 Field Name Changeafleldname

You should create field names that are easy to understand. When
you first give a field a name, you know what it means, but you
may not remember later, and someone else might not recognize it
at all. For example, the race coordinator named one of the fields
in the Requests document “Peeps.” You had to call Switzerland

to find out that the name is short for “Number of People on the
Team.”

To change the field name and make it more descriptive:

Select the “Peeps” field. Just point and click.
The entry part of the field is highlighted.

[2] Choose Change Field Name from the Edit menu.
The Field Name dialog box appears.

Record indicator
Contents of the active entry

& File Edit Wipdow Organize Format Report
10

S0=—————— Requests (DB)

lTeam ILISA

Field Name:

|Requested Food |Har Peeps
| [Locat supptier2Tvel] | (0,

| Cost per Person| {

lSupplier |Mg Meat Compan\g ]

| [city [Spokane [Country [UsA "] [Telephone |(393) 275-4973

Type the new field name here.

The current name is already selected.
[3] Type Number on Team
[4] Click the OK button.

Works changes the field name.
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The field name changes...

& File Edit Window Organize Format Report

|

ITeam IUSA I Illllmller on Team

|Requested Food IHambur‘gers J |Comment IHigh-protein food

|Lm=al Supplier? ]Yes I |Availahle ]Mag, Jupe I

|Cnst per Person] $5.10 I

|Supplier ]Mu Meat Company J

|City [Spokane | [country [usa | [relephone |(999) 378-4973

...but the entry stays the same.

Changing the field name doesn’t change the entry in the field.

Note When you change a field name for one record, Works
automatically changes that field name for every record in the
Database document.

‘Select records

Select Records

Eventually, you may want to look for specific kinds of information
in your Database document. From a list of prospective clients, for
example, you may wish to see a smaller list of just those clients
who live in a city you plan to visit next March.

Searching through the records yourself is one way to find what
you need. A faster way is to have Works search for you. Works
can select records that match any criteria you set up.

For example, to look for potential problems in providing the rac-
ing teams’ food requests, you want to find those items that aren’t
available near the race site or aren’t in season during the race.



Chapter 3 The Database 43

To have Works select certain records for you, you define what Change to a list
kind of records you need. Switch back to the list window now, so  window

that you can see all the records from which you’ll be making your

selections.

[m] Switch to a list window by choosing Show List from the

Format menu.

Now you’ll use the Record Selection dialog box to set up
criteria— record selection rules — that determine which records
will be displayed on the screen.

[m] Choose Record Selection from the Organize menu.

Field names Comparison phrases

" & File Edit llJinduwFDrrnﬂt Report A

Record Selection:

\l Requested Food . contains
Local Supplier? begins with
Available is greater than
Number on Team 54 is greater than or equal to 4
Record Comparison Information: \

Selection Rules: No Rules Are In Efftht
O at O By
O 8 O 8y
O Bad O By
O 8 O by
O st O By

[ Cancel ] [ Delete Rule J [Install Rule] ||

Type comparison information here.

In the left-hand list box, Works lists the field names from the
Database document. In the right-hand list box, Works lists a group
of phrases for making a comparison. You type your comparison
information in the text box below the two list boxes. As you
install record selection rules, Works displays them in the Selection
Rules area.
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Make a selection rule

Here’s how to set up the record selection rules so that you can
see only the records you want. Remember — you’re looking for
items that aren’t locally available or aren’t in season.

To set up the first rule:

[1] Select “Local Supplier?” from the left-hand list box.
All entries in this field are either Yes or No. Locally available
items have Yes for the entry, so you want to see only the
records that have No for the entry. In other words, you want
to see those entries for which “Local Supplier? equals No.”

[2] Since “equals” is selected already, you don’t need to make any
selection in the right-hand list box.
[3] Type No in the Record Comparison Information box.

If you make a typing mistake here, you can correct it as you
would with any Macintosh program. You can back up with the
Backspace key.

The dialog box should now look like this:

Selected field name Selected comparison phrase
€ File Edit Window Format Report A
Record Selkction:
Team o
Requested Food contains
118 pplie begins with
Available is greater than
Number on Team 19 is greater than or equal to B
Record Comparison Information: }No

Selection Rules: No Rules Are I Effect

O 8ngg O 8y
QO ag QO By

O gag O Br
O #ng QO Br
O gag O 8y

( cancetl | [ Delete/Rule |

Install Rule | [ select |

—

Record comparison Click here to install the rule
information is entered here. you've created.

[4] Review your selections and make any corrections now by
selecting something different in either list box or retyping
the record comparison information.
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[8] Click the Install Rule button to put the new rule into effect.

The selection rule appears in the Selection Rules area of the
dialog box.

Installed rule is displayed here.

& File Edit ll,linduwFurrnat Report A

Record Selection:

Team ®

Requested Fpod contains E
ncal Supp begins with

Available is greater than

Number on Team <y is greater than or equal to >

Record CD"’ID&SO" Information:

Selection Rules: 'Local Supplier? equals NO

(Detete Rule ) [installRule ] [ select ]

These options are called connectors.

Remember that you're looking for records containing requested Extend the selection
food that is either not available locally or not in season during the rule

race. You've set up the first selection rule already. Now you’re

ready to set up the second one. You’ll use options called connec-

tors to extend the original rule.

Connectors allow you to make different levels of comparison.

This option Tells Works to find

And All records that meet one
selection rule and another

Or All records that meet one
selection rule or another

With the “And” option, you can also find a range of records. (For
example, to find people who are between three and ten years old,
you could set up these two rules: Age is greater than three and
Age is less than ten.)
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The race takes place in May. So, you want to see records in which
the requested food item is not available in May. In other words,
you’ll set up a rule to find records in which “Available does not
contain May.”

To set up the second rule:

Ll @ & [N [

The “Or” connector is selected already, so you don’t need to
click a connector this time.

Select “Available” from the left-hand list box.

Select “does not contain” from the right-hand list box. (You’ll
need to scroll the list box to see this phrase.)

Type May in the Record Comparison Information box.
Review your selections and make any changes.
Click the Install Rule button.

Works shows you the complete selection rule below the first
installed rule.

% File Edit lllinduwFormat Report

Record Selection:

Team > is not equal to 4>
Requested Food is blank
Local Supplier? is not blank

Available ends with

Number on Team 9 does not contain

Record Comparison Information:

Selection Rules: Local Supplier? equals NO

O And
O And
O Ba
O Bngd
O fingd

@® Or
@® Or

O By
O By
O 6y

Available does not contain MAY

/

[ Cancel

] [ DeleteRute | [InstallRule ] [ Select |

The second rule is displayed here when you install it.

If you make a mistake in setting up your selection rules, you
can always click Delete Rule to cancel your last installed rule.

Click the Select button to accept the selection rules and to see
the selected records.
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® File Edit Window Organize Format Report
=[] Requests (DB)
Team Number |Requested Fo| Cost per Person |Local |[Available Comment
England 6 iFish and Chips $5 .40 iNo May , June English favon

And there they are: the ten requests that need your attention.
Later, you’ll learn how to save the selected records as a separate
Database document.

Sort the Records

Now, suppose you want to sort the records so that they’re in

alphabetical order by team.

To sort the records:

[1] Select the “Team” field by clicking the field name.

All the tcam names are now highlighted.

[2] Choose Sort from the Organize menu.

When you choose Sort for a field containing text, the option
“From A to Z” is always preselected.

[3] Click the OK button.
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The records are sorted on this field.

" & File Edit Window Organize Format Report
2 Australia

Requests (DB)

Number [Requested Fu[ Cost per Person Il_ocal ]Availahle Comment
‘Barbequed Shri: . | August, September Spicy barbeque

o0

The records are now sorted.

Save selected records
as another document

Save Selected Records
As Another Document

If you have a large Database document like the original one you
started with in this chapter, you can save parts of it in smaller
separate documents for further review. For example, it would be
useful to have the records you just selected put into a separate
Database document, so you could prepare an analysis of the
teams’ special requests.

When you save a selection as another document, you should give
it a different name.

[1] Choose Save As from the File menu.
The Save As dialog box appears.
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This tells you what disk Works will save the document on.

r N N . |
m Edit Window Organize Format Report
EDE =
(2] Works Program
Team N = ]Cnmment
| |Australia DY fiddiessaes > fer Spicy barbegr
| |Brazil A st ....iFrom souther
| (China Y Hudget 7 I || Rare treat |
_Egg]ptd ......... Y Pinad i{@g)g){{ EFU]-‘.E'LnffOOd
nglan : " . iEnglish fawvon
o R R HE ? - ; L / ..... ' ..............
[hotiand~~1]| LS Micensoli Wik 2 (" M sheese o=
| [India | 4 | Appetizer |
|ty .|| Save Document As: [ Works Prog.. ||..... High-earto ff
Mexico . (Full meal :
T O . L] l SEY B 0000 oA, ............. ..:
| [New Zealand 4 [ Eject ] || SouthPacifiq
| .....Jl| (_save ] [ cancel ] S
s aanmamanmis D EHDDH File -~ ............
e e [l save Selected Records Only ||

Click this option to save only the selected
records with the new name.

Type a new name here.

Remember that the original Database file is still stored on

the disk. When you save the selection under a different name,
you still have the original Database file on the disk with all its
records intact. If you want to see all the records in the docu-
ment again, you can choose Show All Records from the
Organize menu.

[2] Type Special Requests
[3] Click the Save Selected Records Only option.
[4] Click the Save button.

Works saves the selected records as a new file with a new name.

When you save selected records in a Database document, Works

does not replace the current window with the new document.
This is a special case for the Save As command. To see the new

file, you need to open it.

Now open the new file.
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[1] Choose Open from the File menu.
[2] Scroll down in the list box, and select Special Requests.
[3] Click the Open button.

New name

€ File Edit Window Organize Format Report

”~ .

ED—E Special Requests (DB)
Team Number |Requested Fu] Cost per Person |Local |Available Comment
Australia : 8 iBarbequed Shri: $6.10 :Yes  :Auqust, September :Spicy barbe|

The contents of the new document called Special Requests are
just those records you selected that show availability problems.

Add a Computed Field

You know how much each special food item costs per person and
how many people are on each team. But it would be nice to have
Works calculate the total cost of each team’s special food request.

Using the new document, Special Requests, you can figure out
how much these selected special food requests are going to cost
for each team involved. You’'ll need to add a new field to the
document to contain the cost of each team’s request.

To add a new field, drag it out on the form.

[1] Choose Show Form from the Format menu.

[2] Position the pointer about half an inch to the right of the
“Cost per Person” field.
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[3] Drag to the right to create a new field. Make it about two
inches long.

The Field Name dialog box appears.
[4] Type the name Total Cost
[s] Click the Add Field button.

The modified form should now look like this:

& File Edit Window Organize Format Report

ITeam | Australia ] Illllmber on Teaml 8 ]

IRequested Food IBarbequed Shrimp ] [Q)mment [Spicg barbeque sauce

|Local Supplier ? |"r’es | |Available lAugust, Septembel

|Cost per Persnn[ $6.10 ] [Tntal Cost [ ]
'h 7

ISupplier ]Kellg 's Barbie Treats |

|Citg |Me1bourne | |Countrq_[ Australja ] [Telephone ]456-??7 J

New field

If your new field is not in this approximate position, you can
move it.

Position the pointer over the field name.

[2] When the pointer becomes a hand, drag the field wherever
you want.

A computed field is calculated from numbers in other fields

according to a formula that you set up. You'll be able to multiply
Cost per Person by Number on Team to get the cost per team.

There are two steps to creating a computed field. You need to set
the field attributes and set up a formula for the calculation.

The Database 51
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Make a COm'puted' | You can make any field a computed field by using the Set Field
field Attributes command from the Format menu.

Each field has certain formatting characteristics that you set. You
can choose the type of information you want to include in the
field — for example, text or numbers — and how you want it
displayed. When you set up a numeric field, you can also make it
a computed field. (A numeric field can contain only numbers.)

To make a computed field:

[1] Select the “Total Cost” field by clicking it.

[2] Choose Set Field Attributes from the Format menu.
The Set Field Attributes dialog box appears.

-

& File Edit Window Organize J[XIEUETH Report

IsS()(=————— Special Requests (DB)

|Team Iﬁustraﬁa I |Humber on Team] 8 I

Set Field Attributes For Available

ILocaI Sui

Type: Display: Align: Style:

[Cost per @ Tent O spapral @ Left ] Bold

Numeric O Fisted O Center []Underline

| [supplier|| /O Date O Botiar O Right O { smmas

i Poazis s

Mel O Time O 55{',; o g‘_‘{_ Decimal Places :|

O $cipntifis

/[] Camputed [ Show Day
-

Click these options for a computed field.

[3] Click Numeric.

[4] Click Computed.

[5] Click Dollar to show the results in dollars.
(6] Click Center.

Click the OK button.
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Now Works needs to know the formula it should use to compute  Set up a formula
the field. In the Database, a formula is an arithmetic equation

using field names. Here, you want to multiply the number of peo-

ple on each team by the cost of the item per person.

To give Works the formula, you type it in the entry bar just below
the menu bar. Works has already entered an equal sign, and the
insertion point is ready for you to type.

Cancel box
Enter box

® File Edit| Window Organize Format Report

E(I=——— Special Requests (DB)
i)
|Team lﬁuztralia l |Humber on Teaml 2 I
[Requested Food lBar'bequed Shrirnp I lComment I!Spis::g barbeque sauce

|I.ocal Supplier ? I'T‘es | IA\railable |Augu5t. Septembel

Total Cost

$0.00

@st per Person | $6.10 |

[Sugglier lhi-a-llg 's Barbie Treats ]

[City |Melbourne | |Country | Australia | |Telephone [45:-777 ]

Although you can type the formula, a quicker method is just to
click the appropriate field names.

