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Preface to 3rd edition

The success of Clar isWorks Step by Step is  based on the old Chinese

proverb,  " I  hear,  and I  forget .  I  see ,  and I  remember.  I  do,  and understand."

Each page of  the  book is  s imple  l i s t  o f  s teps  for  you to  do at  the  computer.

Do them, and you'll understand.

You'll quickly see how to use the powerful ClarisWorks tools for writing,

editing, checking spelling, formatting text, printing form letters, drawing
and painting, making slide show presentations, doing complex calcula-
t ions ,  c reat ing  char ts  and  graphs ,  o rgan iz ing  data ,  search ing  for  in forma-

tion, and creating reports.

You need not go through the whole book from beginning to end. If you're

a l ready  a  Mac in tosh  user,  sk ip  pages 1-5.  Eve r yone  shou ld  do  pages  6-24.

After  that ,  e i ther  cont inue in  order  or  jump to topics especia l ly  interest  you.

To help you navigate from topic to topic, icons in the upper left corner of
the page wil l  warn you when some previous topic or activity should have

been done f i rs t .  Here 's  a  l i s t  o f  the  icons  and what  they  mean:

Be sure you have completed the previous topic before
beginning this one.

Make sure  a  document  of  the  cor rect  type is  open before  do ing

the f i rst  step on th is page.

Make  sure  your  f loppy  d isk  has  the  named document  saved  on
i t  before  beg inn ing  th is  page.

A  word  of  adv ice .  Read each  step  carefu l ly,  do  exac t ly  what  i t  says ,  watch

the  screen  to  see  what  happens ,  and  go  on  to  the  next  s tep.  Somet imes

you'll be tempted to go off and check out a few ideas on your own. Don't

g ive  in  to  the  temptat ion !  The  resu l t  can  change  th ings  in  ways  that  make

la ter  s teps  in  the  book  produce  surpr is ing  resu l ts .

This is not to say exploring on your own is bad. Just the reverse-you
shou ld  fee l  f ree  to  t ry  anyth ing  out .  Just  make  sure  you  complete  a  set  o f

top ics  in  the  book,  save  your  document  i f  necessary,  and then  do  a l l  the  ex-

plorations you want. When you finish, discard the document you used for
experimentation.
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E x p e r i e n c e d  M a c i n t o s h  u s e r s

shou ld  sk ip  to  page  6.

Use mouse actions
To use the Macintosh efficiently, you need to master the mouse

2  /  M a c i n t o s h  B a s i c s and the f ive main ways to use it .

1 Switch on computer and monitor.

Screen should have al l  features in f igure. You may see others.

M e n u  b a r - File Edit View Label Special O G

Hard d isk icon M a c i n t o s h  H D

D e s k to p

P o i n t e r  •

B y  t h e  w a y

Yo u r  h a r d  d i s k  i c o n  m a y  h a v e  a

d i f f e r e n t  n a m e  o r  s h a p e .

Trash icon

2 Move pointer:

Hold mouse on smooth surface, wire away from you.

Watch pointer on screen as you slide mouse toward and away from you.

Watch pointer as you move mouse left and right.

Move mouse in circle.

Try to move pointer off screen.

3 Cl ick  object  to  se lect  i t :

Move pointer tip inside Trash icon at lower right.

Watch Trash icon as you tap mouse button.

C l i c k- h o l d  o b j e c t  t o  s e e  m o r e :

Move pointer to File in menu bar.

Watch screen as you hold down mouse button for a few seconds.

5 Drag object to move it:

Move pointer to Trash icon.

Hold mouse button as you move mouse inch or so.

Re l e a s e  m o u s e  b u t to n .

D o u b l e - c l i c k  o b j e c t :

With pointer tip inside Trash icon, quickly tap mouse button twice.

This is shortcut for "opening" Trash window. It 's probably empty.



C o m p l e te  p rev i o u s  a c t i v i t y
before  go ing on.

Give menu commands
Macintosh appl icat ions a lways have a  menu bar  at  the top of

the screen. You do things by choosing commands on menus. MB/ 3

Fi le  menu
Give command to close Trash window:

Fi le If stripes do not appear at top of Trash window, double-click Trash icon.
New Folder N
Open 9 8 0 Str ipes mean window is act ive.  Menu commands affect act ive window.

Print 3 8 P

Close Window æI
Click-hold Fi le in menu bar at

C h o s e n
top of screen.

c o m m a n d

Get  In fo 9 8 1
Drag pointer down to Close Window.