[1] Click the “Number on Team” field name.

This field name appears in the entry bar as part of your
formula.

Type * (asterisk, for multiplication).
Click the “Cost per Person” field name.
Click the enter box [v/] or press the Return key.

] ] ]
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The formula is in the entry bar.

€ File Edit Wjndow Organize Format Report
1 “Number on Team*Cost per Person
S |=———————= Special Requests (DB)

|Team I Australia l |Number on Teaml 8 I

[Requested Food IBarbequed Shrimp ] |Comment |3p1‘cg barbeque sauce

[Lacal Supplier ? ]Yes ] Iﬁwailable |August, Septembe[

|Cost per Person I $6.10 ] Total Cost F42 20

IS@plier |Ke]1g 's Barbie Treats |

[city [Melbourne | [Country [ sustralia | (Telephone |456-777

When you click the enter box, the
result appears in the active entry.

Works calculates the amount required for each team to receive its
special request. Now switch back to the list window to review the
total costs for all the teams.

[m] Choose Show List from the Format menu.

A new field always appears at the far right of the list window,
so move there now.

[m] Move to the new “Total Cost” field by using the horizontal
scroll bar.
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® File Edit Window Organize Format Report )

1 =Number on Team*Cost per Person
EO==————— Special Requests (DB)

Supplier ICitu Country Telephone Total Cost

e sauciKelly's Barbie Treat:Melbourne iAustralia 436777
D era Suixes internationst fiteroi  Brami  Rie,451-0000 © [ 52600
i Peking Duck Mart  Beijing ‘China 1756434 ] $41.30
[ NefertitiExports  Wieandria  Eagpt easiai T feimes

te  iDickerson's Snack StiHolyhead iGreat Britain  i(0492) 11111 ¢} $3240
[ tKaashus | Harlem ' The Netherlands (023318555 A srig
| .. A JoshiPastries iJodhpur ndia 674-444 /L) $12.30
| pd . oRasteriaMediati iFlovence ... o L ——— . § $23.75........

The Total Cost is calculated
for each record.

It looks like all the special requests may fit within your budget. If
you could get a total, you’d know for sure. You’re in luck! Works
can sum a field for you —when you make a report.

Prepare = Report Prepare areport

To print information from the Database, you print a report. You
specity what information you want in a report and how you want
it organized by setting up a report definition. The report defini-
tion specifies the content and format of a particular report.

You have already selected the records for the report. Now you
can arrange the way the information appears on the printed page
by adjusting the report format. And you can tell Works to sum
the total cost of the special items.

i st s, Bt lEinfElo Set __ up a report A

[m] Choose New Report from the Report menu.

The report window appears.
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e S

When a report window is active, the Report
menu is replaced with the TotalsPage menu.

" & File Edit Window Organize Format TotalsPage

Special Requests Report 1

1EL]

Selection Rules:

No Rules Are In Effect

1Y
/ﬂ Team [Number |[Requested Fao| Cost per Person [Local [Available |Comment
H [Australia i B8 iBarbequed Shri: $6.10 ‘Yes  iAugust, September :Spicy barbeque

iPressed Duck

Left edge marker

When you work in a report window, the Report menu is replaced
with the TotalsPage menu. This menu lets you choose options for
preparing a report with totals.

Widen and Move Fields

You decide how you want your Database report to look. If you
want a field to show more information, you can widen it. If you
want to move fields around, you can do so. If you want to include
only some fields in a report, but not others, you can do that, too.

The Requested Food field could be wider, to show its full name.
To widen a field, drag its edge.

[i] Position the pointer on the right edge of the “Requested Food”
field name area.

The pointer turns into a two-way arrow .

[2] Drag the edge of the field to the right about one quarter
of an inch.

Now you can read the full name of the field.



Before continuing:

[m] Use the procedure above to widen “Local” to read “Local
Supplier?”, and “Number” to read “Number on Team”.

To widen a field...

® File Edit Window Organize Format TotalsPage

Special Requests Report 1

Selection Rules:

No Rules are in Effect

Team Number on Team]ﬁequeste@Fuod \Cost per Person |Local Supplier?]hvailable

Australia : 3 Barbeque Y iAugust, Sep
2 : : : May, Jure | |

May , June | E

0

...drag from here... ...to here.

To make your report most effective, it would help to have the
“Cost per Person” field next to the “Number on Team” field and
to include the “Total Cost” field adjacent to the “Cost per Person”
field. You can move a field to wherever you want.

To move the fields:

[1] Position the pointer on the field name for the “Cost per
Person” field.

[2] Drag the column to the left until the “Requested Food” field
(the one to the right of the “Number on Team” field) is

highlighted. When you release the mouse button, the fields
will be in the position you want.

[3] Now position the pointer on the field name for the “Total
Cost” field.

You'll need to scroll to the right to see this field.
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Move some fields
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[4] Drag the column to the left until the “Requested Food” field
is highlighted.
When you release the mouse button, the field will be in the
correct position. If you hold the button down too long, and go
farther left than you intended, you can correct the position by
dragging the “Total Cost” field to the right until the “Cost per
Person” field is highlighted.

When you’re done, and the horizontal scroll bar is at the far left,
the window should look like this:

Edit Window Organize Format TotalsPq

Special Requests Report 1

Selection Rules:
No Rules Are In Effect

Team Requested Food |Local S
Australia 3 42 30 Barbequed Shrimp ez ;
B awil . 3 Lamb No
China . F41 30 Fressed Duck

The two fields you moved
are now in position.

i red " Sum a Field

Here in the report window, you can tell Works to sum your
computed field.

To sum the computed field:

[1] Click the “Total Cost” field name to select the field, if it’s not
already selected.

[2] Choose Sum This Field from the TotalsPage menu.

That'’s all it takes. Sum This Field is now checked on the menu.
When you print the report, the total will appear at the bottom of
the “Total Cost” field.
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Remove Some Fields

You want your report to focus entirely on the costs of the special
requests, so some of the fields aren’t necessary for this particular

report. Not all of the fields will fit into a report, anyway. You can
remove some of the fields to make room for those you need.

An upside down triangle (%) shows you the margin of the report.
You'll need to scroll horizontally to see this. Fields to the right or
partially to the right of the edge marker won'’t be included in the
report.

® File Edit Window Organize Format TotalsPage

Special Requests Report 1

Selection Rules:
No Rules Are In Effect

—r

Number on Team | Cost per Person [Requested Food |Local Sl’ﬁplier?lhvai
: Barbequed Shrimp es -Augud E

Drag fields to the right of this marker
to exclude them from the report.

Works lets you remove fields by dragging them beyond the
margin.

To remove a field from the report:

[1] Position the pointer on the field name for the “Requested
Food” field.

[2] Drag the column to the right edge of the screen. Release the
mouse button when the column is to the right of the report
margin.

When you get to the edge of the screen, the document scrolls
horizontally as you drag the column. You can still see the field
you’re removing, but it won’t be included in your report.

R

Remove some fields
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® File Edit Window Organize Format TotalsPage

1T}

[[==————— Special Requests Report 1

Selection Rules:
No Rules Are In Effect

Cost per Person | Total Cost [Local Supplier ? |Available Requested Food [Com|
$43.20 ‘August, Septernber {ZEIECHUTH RIS S picy

The rest of the fields to the left of the margin are valuable for the
report, so leave them in. Notice that the “Available” field (which
is only partially within the report margin) will not be included.

Save your document  Save Your Document

If you’d like to save the work you’ve done since you last saved
the document, you can. (See “Save Selected Records As Another
Document” in this chapter.) Because you've already saved this
subset of information as a new document with a new name, your
changes won’t affect the original Database file, Requests, that you
started with.

To save your changes:

[1] Return to your Database document (Special Requests) by
clicking the close box in the title bar of the report window.

[2] Choose Save from the File menu.

Works saves your changes to the Special Requests file.
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You're ready to print the report and see the total cost of the spe-
cial requests. You’'ll return to the report window to print your
document.

This section is optional. If you have a printer, set it up according
to the instructions in the manual for your printer and in your
Macintosh owner’s guide. Make sure you have paper in your
printer before printing.

[1] Choose Select Report from the Report menu.

[2] Special Requests Report 1 is already selected in the dialog box,
so just click the OK button.

[3] Choose Print from the File menu.
The Print dialog box appears.

Click here to begin printing.

r

¢ Bal[W Edit Window Organize Format TotalsPage

ImagelWriter

1 [| Quality: {) Best (@) Faster (> Draft
1 || Page Range: (@ Al ) From: | To:
' Copies: 1

Paper Feed: (® Automatic () Hand Feed

T

{ |Team lllumher on Team | Cost per Person ] Total Cost Local Supplier ? |Availab
 |Australia 8 $6.10 $43.280 Yes iAugust, 9

If the settings in your dialog box are not the same as those
shown above, click the appropriate options.

[4] Click the OK button.

Works prints the report.

Well done! The total cost of these hard-to-find items will come to
under $300 — well within your budget.
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sl

Summary |

Summary

In this chapter, you've performed many tasks with the Database.
This summary briefly reviews how to perform the tasks you just
learned. For more detailed procedures, return to the appropriate

part of the chapter.

To do this

Follow these basic steps

Open an existing Database
file from the Open dialog
box

Expand or shrink a
window

Switch between a list win-

dow and a form window

Change a field name

Select records by specific
criteria

Sort records

Save selected records with
4 new name

Add a field in a form
window

[1] Select the filename.
[2] Click Open.

[m] Choose Full Window or Small
Window from the Window
menu.

Choose Show Form or Show List
from the Format menu.
Select the field name.

Choose Change Field Name from
the Edit menu.

Type a new name.

Choose Record Selection from
the Organize menu.

Set up your selection rules.

Select a field.

Choose Sort from the Organize
menu.

Choose Save As from the File
menu.

Type a new name.

Click Save Selected Records
Only, and click Save.

Drag where you want the field
to appear.

P OB O RIR OB ORE R R R ORE E

Type a field name.



To do this

Chapter 3

Follow these basic steps

Make a computed field

Prepare a report

Sum a field

Widen a field

Move a field

Remove a field from a
report

Save changes, replacing the
original file

Print a document

= [ = @ E RNE O k[N E]

Select the field.

Choose Set Field Attributes from
the Format menu.

Click Numeric and click
Computed.

Use New Report from the Report
menu.

Select a field name.

Choose Sum This Field from the
TotalsPage menu.

Drag the right edge of the field
name.

Drag the field name to where
you want it.

Drag the field past the right
edge marker.

Choose Save from the File menu.

From a report window, choose
Print from the File menu.

Where To Go from Here

For practice in using the other Works tools, see the other

chapters in this manual.

You may want to learn more about the Database, and start
working on your own documents. For detailed instructions, see
“The Database” in Using Microsoft Works.

For an explanation of all the menu items in the Database, see
Chapter 10, “Database Command Reference,” in Using Microsoft

Works.

If you’d like to take a break from using Microsoft Works, the next
section shows you how to close the document or quit.

The Database 63
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To Take a Break for Now

You may want to take a break before trying another tool to learn
more about Works.

To leave the Database for now so you can take a break and then
use another tool:

[m] Choose the Close command from the File menu, or click the
close box in the title bar.

You’'ll do this three times — once for the report window, once
for the Special Requests document, and once for the original
Request document. When Works asks if you want to save
changes, click No so that someone else can use these lessons
with the original file.

Works closes the documents and returns you to the Open
dialog box.

If you want, you can quit Works entirely at this point.

To quit the Works program:

[m] Choose Quit from the File menu.

Works closes the documents and returns you to the Finder.
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4 The Spreadsheet:
Planning a Budget
and Making Charts

You’re the product manager for a new bike — the rugged
Mountain Wheeler. You've organized the Great Alpine Race
to promote it.

In this chapter, you’ll polish your budget for the Great Alpine
Race. When you’re finished, you’ll know how much you’re spend-
ing and where. You’'ll also recalculate your budget, changing
numbers to see how they affect your overall expenses. Then,
you’ll learn to use the Spreadsheet’s charting capability to put
your sales projections into perspective by drawing various kinds
of charts.
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The lessons in this chapter will show you how to:

Open a Spreadsheet file.

Change a value.

Insert a row.

Set up a formula.

Fill empty cells with the formula.
Save your changes with a different name.
Change column width.

Add bold type for emphasis.
Show percentages.

Protect cells from changes.
Recalculate your budget.

Save a document and print a copy of it.

Then, you’ll learn to use the charting capability to:

Set up a pie chart.

Make changes to a Spreadsheet document and see the pie
chart change.

Draw a bar chart and convert it to a line chart.
Print a chart.

If your Macintosh is turned off, see “Getting Started” in

“Welcome” to start Works.
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e O e

Open the Spreadsheet File Open the file

The file containing your budget is stored on the Works Program
disk. To start calculating with the race budget Spreadsheet file,
you need to open it. When you start Works, you’ll see the Open
dialog box containing a list of files and folders on the disk.

Click this icon to see only Spreadsheet
files and all folders in the list box.

" & File Edit Window

R N, ihessa : =
LPY [DB] HSS: i

All Works Word Data Spread Communications
Types Processor Base Sheet

Open File:

(2) Works Program

) Addresses é
D Article (__Open ) [E Works Pr...\
D Budget o _ % .
D Final Report | L New ) (_Eject ]
O Reguests

0 He:ults | (_cancel ] [ orise )
O Resume Works | '
D sales Projections | Oimportie
O Scores

List of files and folders Name of current disk
Name of current disk or folder

— e

[1] To see a list of Spreadsheet files and all folders, click the
Spreadsheet icon.

[2] The file named Budget is already selected, so just click the
Open button.

A window opens with the budget in it.
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Row headings Document name  Column headings

Spreadsheet menu bar Name of Works
Entry bar tool you're using Title bar
"\Né& File Edit Window Select forma{ Options Chart p
‘ |
N = Budge
A B | c | D E F /
e Alpine Race Budget & 0
Expenses May Percent & June Percent :
Basic Food i $20000: i $10000: i
Special Food Requests | $O: g $6,0000 i
Lodging  \ i $e0000: i /. $20,0000
Bicycles \ i $20000; ¢/ $5,0000 i
Promotions, \ ~ f $12000i S $12,0000
Total ExpeRse $122,000: $53,000:

$135,000; $67 500

] P i e e e S e I R G B B B

Labels Cell Column Row

The title bar shows you the title of the document — Budget — and
the part of Works you’re using — the Spreadsheet (SS).

Change a Value

The big race from France to Italy through the Swiss Alps is all

set. Still, the budget isn’t quite final — you need to insert some
numbers and change some others to reflect your current estimates
more accurately.

The column letters and row numbers, called headings, guide you
around a Spreadsheet document, providing coordinates for each
cell’s location. You use a cell’s coordinates to locate the cell. For

example, to find cell B4 you’d look across to column B and down
4 rows.

Looking at cell B4, you find an obvious mistake. The cost to pro-
vide special foods for the participating racing teams is listed as
zero. You can change that number now and see its effect on the
Total Expenses amount in cell BS.
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A value in the Spreadsheet can be either a number or a label Change a value
(text). To change a value, you select the cell containing it and

type a new value. When you select a cell, it becomes active — its

contents appear in the entry bar, and the result of any formula

you enter shows up in that cell.

[1] Position the pointer on cell B4 and click to select it.

The active cell’s current contents, 0, appears in the entry bar
at the top of the screen.

The cell indicator in the upper-left corner of the screen con-
firms the coordinates of the active cell.

Cell indicator |Contents of the active cell

- & File Edit Window Select Format Options Chart A
B4 0
= Budget (SS)
A B [ ¢ [ D E F

LI | ——————. D —" Alpine Race Budget = & .
2 |Expenses May Percent = June Percent .
3 |BasicFood $30,000: i $10,000: G
4_|Special Food Requests N . $000:
S |Lodging ] $e0000: $20,000: |
6 |Bicycles 1 |$20000 $s5000. i
7 |Promotions | $12,000 $12000;
8 |Total Expenses $122,0000 i $53,000

Active cell

When a cell is active, you can type in the entry bar.

[2] Type 9762

That’s the amount required for the cyclists’ special food
requests, in addition to the basic food they will eat.

Cancel box
Enter box

€ File E
B4

it| Window Select Format Options Chart

| 9762
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[3] Click the enter box in the entry bar, and watch the Total
Expenses number change in cell B8 as you enter the new
number.

Works inserts the amount you typed into cell B4 and recalculates
the whole Spreadsheet document, coming out with a new Total
Expenses amount in cell BS8.

Entry
® File Edit Window Select Format Options Chart X
B4 9762
En Budget (S I =S —"—+
A B | c | D E F
1 i Alpine Race Budget i I ET—
2 ' :
3
4
5
6 , ;
¥ [Promotions .. $120000 $12,0000
8 |Total Expenses $131,762! $53 000!

$135,000: $67 500!

New total

Your total expenses still fit within the total budgeted amount
in cell B10.
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Insert a Row

The top of the Spreadsheet document looks crowded. You can

make it easier to read by inserting a blank row between the title

and the body of the document.

To insert a blank row:

[1] Click the row heading to select row 2.
The heading is the box that contains the row number.

[2] Choose Insert from the Edit menu.

Works inserts a new row above the row you selected. The new
row is now row 2.

Deselect box

"

File Edit Window Select Format Options Chart

New row

Budget (SS)

A | B | ¢ |
: Alpine Race Budget

The new row is selected.

To remove this selection so that you can see how the new format

looks:

[=] Click the deselect box, the empty square above the row
headings.

Now you can get on with the work of budget planning.

s B ]

Insert a row

s
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Set Up a Formula

You already know how much you’re spending on the different
budget items for the race. For an easier comparison of the relative
amounts, you can include percentages as part of your budget. Per-
centages will show you at a glance where you’re concentrating
the most money. You’'ll see whether enough of your overall
budget is dedicated to promotions. Or whether you’ve allocated
enough to feed the teams. How do you get percentages? You tell
Works to make some calculations.

When you want Works to perform a calculation, you set up a for-
mula. The formula tells Works which cells and values to use and
what to do with them. You refer to individual cells with cell refer-
ences. For example, X19 refers to the cell in column X at row 19.
To specify cell references in a formula, you point and click with
the mouse.

You enter formulas into cells, just as you enter numbers and
labels into cells. When you finish setting up a formula, the
result — a value — is displayed in the selected cell. The formula
remains displayed in the entry bar, so that you can see how the
result was calculated.

To start the formula:

[1] Click cell C4.

If you accidentally select the wrong cell, just click again to
select the cell you want.

[2] Type = (an equal sign).

The equal sign tells the Spreadsheet that you want to set up a
formula. It means that you want Works to calculate a value that
equals the result of the formula you set up. That value will be
displayed in the active cell when your formula is finished and you
click the enter box.

Enter box
Cancel box

" & File E
C4

it| Window Select Format Options Chart

:

Reminder If you find that you've clicked the wrong cell while
you're setting up a formula, you can click the cancel box to
start again.
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In cell C4, you want Works to calculate the percentage of the
total budget available in May that will be spent on basic food for
the cyclists; that is, the amount spent for Basic Food divided by
the amount for the Total Budget Available.

To tell Works which numbers to use, point to the appropriate
cells. The first cell you need to refer to should contain the
amount to be spent for basic food.

[m] Click cell B4.

Works enters that cell reference as the first part of the formula,
following the equal sign. Now, whenever you change the value
in B4, the formula will include that value in its calculations.

To get the percentage, you want to divide the number in cell B4
by the Total Budget Available amount in cell B11.

Division requires an arithmetic operator. This kind of operator
tells the Spreadsheet to perform an arithmetic operation.

The division operator (a slash) will tell Works to divide the value
in cell B4 by the value in cell B11.

[m] Type /

Now specify the number to divide by:

[m] Click cell B11, the total budget available in May.

Now you have the whole formula in the entry bar.

: en

Point t
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" Enter the formula

A formula begins
with an equal sign. Entry bar

&€ File Edit Window Select Format Options Chart

c4 XI/] =B4/811| |

$0) Budget (SS)
A B | c | D | E F

L R O Alpine Race Budget =
2 5 U T S S
3 Expenses """"""""" ..... Hag ....... . Percent June . Percent |

: . ; ,

5

6

7

8

Active cell into which formula
will be entered.

Cell clicked for a formula is outlined
until next cell is clicked.

If you've made a mistake, you can use the standard Macintosh
editing techniques. Either backspace over the mistake, or select
and cut it with the Cut command from the Edit menu; then insert
the correction.

Once you have the correct formula, enter it the same way you
enter a value.

[m] Click the enter box /] in the entry bar.

Now a value —0.22222222, the result of the calculation —
appears in cell C4.

This value represents the percentage of the Total Budget Available
currently being spent on basic food for the athletes. The number
doesn’t look like a percentage right now; you’ll be changing its
format later on. So that you know how the value was calculated,
the formula remains displayed in the entry bar. It looks like the
Basic Food expenses make up approximately 22% of the Total
Budget Available.
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Fill with a Formula

You have a useful Spreadsheet document set up now. But you
could do a better analysis of your expenses if you knew how all
the categories compare as percentages of the total budget. Putting
in all the necessary formulas may look like a lot of typing, but
with Works, it’s quick and easy to do.

Here’s a quick lesson on relative and absolute references to help
you understand the quickest way to fill in or copy all the remain-
ing formulas you need.

Using a relative reference is like giving directions. If you tell your
friends to go up two blocks and over one, their destination will
depend on their current location. If you moved across town and
told your friends to go up two blocks and over one, they would
go to a different place. So if you have a relative reference to a cell
up two rows and over one column, and you copy it to another
cell, Works will look up two rows and over one column from the
new cell.

A B C
1 .................................... \
2 [ e
3 r Original ]
1 +
4\ Copy |

On the other hand, using an absolute reference is like giving
Works a specific address to look for. If you copy an absolute
reference to cell B1 to another cell across the screen, the
new reference still refers to cell B1.

You can combine absolute and relative references in one formula.
That’s what you need to do here.

Fill with a formula

T

Relative references

Absolute references

TR
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reference

You’ll copy the formula you just created for the percentage into
several cells. The first reference in each copied formula will refer
to the amount of one of the budgeted items. This should be a rela-
tive reference, because each budget figure is in the same relative
position. The second reference in each copied formula will always
refer to the Total Budget Available amount. This should be an
absolute reference, because it always points to the same cell.

To make an absolute reference, use the Absolute Cell Ref
command.

(1] If cell C4 is not currently selected, select it now.
Works displays the formula you just entered in the entry bar.

[2] In the entry bar, position the insertion point to the right of the
cell reference, B11. Just point and click.

[3] Choose Absolute Cell Ref from the Edit menu.

Dollar signs appear before the column letter and row number
to show you that B11 is now an absolute reference.

The relative reference is changed to an
absolute reference, as shown by dollar signs.

® File Edit Window Select Format Options Chart

c4 X/ =B4/$8%11|
e Budget (SS)
A ] B | C ] D | E F
LI [ F—— Alpine Race Budget .
2 :<...<.‘..<..
3 |Expenses . May . Percent | June . Percent
4 d e e e e T :
5
6
7
8

[4] Click the enter box to enter the modified formula.



Chapter 4 The Spreadsheet 77

No matter where you copy this formula, the absolute reference,
$B$11, will refer to the same cell. When you copy the formula

to get percentages for each budgeted item, the relative reference
will reflect each respective budgeted item, and the absolute refer-
ence will continue to reflect the Total Budget Available. This way,
each cell into which you copy the formula will show the appro-
priate percentage of the Total Budget Available.

Now you’ll copy the formula to the empty cells (fill them in).
To fill in the empty cells:

[1] Point to cell C4 and drag down to cell C13.
The whole block of cells is highlighted.

i ® File Edit Window Select Format Options Chart i
C4 -B4/$B$1 1
E — Budggt [SS]
A B | C | D E F
Vo Alpine Race Budget : :
: RN R T—
T e B
4 |BasicFood ¢ $30000/(iSEER  $10000
S |Special Food Requests ©  $9,7c NN\ $e, 000
6 |Lodging i $c0000fSSE |  $200000
7 |Bicyeles 1 $20(000 N | $s,000. L
8 |Promotions  ©$12l000{N | $12000
_ e SR

Cell containing formula Empty cells to receive
the copied formula

[2] Choose Fill Down from the Edit menu.

Works fills all the highlighted cells with formulas, then displays
the resulting values.

The numbers don’t look like real percentages yet; you’ll change
the format of these cells shortly.
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& File Edit Window Select Format Options Chart A
c4 =B4/$6$1 1
§ _ Budget [ss] ——~
A B | c [ D E F
1 VI Alpir_le Race Budget :
T R s Rens. By S T
i R e
4 |BasicFood  $30000( IR ) $100000
5 |Special Food Requests . $9,762] 1. . %000
6 |Lodging . $c0,000fuEERERRRRE | $20000:
o T ; 1 SR rc RS A
R " . N i
9 |Total Expenses = $131 7c20RREBERE (\ ¢$53000
0] * N T S
11 |Total Budget Avail:  $135,000] . |se7rso0l
12 .................................................
ey s e T e P

Cells filled with result
of calculation

You can see by looking at cell C5 that only about 7% (or
0.07231111) of your budget will go to providing the cyclists
with their special food requests.

Clear some cells  You'll want blank spaces, not zeroes, in cells C10 and C12. So you
need to clear those cells.

To clear cells:

[m] Select the cells one at a time and choose Clear from the Edit
menu after each one is selected.

Works removes the contents of each cell, but leaves any format-
ting attributes.
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Save with a Different Name Save with a different
name

You've made several changes to your Spreadsheet document.
You'd better save them —a power failure could cause you to lose
all you’ve done.

To keep the sample document unchanged for other people to use,
save your changes with a different name.

[1] Choose Save As from the File menu.
The Save As dialog box appears.

r_imaiit Window Select Format Options Chart )

2] Works Program

A F
3 DY figdresses 4>
2| Y fiyticdy
3 |Expenses Y Bugget b
4_|Basic Food Y Finat Repord -
S (SpecialFoodl | & micrpsaft Warks >
6 |Lodging
7 |Bicyetes ||
8 |Promotions Save Document As: [ Works Prog..

s
-
-
-~
W
—
m
X
B
-

-
Q

U Csave ) (Cancen)

.............. [] Export File

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

............. _
Bdgt /[ Eject ]

—
-—r
-
-]
ladd
w
—
a2 ]
s
-8
AL

N

™
=
2
=3
]
5
~
=)
<

&

4

=)

-l

Type a new This tells you what disk Works
name here. will save the document on.

When you save with a different name, the original file remains
on the disk, and you save a new document containing all your
changes. That way, if you're dissatisfied with your changes, you
can go back to the original file.

[2] Type New Budget
[38] Click the Save button.

Works saves the changes, and displays the new name in the title
bar of the window. Now you’re working with the new document.
Any changes you save from now on alter the New Budget file, but
not the original.