Sharing... I f  your computer uses System 6, command is Close.
Dupl icate 8 D
Make Alias Release mouse button to choose command.
P u t  Away

Trash window disappears.
F ind . . . 3F
Find Again 9 0 G 2 Close other  windows:

Page Setup... Use  last  th ree
Pr int  Window.. .

s teps  above  to  c lose  any  o ther  open  w indows.

<
Give command to get information about Trash:

Click Trash icon once to select it.

Click-hold File on menu bar.

Drag pointer down to Get Info.

Re l e a s e  m o u s e  b u t to n .

From now on,  steps l ike last  three are abbreviated as fol lows:
"On Fi le menu, choose Get Info.

Close Get Info window:

On Fi le menu, choose Close Window.

5
Open and close Trash window again:

If Trash icon is not highlighted, click it once to select it.

On File menu, choose Open.

You can open icon this way or by double-cl icking it .

On Fi le menu, choose Close Window.



Comple te  p rev ious  ac t i v i t y
before  go ing  on .

Explore windows
Macintosh appl icat ions  a lways  d isp lay  in format ion  in

M a c i n t o s h  B a s i c s windows. You control  the posit ion and size of windows.

W U e r  t e c o s t w o n c u e e t t e e n g i o r e n  D o t a

Open hard d isk window:

Double-click hard disk icon ( just below right end of menu bar).

B y  t h e  way

Double-cl icking is  shortcut for cl icking icon and then giving Open
c o m m a n d .

Yo u r  h a r d  d i s k  w i n d o w  m a y  s h o w

l a r g e  i c o n s  w i t h  n a m e s  b e l o w,  a n d

y o u  m a y  s e e  d i f f e r e n t  i t e m s .

Tit le bar Name of hard disk

Macintosh HD

Close box N a m e S i z e K i n d Zoom box

D  C  C l a r i s W o r k s  4 . 0  F o l d e r f o l d e r

D  O  S t a r t u p  A p p l i c a t i o n s - f o l d e r

L  System Fo lder f o l d e r

D  C  U t i l i t i e s f o l d e r
S ize box

2 M ove  w i n d ow :

Click-hold stripes in title bar at top of window.

Drag window to new location.

Use size box:

Click-hold size box (dual squares, lower-right corner).

Drag in any direction.

Use  zoom box :

Click zoom box (dual squares, upper-right corner).

Click again to return to previous size.

5 Explore two windows:

Double-click System Folder in hard disk window.

I f  necessary,  d rag  System Fo lder  w indow so  you  can  see  par t of hard disk

window.

Click anywhere in hard disk window. Look at title bar.

Click anywhere in System Folder window. Look at title bar.

Str ipes in t i t le  bar show which window is  act ive.  Commands affect  act ive
window.

Close both windows:

Click close box (square box, upper-left corner) of each window.

Cl icking close box is  shortcut  for  Close Window command.



Comple te  p rev ious  ac t i v i t y

b e f o r e  g o i n g  o n .

Use scroll bars
A Macintosh window may not  show a l l  the informat ion in  a

document.  Scrol l  bars let  you br ing al l  parts into view. MB / 5

Open System Folder window:

Double-click hard disk icon.

Double-click System Folder in hard disk window.

Click close box of hard disk window.

You may have to drag System Folder window out of  way.

A r r a n g e  w i n d ow :

On View menu, choose by Name.

Click zoom box (upper-right corner) of System Folder window.

Click-hold size box (lower-right corner).

Drag  s i ze  box  to  make  w indow same s i ze  as  f igu re .

System Folder
N a m e

Scrol l  ar row

By  the  way
D  C a  A p p l e  M e n u  I t e m s

Yo u r  s y s t e m  f o l d e r  m a y  c o n t a i n
C Clar is

0 Cl ipboard
S c r o l l  b o x e s

m o re  a n d  d i f fe re n t  i t e m s . C o n t r o l  P a n e l s

L  Extens ions
S c r o l l  b a r s

L F inder Scrol l  arrows

* Use scrol l  arrows:

Click-hold scroll arrow at bottom of right scroll bar.

Text  in  window gradual ly  moves up.

Explore both scroll arrows on both scroll bars.

Drag scroll  box:

Click-hold box in right scroll bar.

Drag up or down.

Re lease  mouse  bu t ton .

Text quickly moves down or up.

5 Click above or below scroll box:

Place pointer below box in right scroll bar.

Click once to move down one screen length.

Place pointer above box in right scroll bar.

Click once to move up one  screen  length .

•
Close System Folder window.



Set up desktop
You'l l  f ind it  convenient in the rest of this book to have your

M a c i n t o s h  B a s i c s Macintosh desktop set up so start ing ClarisWorks is easy.