80 Lessons

Change Column Width

You’ll be working with the New Budget document in the next
group of Spreadsheet lessons. This Spreadsheet document shows
clearly how much everything will cost for the Great Alpine Race,
and what percentage each expense is of the total budget. But
there are a few changes you can make so your document will

be clearer.

For example, some text in column A is cut off by the edge of the
column. You can make the column wider to show the full text.

To change the column width:

[1] Point to the right edge of the heading for column A.
When the pointer becomes a two-way arrow, you can adjust
the width of a column by dragging.

[2] Drag the edge of the column a little to the right, until you can
read all the labels in the column.

Add Some Emphasis

Your budget looks pretty good now, but there’s one problem.
The numbers are all there, but you may want to emphasize the
totals. Putting the totals in bold type would probably help. It’s
easy to do.

To change to bold type:

[1] Click the row heading to select row 9.
[2] Choose Bold from the Format menu.

Remember, to remove the highlight you can click the
deselect box.

Works emphasizes the totals in bold type.



Column is widened so all text is readable.
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& File Edit Window | Select Format Options Chart A
= New Budget (SS)

A B [ C | D E F
1 Alpme Race Budget :
. | e L e
T — | S ST A P e ST
4 |BasicFood | 30,000 022222222 $10,000. |
S |Special Food Requests $9,762: 0.07231111: | $6,0000 1
6 llodging | 960,000 D44dd4dddd g20000 L
7 |Bieycles | $20,000 014814814 gspo0
8 |Promotions $12, CICICI 0'08888888 $12, DDD --------

Bold type emphasizes a row of numbers.

Show Percentages

i e R S R

Show prcentages

What else needs polishing? The percentages in column C — they

don’t look like percentages! The Format menu lets you change the
way numbers are displayed. Right now, your percentages are
displayed as decimals. They would be easier to read if they actu-
ally looked like percentages.

To display the values as percentages:

(]
[2]

] 2] [eo]

Click the column heading to select column C.

Choose Percent from the Format menu.

Now your numbers look like percentages. But you don’t really
need to see the decimals.

Choose Number of Decimals from the Format menu.

In the dialog box, type 0 (zero).
Click the OK button.

Remove the highlight by clicking the deselect box. And there you
have it — the decimal fractions have turned into clear percentages.
Nobody will have any trouble understanding what these numbers

represent now.
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These numbers are now
displayed as percentages.

Protect Cells

When you’re setting up a budget, you should be able to change
numbers at will to see how they affect your total budget. But you
want to make those changes without affecting the crucial formulas
or labels.

Cell protection protects selected cells from changes. You can do
what you want to the other cells, and experiment with different
values as much as you want. But you’ll prevent yourself from
accidentally changing the contents of protected cells, until you
remove cell protection.

[ Click the row heading to select row 11.
This is the row you need to protect. These budget figures
were approved by Mr. Wheeler, and they should not be
changed.

[2] Choose Protected from the Options menu.
Now, try to change the information in these cells. (If you need a

refresher, see “Change a Value” earlier in this chapter.) You’ll get
a message telling you they’re protected.

You can remove cell protection, too. You'll learn how in the
next section.
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Recalculate Your Budget

The power of the Spreadsheet is clear when you change a value

and watch all the other values change. The way this Spreadsheet
document is set up, you can watch the percentage calculated for
each expense change as you change the total amount allotted for
the race.

Now practice changing a value. For example, the Total Budget
Available could change. What if Mr. Wheeler cut your budget by
30% so you had only $94,500 available?

To change a value, you select a cell with a value in it and type
a new value. Because you just protected the cells in row 11, you’ll
first need to remove cell protection to make this change.

[1] Click cell B11, the cell containing the budgeted amount.
[2] Choose Not Protected from the Options menu.

Now you’re ready to change the value.

[ Type 94500 (don’t type a comma; Works inserts it auto-
matically).

[2] Click the enter box /] to enter the number into the cell.

Clicking the enter box enters the number you typed, while
keeping the same cell selected.

You are now over budget, so the amount in cell B13 is displayed
in parentheses.

Because of a change in this single number, the percentages for all
the categories change. The Total Budget Available number is a key
value. The individual percentages in row C all depend on what
the key value is. Every time you change the key value, you
automatically change all the other calculated numbers, too. Try
some other numbers for the key value.

If you want to continue to work with this Spreadsheet document
after you finish these lessons, you might consider adapting it to
your own needs. You already know how to change the contents
of a cell and perform other Spreadsheet tasks. To learn more, see
“The Spreadsheet” in Using Microsoft Works.

S R

Eecalcula’t'e myo'(jr
budget

,,,,,

Remove cel
protection and
change a key value
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S

Save your budget

R 3 S

Print your document

Save Your Budget

Save your changes to the new budget. Since you’ve already saved
with a different name, saving these changes won’t affect the origi-
nal budget.

To save your budget document:

[m] Choose Save from the File menu.

Works adds the changes to the New Budget file.

Print Your Document

You’re ready to print the Spreadsheet document. This section is
optional. If you have a printer, set it up according to the instruc-
tions in your Macintosh owner’s guide and the manual for your
printer. Make sure you have paper in your printer before printing.

To print the entire document:

[1] Choose Print from the File menu.
The Print dialog box appears.

Click here to begin printing.

’__ém Edit Window Select Format Options Chart ?
B11 94500
i Imageulrlter v2 2 ||
||| Quality: (_) Best @ Faster (O Draft
—| Page Range: (@ All ) From: To:
: Copies: 1
| || Paper Feed: (® Automatic () Hand Feed
| 7 [Bogeles T %oopoor 1% ySoon i
8 |Promotions & $12,0000 13%: $12,000i |
9 |Total Expenses @  $131,762 139%. $53,0000 I
10 |
11 !
12 i é 5 : ;
13 [Under (Over) Budget '@ ($37262) -39% $145000 I
14 .................................................................................................... '
IS | |
16 | |
17 |

If the settings in your dialog box are not the same as the ones
in the figure above, click the appropriate options.
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[2] When your settings are correct, click the OK button.

Works prints the Spreadsheet document.

There you have it: a printed estimate of the costs of the Great
Alpine Race.

Use Charts To Analyze Sales Projections

sales projections

You've practiced changing values in a Spreadsheet document, set-
ting up a formula, copying a formula to empty cells, and recalcu-
lating your budget. Since you’re the product manager, and your
job is to make the Mountain Wheeler a strong seller, you’d prob-
ably like the reassurance of seeing the projected sales figures in
chart form.

The Chart menu in the Spreadsheet makes it easy for you to
analyze numbers visually, and to see what happens if you make
some changes. For example, you can draw a chart of your pro-
jected sales by region, so you’ll know where to concentrate your
promotional dollars, then change those projections slightly and
watch the chart change.

Open the Sales Projections File Open the file

With the Spreadsheet’s charting capability, you make a picture out
of a Spreadsheet document without leaving the Spreadsheet tool.
The Chart menu is part of the Spreadsheet menu bar. When you
want to draw a chart, you just open the Spreadsheet file contain-
ing the numbers you want to chart.

The file containing the sales projections for the Mountain Wheeler
is stored on your Works Program disk. To return to the Open
dialog box:

[m] Click the close box in the title bar of the New Budget
document.
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[1] To see a list of Spreadsheet files and all folders, click the

Spreadsheet icon.
[2] Select Sales Projections, then click the Open button.

A window opens with the Spreadsheet document in it.

Document name

Name of Works
Spreadsheet menu bar tool you're using |Title bar

"Né File Edit Window Select Format Opiions Chart

Page break indicator

The title bar shows you the title of the document — Sales
Projections — and the part of Works you’re using — the
Spreadsheet (SS).

Define a Pie Chart

The Great Alpine Race kicks off the worldwide release of the
Mountain Wheeler. In addition, each region has its own promo-
tional event on a different date. So your Spreadsheet document
shows sales estimates that vary according to region and date.

To get a better idea of the distribution of sales by region, you
can draw a pie chart. Sales for each region are then shown as a
slice of the pie.
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Works draws a chart based on the information you provide. For
a pie chart from this document, for example, you could chart the
percentages in column F to see how sales percentages relate to
each other as slices of a pie.

The percentages extend from row 3 to row 9. The titles that will
label the percentages (in other words, the regional names) are in
column A. These row and column headings are the kind of infor-
mation you provide to make a pie chart.

Column containing titles (the legend) for chart

® File| Edit Window Select Format Options Chart

sS[I==——————— Sales Projections (5%)
'A ] B | c [ D | E F
Region June' July:  August | Summer Total: Percent:

W (=~ |N|N| =

Rows containing values to be charted
Column containing values to be charted

R

Give the information to Works by defining a pie chart. All charting Define a p'i'e chart
commands are on the Chart menu.

To define a pie chart:

[1] Choose New Pie Chart from the Chart menu.
The Pie Chart definition dialog box appears. You fill out the
box to tell Works where to look in the Spreadsheet document
for the information to chart.
If you want to look at the Spreadsheet document with the dia-
log box open, you can. Just drag the title bar of the dialog box
window to move it aside.
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® File Edit Window

Sl
Pie Chart Definition:

chart Tive: [T

Plot Values in Column:

From Row:

Through Row:

Column of Ualue Titles:

Works proposes which information you might want to plot—
for example, column B is proposed for the column containing
values. However, you want to chart the values in column F.
You'll have to change that setting.

[2] Press the Tab key to select the Plot Values in Column text
box.

(3] Type F

Works proposes to chart the values from row 3 through row
7. Your information (not including the total) is in rows 3
through 9, so you’ll have to change the number for the last
row, also.

[4] Press the Tab key twice to select the Through Row text box.
(5] Type 9

Works proposes column A for the column containing titles
(labels) for the information to be charted. That’s where you have
your labels, so leave the Column of Value Titles text box as is.

Don’t bother to give the chart a title — you’re just comparing
numbers for now. You’re ready to plot the information.
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Plot a Pie Chart

When you complete a chart definition, you’re ready to draw the
chart. Works calls this plotting the chart, from the term for mak-
ing a chart on graph paper. When you plot this pie chart, you’ll
see which region has the biggest slice of your sales pie. If your
plans are working right, you should sell the most Mountain
Wheelers where you concentrate most of your promotional
dollars.

The Plot It! button in the Pie Chart definition dialog box lets you
plot your chart.

[m] Click Plot It!

Works draws the chart.

® File Edit Window
s=———— sales Pro Chart |

-
e
L L'l L] *
CITEIEIETS B africa

SRAtatL el B3 Asia/Pacific
Yy B northern Europe

L L L L L L T LT LTI

AhmadamRabs J Central Europe
B Southern Europe
B North America

B south America

~

Legend

It looks as if most sales will be in central Europe, near the Alps.

Since the big race will also be in the Alps, that makes good sense.

You’'ll have extra publicity in that region because of the race.

HaE
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e

Size the windes

Drag the window

Size the Windows

You now have two full-size windows, one on top of the other. If
you make both the chart and document windows smaller, you’ll
be able to see both at the same time. That makes it possible to
change numbers on the Spreadsheet document and see the results
reflected immediately in the chart.

You size a window by dragging the size box in the lower-right
corner of the window.

First, size the chart window:

[m] Drag the size box up and to the left a few inches.

When you release the mouse button, Works redraws the chart in
a smaller size. (If you make the window very small, Works leaves
off the legend from the right side of the window.)

Now, size the Spreadsheet document window:

[1] Click anywhere in the document window to make it active.

[2] Drag the size box up so that the outline of the window is just
below row 11, where the totals are.

To see both windows at the same time, move the Spreadsheet
window down to the bottom of the screen.

To move a window, drag the title bar at the top of the window.

[m] Drag the Spreadsheet window about halfway down the screen.

Now you can watch as your recalculations show up in both the
Spreadsheet document and the chart.
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® File Edit Window Select Format Options Chart
E11 =Sumi{E3:EQ)

B Africa [07R
B Asin/Pocific 1348
B NorthemEurcpe 1328
(] Central Erope 2678
B SouthemEurcpe  93%
B North America 1278
B South Americn 1408

Sales Projections (SS)
A | B ] e ] D | E [ F
Region June: July:  August | Summer Total: Percent:

= OV 0|~ AR[N|N|=—-

Click any cell to make the document active.

If your windows don’t look like those above, size them and move
them until they’re roughly in position.

Change a Number
in the Spreadsheet Document

This chart is linked directly to the Spreadsheet document.
That means you can make changes in your assumptions in the
Spreadsheet document and instantly see how they’re reflected
in the chart.

Although you can do this kind of What-If analysis with the
Spreadsheet alone, charting gives you a more visual perspective
on your alternative models.

For example, what if sales in southern Europe in June are actually  Play What-If
twice as high as your original estimate? Change the number and
see what happens.

[1] Click cell B7 (the cell for southern Europe for June) to
select it.

[2] Type 140 (double the original estimate).
[3] Click the enter box [/].
The Spreadsheet document changes automatically — the percen-

tage of sales estimated for southern Europe goes up. And the chart
changes at the same time!
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When you change a value in the Spreadsheet document...

® File Edit Window Select Format Options Chart A
B7 140
\ B Africa 06%
: 7303 B AsioPocific 1228

. RS B Northem Eurcpe 12,18
[] Centrol Eurcpe 2448
& southemEurope 1718

NorthAmerica | 168
B southAmerico  128%

p—t—

C [ F

1| _Region . June July ___August  Summer Total  Percent|
2 : I
T -
4| Asia/Padfic | $1000 $1100 g1z 0§33 122%|
S |NorthernEurgpe  $99 $109. $1200 $328:  121®
6 | CentralEuropd . $200. $2200 24z peez 24.4%)
7 |southern Europ< RS $154 $1e9. 463 AL
8 | North America:  $95. $104; $115. $214; 11.6%|

9 | South America . $105 $116: $127. 245, 128%
ID ..................................................................................................... I ........
1] Totar __$819 _ $901 _ $991 _ $2,711 100.0%;

...Works redraws the chart to reflect the change.

What if sales aren’t as high in central Europe in June as you've
assumed?

You can change the amount to find out what happens.

[1] Click cell B6 (the cell for central Europe for June) to select it.
[2] Type 110 (a lower amount).
[3] Click the enter box [/].

Works recalculates immediately.

By comparing the sales in southern Europe and central Europe
over time, you can see whether your regional promotions will
influence sales as you hope. You'll do that in the next section.

When you’re testing assumptions like these, the Spreadsheet with
its charting capability becomes your personal statistics and art
departments. They work together efficiently so that you can con-
centrate on the reasons behind the numbers, rather than on the
calculations.
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Define a Bar Chart

Your sales projections for the Mountain Wheeler extend several
months into the future. To make the numbers more meaningful,
you can turn them into a bar chart and compare them, region by
region, over time. This way you can see which areas indicate the
greatest potential and which need more attention.

To define a bar chart:

[m] With the Spreadsheet document window active, choose New
Series Chart from the Chart menu.

The Series Chart definition dialog box appears.

Choose type
of chart here.

® File Edit

chart here.

Window

Choose what to

Set scale information here.

e 5

Sales Pro Chart 2

| Type of Chart:
e
3 LINE

o gl

X

Chart Title:

1st Row:

Values to be Plotted{ [ Uertical Scale:

2nd Row:

\ 3rd Row:

4th Row:

From Column:

. To Column:

3 (® Numeric

3 \ () Semi-Logarithmic
Maximum:
lMinimum: 0

B

M

(< Label Chart

Data Legends in Column: [A }\ (< Draw Grid

Horizontal Titles in Row: |1

UVertical Scale Title: [Untitled

)
= Horizontal Scale Title: [Untitled
|

Type titles for chart here.

Choose labels for
chart here.

A bar chart makes comparisons easy, lining up solid bars against
each other. As you change numbers in the Spreadsheet document,
the relationship between the bars changes. To learn about other
kinds of charts, see Chapter 14, “Charting a Spreadsheet Docu-
ment,” in Using Microsoft Works.
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il'itle 'the Chart
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Label th"e scales

Choose the values
to plot

The icons on the left side of the dialog box let you choose the
type of chart.

To choose a bar chart:

[m] Click the icon for a bar chart.

A black dot appears in the circle next to the icon, indicating
which chart type is chosen.

Notice that Works has proposed a name for the chart definition
in the title bar of the chart window, based on the name of the
Spreadsheet document. You choose the chart by this name when
you want to draw it, but the name doesn’t appear on the chart
itself. You can give any chart a title, however; that title then
appears directly above the chart.

The Chart Title box is already selected. Anything you type will
replace what’s there now.

(m] Type Central vs. Southern Europe

The next two boxes are for labeling the scales of the chart. The
Spreadsheet document lists bike sales in thousands. The months,
of course, are measured in months.

To label the scales:

[1] Press the Tab key to select the Vertical Scale Title text box.
[2] Type Thousands

[3] Press the Tab key to select the Horizontal Scale Title text box.
(4] Type Monthbs

Works doesn’t automatically know what values you want to chart.
The area in the center of the dialog box lets you specify up to
four rows that contain values to chart. Central Europe, row 0, is
the first row you want to chart. Southern Europe, row 7, is the
second row. The figures for the next three months appear in
columns B, C, and D.

Note You can drag the Series Chart definition dialog box around
to see underneath where the Spreadsheet data is. Just drag the
title bar to move the box out of the way.

To enter Spreadsheet information for your chart, use the Tab key
to select each text box, then type the appropriate information.
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[ For the first row, type 6
[2] For the second row, type 7

[3] For the beginning column (From Column), Works proposes B.
Since this is what you want, you don’t need to change it.

[4] For the ending column (To Column), type D

S

Works can put labels on the months and set up a key with Set labels for data
descriptions of the two categories being compared. Works calls legends and
the contents of the key the data legends. You specify which horizontal titles

column to use for the data legends, and which row to use for
the horizontal titles, or labels.

Works has proposed column A in the Data Legends in Column
text box, and row 1 in the Horizontal Titles in Row text box.
You don’t need to change the contents of either box.

In the upper-right corner of the dialog box, leave Numeric
selected, because this chart will use a normal numeric scale. You
needn’t do anything in the Maximum or Minimum text boxes,
because you’re not setting a maximum or minimum value for the
scale. Works automatically adjusts the scale depending on the
numbers you choose to chart.

Finally, the Draw Grid and Label Chart check boxes are both
checked. Leave them as they are. If you did not want a grid or

labels on your chart, you’d click the appropriate box to remove
the checkmark.

With the dialog box filled in, you'’re ready to see some pictures. Plot the chart

® File Edit Window

[] Sales Pro Chart 2

Type of Chart: Dalues to be Plotted: Uertical Scale:
' f*f'/ Ist Row: |6 @ Numeric
emi-Logaritnmic
O () Semi-Logarith
CINE 2nd Row: |7
Ilﬂll 3rd Row: Maximum:
BAR 4th Row: Minimum: |0

From Column: |B

To Column: |D

Data Legends in Column: |A Draw Grid
(< Label Chart

@
O
O

n n
Q -
I D
m n
o =

Horizontal Titles in Row: | 1

Chart Title: |Central vs. Southern Europe

Dertical Scale Title: |Thousands
H Horizontal Scale Title: [Months

(Poti)
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chart

Change to a line chart

LINE

[m] Click Plot It!

Works opens a window for the chart, draws it, and stores the
chart definition with your document.

r

&€ File Edit Window

S[[==—————————= Sales Pro Chart 2
Central vs. Southern Europe

170
153
136

119 |
102 |
as |}

68 ||

—

51 |}
z4 |}

oS> o n o oS

EdCentral Europe B Southern Europe

Your chart now compares the forecasted sales in southern Europe
with those in central Europe.

Change the Type of Chart

Bar charts present information differently than line charts. Bar
charts highlight quantities next to each other. Line charts show
trends. An upward line means an upward trend, for example.
With the Spreadsheet’s charting capability, you can review your
numbers both ways — or in combination.

For your Sales Projections document, you may get a different
perspective by switching to a line chart.

[1] Double-click anywhere in the chart window.

Works displays the Series Chart definition dialog box.
[2] Click the line chart icon.
(3] Click Plot It!
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Works plots your new line chart and stores the definition with
your document, so when you save the document, the chart defini-
tion will be saved along with it.

This line represents the data This line represents the data
in row 6 of the Spreadsheet in row 7 of the Spreadsheet
document. document.

® File Edit Window
{S[]==———= salds Pro|Chart 2
Centrpl ¥s| Southern Europe

170

153 ,__————’—M
T —p— D-—_’__—_’_-’_,_,——“ "
h 136 | : :
D 1 1 9__ ) M}‘_—/—w
u 102 | —
5 85 |
a
68
n ——
d 911
S 34 |
17 _ . »
0 | ] l
1 T 1
June July August
Sy ———

MDnthS\

\

< Central Europe o Southern Europe

These labels are from These labels are from
column A of the row 1 of the Spreadsheet
Spreadsheet document. document.

The trends look good. There’s a peak in southern Europe during
the month of August because you’re planning a highly publicized
race around the heel of the Italian boot at that time.

Print Your Chart

You can print a chart for a presentation or for review at a later
time. This section is optional. If you have a printer, set it up
according to the instructions in your Macintosh owner’s guide
and the manual for your printer. Make sure you have paper in
your printer before printing.



98 Lessons

To print the chart:

[1] Make sure the chart window is open and activated.

[2] Choose Print Window from the File menu.

Works prints the chart.

To close the chart window:

[(m] Click the close box.

Spreadsheet tasks

Summary

In this chapter, you've performed many tasks with the Works
Spreadsheet. This summary briefly reviews the tasks you just
learned. For more detailed procedures, return to the appropriate

part of the chapter.

To do this

Follow these basic steps

Open an existing
Spreadsheet file from the
Open dialog box

Change a value

Insert a row

Set up a formula

Copy cell contents into
empty cells below

Save with a different name
Change column width

m = @R RN B RE NE R E]

Select the filename.
Click Open.

Select a cell containing a value.
Type a value.
Click the enter box.

Select a row.

Choose Insert from the Edit
menu.

Select a cell to contain the
formula.

Type an equal sign.

Insert numbers, cell references,
operators, and functions.

Click the enter box.

Use Fill Down from the Edit
menu
Use Save As from the File menu.

Drag the edge of the column
heading.
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Follow these basic steps

Add bold type

Change number formats

Protect cells

Recalculate with a new
value

Save changes, replacing the

original file
Print a document

@] [w] [w] [w=]

(=]

(=]

Use Bold from the Format menu.
Use the Format menu.

Use Protected from the Options
menu.

Type a new key value and enter
it, then watch the numbers
change.

Choose Save from the File menu.

Choose Print from the File
menu.

For more information about these and other Spreadsheet com-
mands, see “The Spreadsheet” in Using Microsoft Works.

In this chapter, you’ve also practiced using commands from the
Chart menu in the Spreadsheet.

To do this

Follow these basic steps

Define a new chart

Plot a chart

Size a window so you can
see both a Spreadsheet
document and a chart at
the same time

Store a chart definition
with the Spreadsheet
document

Print a chart

[m]

(=]

(=]

Use New Pie Chart or New
Series Chart from the Chart
menu.

Click Plot It! in a chart definition
dialog box.

Drag the size box in the window.

Click the close box or Plot It! in
the chart definition dialog box.

Choose Print Window from the
File menu.

For more information about these and other Chart commands,
see Chapter 14, “Charting a Spreadsheet Document,” in Using

Microsoft Works.

Summary of
tasks

S

chgning
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Spreadsheet

Where To Go from Here

To learn more about the Spreadsheet and its charting capability,
and to start using it for your own purposes, see “The Spreadsheet”
in Using Microsoft Works.

For an explanation of all the menu items in the Spreadsheet
(including the Chart menu), see Chapter 16, “Spreadsheet Com-
mand Reference,” in Using Microsoft Works.

If you'd like to take a break from using Microsoft Works for now,
the next section shows you how to close the document or quit.

To Take a Break for Now

You may want to take a break before trying another tool to learn
more about Works.

To leave the Spreadsheet for now so you can take a break and
then use another tool:

[m] Choose Close from the File menu, or click the close box in
the title bar.

When Works asks if you want to save changes, click No so that
someone else can use these lessons with the original file.

Works closes the document and returns you to the Open
dialog box.

If you want, you can quit Works entirely at this point.

To quit the Works program:

[m] Choose Quit from the File menu.

Works closes the document and returns you to the Finder.



5 Communications:
Changing Settings and
Adding a Phone Number

As the product manager for the new Mountain Wheeler bicycle,
you have to organize promotional events around the world.
You’ve arranged for the Acme Information Service, an interna-
tional message service, to set up the Wheeler Hot Line. Anyone
with a computer can dial the hot line to send and read messages
about the Mountain Wheeler.

In this chapter, you’ll adjust your settings and add a number to
your computerized phone book, so you can contact the Wheeler
Hot Line yourself.

101
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The lessons in this chapter will show you how to:

B Create a new Communications document.
B Change settings to match those of another computer.
B Add a new phone number to your electronic phone book.

If your Macintosh is turned off, see “Getting Started” in
“Welcome” to start Works.
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To actually use Works Communications for sending and receiving
information, you need a modem or an acoustic coupler hooked up
to your Macintosh. These devices convert computer signals into
voice-frequency signals that can travel over the telephone lines.
You don’t need one for this lesson, though.

Create a New Document

Communications documents are like other Works documents.

When you start Works, you'll see the Open dialog box containing
a list of all files and folders on the disk.

€ File Edit Windo

WP TE e conil

Word Spread Communications
Processor Sheet

All Works
Types

Works Program

Addresses
Article

Budget

Final Report
Requests

Results

Resume Works
Sales Projections
Scores

( Open | [%'] Works Pr...

Eject ]

[ New ][

[ Cancel ][ Brive |

(] import file

ODDoDOoDO0OD DD O

Name of current disk
Name of current disk or folder

List of files and folders

There isn’t a sample Communications file on your disk, so you’ll
need to start from scratch by creating a new document. You can
create a new document from the Open dialog box.

[1] Click the Communications icon.
[2] Click the New button.

Works creates a new Communications document and puts it on
your desktop, then opens the Settings dialog box in front of it.

Communications 103

G e e e

eate a new
document
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Communications Settings:

Baud Rate: (O 300 (O 2400 (9600
® 1200 (O 4800 (119200
Data Size: @ 8 Bits () ? Bits
Stop Bits: @ 1 Bit (O 2 Bits
Parity: ® None () 0dd () Even
Handshake: (O None ® Hon/Hoff
{O Both () Hardware

Phone Type: @@ Touch-Tone ® (O Rotary Dial

Line Delay: | Character Delay: |0

Connect To: @ |(%:°" O

[ Cancel ][ []K_:]

Change the Settings

Computers don’t always talk the same language over the phone.
To communicate with another computer, you need to be sure that
the settings in the dialog box match those of the other computer.
When you’re calling another computer, like the one with the
Wheeler Hot Line, you may have to adjust your settings.

Although the Wheeler Hot Line and Acme Information Service
aren’t real, you’d follow the same procedure to adjust your set-
tings for a real service, like Dow Jones News/Retrieval or Com-
puServe. The information service will provide you with the
correct settings when you subscribe.

Change the baud rate Baud Rate The baud rate is the data transmission speed, mea-
sured in the number of bits that can pass through a communica-

tions line in a second. The Acme Information Service sends and
receives information at 300 baud.

[m] Click 300 to change the baud rate.

Change the data size  Data Size Each character that you send — a letter, number, or
symbol — is made up of bits. A bit is a 1 or O. Bits are arranged
according to a code to represent each character. The Acme Infor-
mation Service uses seven bits to represent a character.

[m] Click 7 Bits to change the data size.
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Stop Bits Stop bits tell a receiving computer when one charac-
ter ends and the next one begins. As with most information ser-
vices, Acme expects only one stop bit, the current setting, so you
don’t have to make an adjustment.

Parity Some computers use the parity setting to check for the
accuracy of information being transmitted. Acme doesn’t require
this check, so leave the setting at None.

Handshake Sometimes the Acme computer sends out informa-

tion so fast that another computer can’t keep up. When this hap-

pens, your computer needs to say so. That’'s where the handshake
setting comes in.

The Xon/Xoff option sets up a handshake. (The X stands for
transmission.) When your Macintosh gets behind, it can send

an Xoff signal to tell the other computer to turn off transmission.
When it’s ready to receive some more information, it sends an
Xon signal.

Since the setting for Xon/Xoff is already chosen, you don’t need
to adjust anything.

Change the Phone Type If you have a touch-tone telephone,
you're all set. If you have a dial phone:

[m] Click Rotary Dial.

Now Works knows how to dial your telephone.

Other Settings Two other settings, for line delay and character
delay, allow for pauses in fast transmissions. These settings aren’t
used by the Wheeler Hot Line.

The last setting, for the connection port, comes set for the
modem port. You don’t have to change this setting, either.

With all your settings adjusted, you’re ready to move on to the
phone book.

[m] Click the OK button.

Works returns you to the empty Communications document.

Stop bits, parity, and
handshake

SRR e e

type
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Add to the Phone Book

Works can hold up to eight phone numbers for each Communi-
cations document. When you have a number in the electronic
phone book, you can click the Dial button next to that number,
and Works will automatically dial it. This procedure applies to
Hayes-compatible modems only.

Since the Wheeler Hot Line is new, you don’t have the number in
your phone book yet. Now’s the time to add it.

[m] Choose Dial from the Communications menu.

The Dial dialog box appears.

Type names here. Type telephone numbers here.

" & File |[Edit Window LTI

Name: Phone/Number:

[ Cancel ]

Dial buttons

So that you’ll know what each number is for, Works lets you type
a name to go with it. The insertion point blinks in the first blank
Name box, waiting for you to type a name.

[m] Type Wheeler Hot Line (don’t press the Return key yet).
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When you make long-distance calls for the Wheeler Bicycle Com- Add a phone numbe
pany, you have to dial a number for the outside line, an account-

ing code, and a long-distance service. You can save yourself the

work by having your modem dial the numbers automatically.

[1] Press the Tab key to move the insertion point to the Phone
Number box opposite the name you just typed.

[2] Type 9- to get an outside line from your office phone.
The hyphens in this procedure are optional.
[3] Type 99- for the accounting code.
(The Wheeler Bicycle Company uses accounting codes to keep
track of their telephone volume.)
[4] Type 1- to engage long distance.
Now you can type the hot line’s phone number:

[s] Type 999-555-5000

" & File Edit Window LI

Name: Phone Number:
Wheeler Hot Line 9-99-1-999-555-5I]Dd

e oy
S’ R
YT AR
A ]
r- -
A A

AR AR AN A A
S st Svand o
AR A Anh. R
P A ] ]
b w0 LY e
A AN A AR AR

Hi

[6] Click the OK button.

Works stores the name and number you typed and returns you to
your Communications document.

Of course, since this was all a simulation, you can’t really call the
Acme Information Service. But now you know what it’s like to get
ready to use a real information service. For a real information ser-
vice, you would call the number by clicking the Dial button to
the left of the number you want in the Dial dialog box.
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Summa'ry

Summary

In this chapter, you’ve used some of the Communications com-
mands to prepare for connecting with an information service. This
summary briefly reviews the tasks you just learned. For more
detailed procedures, return to the appropriate part of the chapter.

To do this Follow these basic steps

Create a new Communica- [1] Click the Communications icon.
tions document from the 2] Click New.
Open dialog box

Adjust your settings =] In the Settings dialog box, click
the appropriate settings or type
the appropriate numbers.

Add a number to the [1] Choose Dial from the Communi-
phone book cations menu.

[2] Type the name and number.

Dial a number =] In the Dial dialog box, click the
automatically Dial button to the left of a phone
number.

Where To Go from Here

To practice advanced tasks with the other Works tools, see the
other chapters in this manual.

You may want to learn more about Communications and start
transmitting on your own. For detailed instructions, see “Com-
munications” in Using Microsoft Works.

For an explanation of all the menu items in Communications, see
Chapter 19, “Communications Command Reference,” in Using
Microsoft Works.

If you'd like a break from using Microsoft Works, the next section
shows you how to close the document or quit.
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To Take a Break for Now

You may want to take a break before trying another tool to learn
more about Works.

To leave Communications for now so you can take a break and To leave
then use another tool: Communications

[1] Choose Close from the File menu, or click the close box in the
title bar.

Works asks if you want to save changes to the Communica-
tions document.

[2] If you want to save this document on a disk, click Yes.
Otherwise, click No.

Works closes the document and returns you to the Open
dialog box.

If you want, you can quit Works entirely at this point. To qUit Works
To quit the Works program:

(m] Choose Quit from the File menu.

Works closes the document and returns you to the Finder.






6 Putting the Tools Together:
A Final Report

With help from Microsoft Works, you were able to organize

the Great Alpine Race, promoting the Mountain Wheeler bicycle.
The race was a tremendous success, and Hiram Wheeler has asked
you to prepare a final report.

In this chapter, you'll prepare your final report by integrating
pieces from the Database and Spreadsheet — including a chart
— into a new Word Processor document. When you’re finished,
you’ll be able to merge some names from the Database and send
the final report to Hiram Wheeler, with personalized copies for
each member of the board of directors of the Wheeler Bicycle
Company.
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The lessons in this chapter will help you put all your data
together. You’ll learn to:

B Create a new Word Processor document and prepare it
to contain merged information.

Bring windows to the front.

Copy Database information into the Spreadsheet to make
a bar chart.

Copy a chart into the Word Processor.
Add a label to the chart in the Word Processor.
Copy a table from the Database into the Word Processor.

Merge entries from the Database into the Word Processor,
and print the final report.

If your Macintosh is turned off, see “Getting Started” in
“Welcome” to start Works.
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Open the File

You’ll be working with files that are stored on your Works Pro-
gram disk. The names of the three files you’ll use to compile your
final report are stored in a file named “Final Report.” For informa-
tion on storing the names of several documents, see “Quitting
Works” in Chapter 1 of Using Microsoft Works. You can open the
Final Report file from the Open dialog box.

To open the Final Report file: Open the file

[1] Select Final Report.
[2] Click the Open button.

Works opens three windows containing three separate documents:
Addresses, Scores, and Results.

Name of Works tool in which
Document names the document was created

® File Edit Window Seject Format Options Chart

Addresses (DB)

First Name |Last Name |[Salutatfiion|Address ity
' 12122 Broad Street  iNew Orleans

Scores (DB)

rance l Holland

Results (SS)
| p | E
‘Final Results

The Database document, Addresses, contains names and addresses
of the Wheeler board of directors. The Database document,
Scores, contains the top three scores of each of the seven highest
scoring teams that competed in the Great Alpine Race. The
Spreadsheet document, Results, is ready for you to copy in the
top score from each team.

These documents all include some information for your final
report. But you also need a document to hold everything
together —a Word Processor document.
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newWord  Create a New Word Processor Document
Processor document

First, you need to create a new Word Processor document to
receive all your merged information and become your final report.

[1] Choose New from the File menu.

[2] The Word Processor icon is already highlighted, so just click
the OK button.

Works opens a new Word Processor window on top of the other
windows.

Begin the Report

Start with a titl At this point, you haven’t given the report a title. (This differs
from your document title, which you will type when you save the
Word Processor document.) The insertion point is at the upper-
left corner of the Word Processor window, ready for you to type
a title.

(1] Type Great Alpine Race

[2] Press the Return key.

[38] Type Final Report

[4] Press the Return key twice.

The insertion point should be at the left margin.

" & File Edit Window Search Format Font Style

S — Untitled VP =—————
LolllllIlI'lllllll|2IlllIlI|3illlllI|4|I||Llllslilllll|6III"||G

Great Alpine Race
Final Report
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T W S PO
type size and style to add emphasis. the title

[11 Move the pointer to the left edge of the first line until it turns
into an arrow.

The arrow shows you that you can select a whole line at
a time.

® File Edit Window Search Format Font Style

[ |===————"—————=— Untitled (WWP)
EJI|Illll|1|llllll|zlllllll|3III|Illl4llllll||511lllll|6I|l‘l

Great Alpine Race
Final Report

When you move the pointer into the blank area at the left edge of
the window, it turns into an arrow.

[2] Select both lines by dragging from the first to the second line.
Works highlights the selection.
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the title

The selected title should look like this.

€ File Edit Window Search Format Font Style

HN=————— Untitled (WP =="r—————
InllllllllllllIlll|zlllJ_IIlIzllillll[4lllllLL|5IIIIIllIGIII‘IIG

Now you can center it and change its style and size with the
Format and Style menus.

[3] Choose Centered from the Format menu.
[4] Choose Outline from the Style menu.
[5] Choose 18 Point from the Style menu.

Now that’s a title that will get attention! Maybe too much
attention — tone down the second line by making it a little
smaller:

[1] Select the words “Final Report”.
[2] Choose 12 Point from the Style menu.

Perfect! The title is all set.
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" & File Edit Window Search Format Font Style
S[[=———"—————— Untitled (WUP)

lolllll||I'l1|I111121|||111131111111|41111111

15111111116111|
4

Great Alpine Race

Now you’re ready to get on with the rest of the report.

[m] Click at the left margin on the line below the title.

Prepare To Merge

You’re sending this report to the board of directors of the
Wheeler Bicycle Company. You could prepare a separate docu-
ment for Mr. Wheeler and each member of the board of directors
— but that’s a lot of unnecessary work. Using the Works merge
capability, you can print personalized documents for each of them.
You type the original document only once. Works will customize
the documents by merging information from the Database.

Merging information includes two steps: preparing to merge, and
merging by printing the document with Print Merge. When you
prepare to merge, you insert placeholders into the Word Proces-
sor document. A placeholder is made up of the name of a Data-
base document followed by a field name. “Addresses:Last Name”
is an example of a placeholder. When you print, Works looks

for the placeholders and replaces them with specific information
from the specified Database document and field. For example,
“Addresses:Last Name” might be replaced in your final documents
with “Smith” or “Reinhardt.”
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Insert placeholders

In this section, you’ll prepare to merge information from the Data-
base document, Addresses, into the Word Processor document.
(At the end of this lesson, you’ll see how to print the merged
documents.)

[1] Press the Return key to create a blank line.

[2] Type Well, followed by a space.

Don’t forget the comma and the space. That’s enough to get
the report started. This is a good place to add the name of
each board member.

[3] Choose Prepare to Merge from the Edit menu.
The Prepare to Merge dialog box appears.

Font Style

Prepare to Merge:

Select Merge Data Base: Select Merge Field:
fustia 8
Addresses England
France
Holland
India
Italy
USA

>

[ Cancel | [ Merge |

This list box contains the names This list box contains the field
of all open Database documents. names of the document
highlighted in the left list box.

To tell Works where you want the board members’ names to
appear, you insert placeholders. To insert a placeholder, you
select a Database document and a field name from the document
in the Prepare to Merge dialog box. For example, since you'’re
sending this report to Mr. Wheeler and the board members, you
want to include their names. The “Mr.” in “Mr. Wheeler” is
included in the Salutation field of the Addresses document.
“Wheeler” is in the Last Name field. With these two placeholders,
Salutation and Last Name, in the document, Works will automati-
cally personalize each printed copy.
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Select Addresses from the Select Merge Database list box.
Select Salutation from the Select Merge Field list box.

Click the Merge button.

Works inserts the placeholder for the Salutation field into the
document at the insertion point.

o] ] ]

Press the spacebar once.

Choose Prepare to Merge from the Edit menu.

Select Addresses from the Select Merge Database list box.
Select Last Name from the Select Merge Field list box.
Click the Merge button.

] & ] ] ]

Now both placeholders are in place. Works will know which
document and field to pull information from, and where to put it.

Placeholders

" & File Edit| Window Search Format Font Style

=] Untitled (LWP)

lnl||l:11!1::|l|111211||||||3||[||11J41111||||5|||||1116111‘|1@
> 1

Great Alpine Race
el Repert

]
well, lAddresses Salutationl [Addresses Last Namel

When you print and merge, Works will replace the placeholders
with information from each record in the specified Database
document. Instead of printing “Well, Addresses:Salutation
Addresses:Last Name”, the first report will say “Well, Ms. Smith”,
the second will say “Well, Mr. Reinhardt”, and so on.
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# s e SRR

| See how the" merged

information looks

Add a chart heading

To see how the merged information will look in the final
document:

[m] Choose Show Field Data from the Edit menu.

The merged Database information from the first record appears
in place of the placeholders.

To return the placeholders:

[m] Choose Show Field Names from the Edit menu.

To finish up the first paragraph:

(] Type, the race is over! This chart shows the best performers:

Be sure to type the comma and the space before the first
word.

[2] Press the Return key three times to add two blank lines.

Now for the chart heading.

[ Type Top Scores

[2] Press the Return key to move the insertion point to the left
margin of the following line.

Next, you will center the heading and put it in bold type to
make it stand out.

[3] Move the pointer to the left of the heading until the pointer
becomes an arrow, then select Top Scores.

[4] Choose Centered from the Format menu.
[5] Choose Bold from the Style menu.

Now your report has a heading for the chart you will create.

You’ve made a good start on your document.
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r

® File Edit Window Search Format Font Style
S[I==————————— Untitled (WP)
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Great Alpine Race
Finel Repert

well, l[Addresses: Salutation| [Addresses: Last Namel, the race is over!

This chart shows the best performmers:

Top Scores

You should save your documents often. Then, if the power fails,
your information will be safe. Now is a good time to save this
document. Since you haven't titled it yet, you’ll use the Save As
command to give the document a title and save it at the same
time.

[1] Choose Save As from the File menu.

[2] Type Report

[3] Click the Save button.

Works saves Report on the disk and displays the new name in the

title bar of the window. You’re ready for the chart — but you have
to make it first. The next section will show you how.

Make a Chart from Database Information

You don’t have a chart yet, because the information you need is
still in the Database document, Scores. You have to copy the top
scores into the Spreadsheet document, Results, and make a chart
from that. That’s where integration comes in. With Works, moving
information between tools is as easy as moving it within a
document.

Save the document
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Brlng wmdows to the
front

CopyDatabase
information into the
Spreadsheet

The Scores and Results windows are behind the Word Processor
document. With the Window menu, you can bring them to the
front. The Window menu lists the names of all the documents
currently on the desktop. You can bring a window to the front
even if it’s completely covered by another window.

[1] Choose Scores from the Window menu.
[2] Choose Results from the Window menu.

Now the Scores and Results windows are on top, where you can
work with them. The Results window is active, because it’s the
last window you moved to the front.

&€ File Edit Window Select Format Options Chart

[
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Great Alpine Race
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You need to copy the top scores from the Great Alpine Race
into the Results document, so that you can make a chart of those
scores. The scores are presently in the Scores document.

To copy the scores from the Database into the Spreadsheet:

[1] Select the first row in the Scores document — this row con-
tains the top scores of the seven highest-scoring teams. (Click
the leftmost box in the row.)

Choose Copy from the Edit menu.

(2]
Select cell B2 in the Results document.

That’s where you want the Database information to begin.
The information you paste will fill up the window, beginning
at cell B2.
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[4] Choose Paste from the Edit menu.

Works pastes both the row containing the field names (countries)
and the row you selected into the Results document.

® File Edit Window Select Format Options Chart :
B2 Austria
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Rows 2 and 3 contain the data copied
from the Database document, Scores.

And there you have it —a Spreadsheet document that contains
the top score of each of the top seven teams. From these scores,
you can make a bar chart to include in the report.

The Results document now lists the top scores in the race by Draw a cha
country. You want Hiram Wheeler to see instantly which coun-

tries performed best in the race, so you'll draw a chart of the

results and copy it into the Word Processor. To save time, the

chart definition has already been set up for you from the Results

document.

To draw the chart from the Chart menu:

Choose Draw Chart from the Chart menu.

A dialog box lists the charts defined from the Spreadsheet
document, Results.
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[2] Top Scores is selected already, so just click the OK button.

Works draws the Top Scores chart.

r

® File Edit Window
EDE Top Scores

ST R T S ' g
dustria  England  Franmce  Holland India Italy

Escore

This is the chart you want to put into the Word Processor
document, Report.
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Copy the Chart to the Word Processor

The Works Word Processor lets you insert pictures to illustrate
your documents. The Top Scores chart presents a quick visual
summary of the race winners.

The Clipboard holds information that you cut or copy — until you
cut or copy again, or turn off the computer. That means you can
use the Clipboard to move information not only within a docu-
ment, but also between documents.

[m] Choose Copy from the Edit menu.

Works places a copy of the chart onto the Clipboard. You’re ready
to move to the Word Processor and paste the chart.

Right now, the Chart window is active. To paste the chart into the
Word Processor document, the Word Processor window has to be
active. Since you’ve finished drawing the chart, you can close its
window and make the Word Processor window active.

[1] Click the close box in the upper-left corner of the chart
window.

Works closes the chart window, leaving the Spreadsheet
window active on top of the Word Processor window.

[2] Click the Word Processor window to make it active.

Now the report fills the whole screen again.

Next, you’ll paste the chart after the chart heading, at the bottom
of the window.

[1] Click to put the insertion point on the line following “Top
Scores.”

[2] Press the Return key twice to add some blank space.
[3] Choose Paste from the Edit menu.

Works pastes the chart into the Word Processor document.

[m] Scroll down until you can see the legend box for “Score,”
below the chart.

Copy the chart to the
Clipboard

Move tg' the Ward
Processor

Paste the chart
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Add a Label to the Chart

The chart is just about ready, but Hiram Wheeler has asked you to
indicate which team had the top-scoring athlete, so he can send a
letter of congratulations. Using the Draw command, you can add a
label that points out the top-scoring athlete. Do this by drawing a
line pointing to the tallest column, then adding the winning
athlete’s name.

' Draw the label line  To draw the line for the label:

[1] Choose Draw from the Edit menu.
The Draw dialog box appears.
[2] Click the middle line, on the left side of the dialog box.

[3] Click the OK button.

The pointer turns into a cross to show you that you’re using
the Draw command.

Put the cross above the tallest bar, England.

] [=]

Drag a line up and to the right about three quarters of an inch.
When finished, the line should look something like this:
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If you make a mistake, choose Undo from the Edit menu and
try again. When you’re finished, turn off the Draw command.

[6] Choose Draw Off from the Edit menu.

R

The label should go to the right of the line you drew. Type the label

[1] Position the insertion point to the right of the line you just
drew.

Use the Tab key and spacebar to move the insertion point.
Type David Pemmikan, Best Athlete
Select what you just typed.

2] [e] ]

Choose 9 Point from the Style menu.
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Introduce th'é table
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Copy a Table from the Database

The members of the board have asked you to include in your re-
port the Database table you used to create the chart of top scores.
You can copy information from the Database directly into the
Word Processor by using the Copy and Paste commands.

Begin by typing a short paragraph to introduce the table.

[i] Click the line following the chart.

[2] Press the Return key once to move down a line.

To make the report more personal, merge in the recipient’s

first name here. You'll follow the same procedure you used

to merge in the recipient’s last name at the beginning of the
Word Processor document.

Choose Prepare to Merge from the Edit menu.
Select Addresses from the Select Merge Database list box.

] (2] [e]

First Name is already selected in the Select Merge Field list
box, so click the Merge button.

Works puts a placeholder for the first name into the
document. Now you can type the rest of the paragraph.

(6] Type, you also asked to see the table used for the chart.
I've copied it below.

Be sure to begin with a comma and a space.
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Press the Return key to move the insertion point to the next
line.

The final report is almost finished. Just copy the table, and you’re
through.
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lAddresses First Namel, vou also asked to see the table used for the

4 chart. I've copied it below.

This is the placeholder you just inserted.

The table is the same one you used before, from the Scores docu- Copy the table
ment. To copy it, make the Scores window active, select and copy
the information, then paste it into the report.

Choose Scores from the Window menu.
Choose Select All from the Edit menu.
Choose Copy from the Edit menu.

Click at the bottom of the Word Processor window to make
it active and to position the insertion point.

] B k] B 2

Choose Paste from the Edit menu.

You’ve finished the report. The table appears just where you
want it.



130 Lessons

e s e

Print th

e reports

-

® File Edit Window Search Format Font Style

LDIIII||II'lllllllIzl|||||||3|ll||||I4|l|l||llsllllllllﬁllli;:,‘:_

- — a—a-a-4
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| chart. I've copied it below.

Austria England France Holland India Italy
92 97 83 79 82 20
91 92 82 7T 72 89
83 91 81 75 76 87
84 88 79 73 74 85

You’re ready to print the report — or reports, since you’ll have
Works print a personalized report for each of the four board
members.

Print the Reports

This section is optional. If you have a printer, set it up according
to the instructions in your Macintosh owner’s guide and the
manual for your printer. Make sure you have paper in your printer
before printing.

Since there are four records in the Database document, Works
will print four reports, one for each record.

[1] Choose Print Merge from the File menu.
The Print dialog box appears.
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If the settings in your dialog box are not the same as the ones
in the illustration, click the appropriate options to change the
settings.

[2] When your settings are correct, click the OK button.

The reports begin to print.

For more information about merging, see Chapter 21, “Merging:
Creating Mailing Labels, Form Letters, and Forms,” in Using
Microsoft Works.

Because of your hard work, Hiram Wheeler has offered you a pro-
motion based on the successful race and tremendous sales of the
Mountain Wheeler bike. And you’ve practiced advanced tasks with
all four tools in Microsoft Works!

Save Your Work

If you want to save the work you’ve done in the Word Processor Save the report S

document, Report, you can.

[1] Choose the Close command from the File menu or click the
close box in the window.

[2] If you want to save your work, click Yes; otherwise, click No.
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documents

Then, to close the other three documents on the desktop:

[1] Choose Close from the File menu for each document.

Works displays an alert box for each document you’ve made
changes to.

[2] Click No to save the documents as they were when you began,
so that someone else can try this lesson later on.

Works returns you to the Open dialog box.

Summary

In this chapter, you’ve performed many advanced tasks with
Works. Here is a summary of the tasks and the steps you take
to accomplish them. For more detailed procedures, return

to the appropriate part of the chapter.

To do this Follow these basic steps
Prepare a document for [1] Choose Prepare to Merge from
merging the Edit menu.
[2] Select a Database document and
a field name.
[3] Click Merge.
Move between documents [m] Click another document window

to make it active or use the
Window menu.

Select the information in the
Database document.

Choose Copy from the Edit
menu.

Copy Database information
into the Spreadsheet

Select a cell in the Spreadsheet
document.

Choose Paste from the Edit
menu.

B k] N [E]
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Follow these basic steps

Copy a chart into a Word
Processor document

Draw in the Word
Processor

Copy Database information
into the Word Processor

Merge Database infor-
mation into the Word
Processor

[1] Draw the Chart.

[2] Choose Copy from the Edit
menu.

[3] Position the insertion point in
the Word Processor document.

[4] Choose Paste from the Edit
menu.

[1] Choose Draw from the Edit
menu.

[2] When you finish drawing, choose
Draw Off from the Edit menu.

[1] Select the information in the
Database document.

[2] Choose Copy from the Edit
menu.

[3] Position the insertion point in
the Word Processor document.

[4] Choose Paste from the Edit
menu.

[1] Prepare the Word Processor
document.

[2] Choose Print Merge from the
File menu.

Where To Go from Here

You've practiced integrating information from one Works tool into

another.

If you want to learn more about integration, and how you can use
it for your own purposes, see “Using the Tools Together” in Using

Microsoft Works.
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To quit Works

To Take a Break for Now

If you've already practiced with the four Works tools, then this
chapter completes your practice with Microsoft Works. You've
already closed your documents and should be at the Open dialog
box, ready to head out on your own — writing, filing, calculating,
charting, communicating, and integrating information.

To practice with another tool, just turn to the appropriate chapter
in this manual.

If you want, you can quit Works entirely at this point.
To quit the Works program:
(m] Choose Quit from the File menu.

Works returns you to the Finder.
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& commands 27

9 Point command 127
12 Point command 116
18 Point command 116

Absolute Cell Ref command 76

Absolute reference 75-76
Acoustic coupler 8, 103
Active cell 69

Alignment 20, 27
Ampersand (&) 27
Arithmetic operator 73

Backspace key, text deleting 27, 44

Bar chart 93-96
Baud rate
changing 104
defined 104
Bit
defined 104
stop bit defined 105
Blank line 118
Bold command 80, 99, 120
Bold type 80, 99, 120
Budget document
recalculation 83
saving 84
Business form 3

&C command 27
Calculation See Spreadsheet

Cancel box 53, 72

Cell
absolute reference 75-76
active cell 69
clearing 78

Cell (continued)

coordinates 68, 69
filling 77-78, 98

protection See Cell protection

reference See Cell reference
relative reference 75
selecting 69
Spreadsheet formula
copying to cell 77
entry 74
value
changing 69, 83, 98
defined 69

Cell indicator 69
Cell protection

defined 82
removing 83
setting 82, 99

Cell reference

absolute 75-76
description 72
relative 75

specifying 72

Centered command

chart heading centering 120
report title centering 116
text centering 19, 33

Centering

chart heading 120
formatting command 27
report title 116

text 19, 33

Change Field Name command 41, 62
Chart

bar chart 93-96
changing types 96

copying to Word Processor 125-126, 133

data legend 95
definition
bar chart 93, 99
pie chart 86-88, 99
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Chart (continued)
drawing See berein plotting
grid removing 95
heading 120
label
chart scales 94
removing 95
setting 95, 126-128
line chart 96-97
pie chart 86-89
plotting 89, 95-96, 99
printing 97-98, 99
scale labeling 94
Spreadsheet
link 7, 91
simultaneous display 99
title 94
What-If analysis 91-92
window closing 98
Clear command 78
Clearing cells 78
Clipboard
chart copying to Word Processor 125
closing 17
contents viewing 17
defined 125
information storing 9-10, 17
Close box
chart window closing 98
document closing 34, 64, 100, 109, 131
Close command
Communications document closing 109
Database document closing 64
document closing 131
Spreadsheet document closing 100
Word Processor document closing 34
Column
moving 21-22
width setting 80, 98
Comma (,) in numbers 83
Command
9 Point 127
12 Point 116
18 Point 116
Absolute Cell Ref 76
Bold 80, 99, 120
&C 27
Centered
chart heading centering 120
report title centering 116
text centering 19, 33

Command (continued)

Change Field Name 41, 62

Clear 78

Close
Communications document closing 109
Database document closing 64
document closing 131
Spreadsheet document closing 100
Word Processor document closing 34

Copy
chart copying to Word Processor 125, 133
Database copying to Spreadsheet 122, 132
Database copying to Word Processor 133
table copying to Word Processor 129

Copy Format 23, 33

Cut 17, 33

Dial 106-107, 108

Draw 126, 133

Draw Chart 123-124

Draw Off 127, 133

Fill Down 77, 98

formatting commands 27

Full Window 39-40, 62

Insert 71, 98

Insert Page Break 30, 33

&L 27

New 114

New Pie Chart 87-88, 99

New Report 55, 63

New Series Chart 93, 99

Not Protected 83

Number of Decimals 81

Open 50

Outline 20, 116

&P 27

Page Setup 26-27, 33

Paste
chart copying to Word Processor 125, 133
Database copying to Spreadsheet 123, 132
Database copying to Word Processor 133
table copying to Word Processor 129
text moving 18, 33

Paste Format 23, 33

Percent 81

Prepare to Merge 118, 128, 132

Print
document printing 32, 33, 63
report printing 61
Spreadsheet printing 84, 99
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Print Merge 130-131, 133

Print Window 98, 99

Protected 82, 99

Quit 34, 64, 100, 109, 134

&R 27

Record Selection 43, 62

Replace 14-15, 33

Save
Database document saving 60, 63
Spreadsheet document saving 84, 99
Word Processor document saving 24, 31, 33

Save As
selected records saving 48-49, 62
Spreadsheet document saving 79, 98
Word Processor document saving 24-25, 33,

121

Select All 129

Select Report 61

Set Field Attributes 52, 63

Show Clipboard 17

Show Field Data 120

Show Field Names 120

Show Form 40, 50, 62

Show List 43, 54, 62

Show Ruler 20-21, 33

Small Window 62

Sort 47, 62

Sum This Field 58, 63

Title Page 28, 33

Undo 127

Communications

accounting code 107

acoustic coupler 8, 103

baud rate 104

connection port 105

data size 104

description 8-9

document See Communications document
handshake 105

information services 8

modem 8, 103, 106

parity 105

phone book 106-107, 108
phone number 106-107, 108
phone type changing 105
settings changing 104-105, 108
summary of lessons 108
transmission on/off control 105

Index 137

Communications (continued)
use suggestions 8-9
Xon/Xoff option 105
Communications document
closing 109
creating 103, 108
Computed field
creating 51-52, 63
Database formula set up 53-54
defined 51
summing 58
Connector defined 45
Copy command
chart copying to Word Processor 125, 133
Database copying to Spreadsheet 122, 132
Database copying to Word Processor 133
table copying to Word Processor 129
Copy Format command 23, 33
Copying
chart to Word Processor 125-126, 133
Database to Spreadsheet 122-123, 132
Database to Word Processor 128-130, 133
master Program disk xii-xiii
paragraph formatting 22-23, 33
Spreadsheet formula to cell 77
Criteria See Record
Cut command 17, 33
Cutting text 16-17

Data legend defined 95
Data size
changing 104
defined 104
Database
defined 4
document See Database document
file 37, 49-50, 62
formula See Database formula
integration See Integration
record See Record
report See Report
summary of lessons 62-63
use suggestions 6
Database document
closing 64
copying to Spreadsheet 122-123, 132
copying to Word Processor 128-130, 133
merging with Word Processor 117-120, 133
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Database document (continued)
saving 60
selection as new Database document 48-49
viewing information 4-5
window sizing 39-40
Database file 37, 49-50, 62
Database formula
defined 53
set up 53-54
Database library 8
Decimals 81
Deleting
field from report 59, 63
record selection rule 46
Deselect box
defined 71
highlight removing 71, 80
Dial command 106-107, 108
Dialing phone number See Phone number
Dialog box
moving 94
option selecting 15, 27, 88, 94, 107
Disk
initializing xii-xiii
program disk See Program disk
Division operator 73
Document
closing 131-132
Communications document See
Communications document
creating 103-104, 108, 114
customizing 3-4
Database document See Database document
defined xi, 24
file distinction xi
marking text 3
merging See Merging
moving between 132
moving information between 125
name display 14, 38, 68, 79, 86
naming 121
printing 32, 33, 63
saving
frequency 121
new name 24-25, 33, 78-79, 98, 121
same name 24, 31, 33, 60, 63, 84, 99
scrolling 16, 18
Spreadsheet document See Spreadsheet
document
titling 121

Document (continued)
Word Processor document See Word
Processor document
Dollar sign ($) 76
Dotted line 28
Draft 3
Draw Chart command 123-124
Draw command 126, 133
Draw Off command 127, 133

Electronic mail 8
Enter box 53, 72
Entry bar
active cell contents display 69
Database formula display 53
Spreadsheet formula display 72
Equal sign (=) 53, 72, 98
Equipment requirements Xii

Field
computed field See Computed field
creating 50-51, 62
defined 38
moving 57-58, 63
name See Field name
numeric field 52
removing from report 59, 63
summing 58, 63
widening 56-57, 63
Field name
changing 41-42, 62
location 39
placeholder component 117
File
Database file 37, 49-50, 62
defined xi
document distinction Xxi
sample file x
Spreadsheet file 67-68, 85-86, 98
Word Processor file 13-14
Fill Down command 77, 98
Font See Type size; Type style
Footer
alignment 27
defined 26
elimination from first page 28
setting 26-28, 33
Form letter 3



Form window 40, 62

Format copying 22-23, 33

Formatting commands 27

Formula See Database formula; Spreadsheet
formula

Full Window command 39-40, 62

Grid 95

Handshake 105
Hayes-compatible modem 106
Header
alignment 27
defined 27
Heading See Chart; Spreadsheet; Spreadsheet
row
Highlight removing 20, 22, 71, 80

Information services 8
Initializing disks xii-xiii
Insert command 71, 98
Insert Page Break command 30, 33
Inserting
placeholders 118-119
Spreadsheet row 71, 98
Integration
copying between tools
chart to Word Processor 125-126
Database to Spreadsheet 122-123
Database to Word Processor 128-129
description 9
summary of lessons 132-133
use suggestions 9-10

Key
Backspace, text deleting 27, 44
Return, blank line creating 118
Tab, dialog box option selecting 15, 27, 88,
94, 107

&L command 27

Labeling charts See Chart
Left alignment 27

Legal document 4

Index 139

Line
blank line creating 118
dotted line 28
selecting 115

Line chart 96-97

List window
description 38-39
display 43, 54, 62

Long distance service 107

Mail, electronic 8
Mailing label 3
Marking text 3
Master Program disk See Program disk
Merging
description 117
placeholder See Placeholder
preparing to merge 117-119, 128, 132
preview 120
report printing 130-131
use suggestions 2
Microsoft Works
equipment requirements Xii
integration See Integration
quitting 34, 64, 100, 109, 134
starting Xxiv
Modem
defined 8, 103
Hayes-compatible 106
Moving
between documents 132
column 21-22
dialog box 94
field 57-58, 63
information between documents 125
tab stop 21-22
text 16-19, 33
window 90
window to front of desktop 122

New command 114
New Pie Chart command 87-88, 99
New Report command 55, 63
New Series Chart command 93, 99
Not Protected command 83
Number

comma inserting 83

decimals 81
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Number (continued)

format changing 99
Number of Decimals command 81
Numeric field defined 52

Open command 50
Outline command 20, 116

&P command 27
Page break
indicator 28-29
setting 28-31, 33
symbol 28
Page numbering 27
Page Setup command 26-27, 33
Parity 105
Paste command
chart copying to Word Processor 125, 133
Database copying to Spreadsheet 123, 132
Database copying to Word Processor 133
table copying to Word Processor 129
text moving 18, 33
Paste Format command 23, 33
Percent command 81
Percentage
display 81-82
procedure 73-74
Phone book 106-107, 108
Phone number 106-107, 108
Pie chart 86-89
Placeholder
defined 117
display 120
inserting 118-119
Plotting
bar chart 95-96, 99
line chart 96-97, 99
pie chart 89, 99
Prepare to Merge command 118, 128, 132
Print command
document printing 32, 33, 63
report printing 61
Spreadsheet printing 84, 99
Print Merge command 130-131, 133
Print Window command 98, 99
Printing
chart 97-98, 99
options setting 32

Printing (continued)
report 61, 63, 130-131
Spreadsheet document 84-85, 99
Word Processor document 32, 33
Program disk
master disk
copying Xii-xiii
identification xii, xiii
sample files x-xi
Works starting xiii
Protected command 82, 99

Quit command 34, 64, 100, 109, 134
Quitting Works 34, 64, 100, 109, 134

&R command 27
Record
creating new Database document 48
criteria See bherein selection rule
defined 4, 38
form window, display 40
indicator 41
ranges 45
saving 48-49, 62
searching 42-43
selection rule
connectors 45
criteria specifying 6, 43
deleting 46
extending 45
multiple rules 45-47
ranges 45
setting 43-47, 62
sorting 47-48, 62
Record Selection command 43, 62
Reference See Cell reference
Relative reference 75
Replace command 14-15, 33
Replacing text 14-15, 33
Report
criteria See Record
definition See Report definition
field
moving 57-58, 63
removing 59, 63
widening 56-57, 63
margin symbol 59
preparing 55-50, 63
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printing 61, 63, 130-131
saving 60, 121
title 114-117
use suggestions 4, 6
Report definition
defined 55
setting 55-56
Report window
computed field summing 58
menus 56
Return key, blank line creating 118
Right alignment 27
Ruler
display 20-21, 33
tab stop display 21

Sample file x
Save As command
selected records saving 48-49, 62
Spreadsheet document saving 79, 98
Word Processor document saving 24-25, 33,
121
Save command
Database document saving 60, 63
Spreadsheet document saving 84, 99
Word Processor document saving 24, 31, 33
Saving
Budget document 84
Database document 60
document
frequency 121
new name 24-25, 33, 79, 98, 121
same name 24, 31, 33, 60, 63, 84, 99
record 48-49, 62
report 60, 121
Spreadsheet document 78-79, 84, 99

Word Processor document 24-25, 31, 33, 121

Scale See Chart
Scrolling
horizontally 54
Word Processor document 16, 18
Searching records 42-43
Select All command 129
Select Report command 61
Selecting
cell 69
dialog box option 15, 27, 88, 94, 107
line 115
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Selecting (continued)

Spreadsheet row 71

table 20

text 20
Selection rule See Record
Set Field Attributes command 52, 63
Show Clipboard command 17
Show Field Data command 120
Show Field Names command 120
Show Form command 40, 50, 62
Show List command 43, 54, 62
Show Ruler command 20-21, 33
Size box 90, 99
Slash (/) 73
Small Window command 62
Sort command 47, 62
Sorting records 47-48, 62
Spreadsheet

calculation, automatic 70, 83, 91-92, 99

chart

link 7, 91
simultaneous display 99

column See Spreadsheet column

description 7

dimensions 7

document See Spreadsheet document

file 67-68, 85-86, 98

formula See Spreadsheet formula

heading defined 68

row See Spreadsheet row

summary of lessons 98-99

use suggestions 7-8

What-If analysis 91-92
Spreadsheet column

heading defined 68

width setting 80, 98
Spreadsheet document

closing 100

printing 84-85, 99

saving 79, 84, 99
Spreadsheet file 67-68, 85-86, 98
Spreadsheet formula

absolute reference use 75-77

calculating, automatic 77

copying to cell 77

correction methods 74

creating 72-74, 98

entry into cell 74

relative reference use 75-77
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Spreadsheet row
heading defined 68, 71
inserting 71, 98
selecting 71

Starting Works xiv

Stop bit defined 105

Sum This Field command 58, 63

Tab key, dialog box option selecting 15, 27, 88,

94, 107
Tab stop
setting 21-22, 33
symbol 21
Table
alignment 20-22
copying to Word Processor 128-130
selecting 20
Telephone
phone book 106-107, 108
phone number 106-107, 108
type changing 105
Text
centering 19, 33
cutting 16-17
marking 3
moving 16-19, 33
replacing 14-15, 33
selecting 20
Title
chart 94
report 114-117
Title bar
chart name display 94

document name display 14, 38, 68, 79, 86

tool name display 14, 38, 68, 86
Title page
footer elimination 28
setting 28, 33
Title Page command 28, 33
Tools See specific tool
TotalsPage menu 56
Trends 96
Type size 115-116, 127
Type style
bold style 80-81, 99, 120
changing 20, 33, 115-116, 120
outline style 20, 116

Undo command 127

Value See Cell

What-If analysis 91
Window

activating 90
chart window closing 98
expanding 39-40, 62
form window 40, 62
list window
description 38-39
display 43, 54, 62
moving 90
moving to front of desktop 122
shrinking 62
sizing 39-40, 62, 90, 99

Window menu 122
Word Processor

description 2

document See Word Processor document
file 13-14

integration See Integration

summary of lessons 33

use suggestions 2-4

Word Processor document

chart inserting 125-126, 133

closing 34

creating 114

Database information
copying 128-130, 133
merging 117-120, 133

drawing in 126-127, 133

scrolling 16, 18

table inserting 128-130

Word Processor file 13-14
Works See Microsoft Works
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