S w i t c h  o n  c o m p u t e r  a n d  m o n i t o r  i f  n e c e s s a r y.

Open  hard  d isk  w indow:

Double-click hard disk icon.

*
Viem L i s t  d o c u m e n t s  a n d  fo l d e r s  b y  n a m e :

by Small  Icon
by  Icon

On View menu, choose by Name.

'by Name Items in window are l isted in alphabetical  order.  (Your i tems may differ
Dy Size
by Kind

from ones in f igure below.)

by Label
by Date Move window:

Click-hold stripes at top of window.

Drag window to upper-left corner of desktop.

5
Change size:

Click-hold size box (dual squares, lower-right corner).

Drag to make window similar to one in figure.

File Edit View Label Special pe'
M a c i n t o s h  H D

S i z e  K i n d
t a c i n t o s h  H D

N a m e

D e s i r e d  f o l d e r C l a r i z w o  k g  4 . 0  F o l d e r f o l d e r

O t h e r  •A p p l i c a t i o n s f o l d e r

O  System Fo lder f o l d e r

0  U t i l i t i e s fo l d e r

•
Open Clar isWorks 4.0 fo lder:

If you don't see folder, it is inside another folder. Try double-clicking folder

named Appl icat ions,  Software,  or the l ike.  I f  a l l  e lse fai ls,  use Find

command (see page 8).

Double-click L Clarisworks 4.0 Folder (not  ClarisWorks application).

On View menu, choose by Name.

Notice
A ClarisWorks application at top of Claris Works 4.0 Folder window.

7 Close all windows except one c o n t a i n i n g  C l a r i s  Wo r ks  4.0  F o l d e r.



Comple te  p rev ious  ac t i v i t y
before  go ing on.

Prepare floppy disk
Whi le  us ing th is  book,  you' l l  be sav ing a l l  your  work on

a

f loppy d isk .
MB / 7

Insert floppy disk into disk drive:

Insert slider end first, label side up.

2 I f  d i a l o g  b ox  s ays  d i s k  i s  u n re a d a b l e ,  d o  t h e s e  s te p s ;  i f  n o t ,  s k i p  to  s te p  3.

If dialog box has Initialize button, click it. Then Click Continue.

OR

If dialog box has Two-Sided button, click it. Then click Erase.

After a minute or two, f loppy disk icon appears at r ight edge of desktop.

Sk ip  to  step  4.

3 If no dialog box appears, erase disk manually:

Click new floppy disk icon (below hard disk icon).

On Special menu, choose Erase Disk.

Click Erase button to erase everything on disk.

Name f loppy disk:

Click name box under new floppy disk icon at right edge of desktop.

Wait for white l ine to form around highlighted name.

Type My Files.

My F i les

5 Eject floppydisk th is  way:

Click-hold pointer on My Files floppy disk icon.

Drag icon in front of Trash icon.

When Trash icon is highlighted, release mouse button.

Disk pops from drive. You did not lose anything; this is how to eject disk.

Remove floppy disk and save.

You wil l  use disk later to store your own f i les.



C o m p l e t e  p rev i o u s  a c t i v i t y

before  go ing on.

Find file
Sometimes you forget where a file is located on a hard disk. The

8 M a c i n t o s h  B a s i c s
Fi le menu has a special  command to help you locate i t .

Find Claris Works application:

On File menu, choose Find.

B y  t h e  way If  F ind is  not  on menu,  use Find Fi le  on Apple menu (at  left  end of  menu
I f  yo u  a re  u s i n g  S ys t e m  7.5  o r  l a t e r,

t h e  F i n d  d i a l o g  b ox  i s  d i f fe r e n t ,  b u t
bar). It's slightly different but does same job.

t h e  p u r p o s e  i s  t h e  s a m e .  U s e  t h e Type clarisw intextboxnext to Find.
s t e p s  h e r e ,  b u t  e x p e c t  d i f fe r e n c e s .

Typing only part  of  f i le name is usual ly enough. You can use lowercase

or  capi ta l  let ters .

Find

Find: clar isw

More Choices C a n c e l F ind

Click Find button at lower right.

W i n d o w appears .  F i le  or  fo lder  wi th  c lar isw in  name appears
highl ighted somewhere on screen.

2
If  you do not see fi le you want:

On Fi le menu, choose Find Again.

OR

Hold down 36 and tap G.

Command key & is next to space bar.

Repeat until you find fi le you want.

Close al l  windows except hard disk window.

Shut down computer:

On Special menu, choose Shut Down.

I f  you  see  message  say ing  you  may  sw i tch  computer  o f f,  do  so.

Switch off monitor i f  necessary. i f

Set  f loppy d isk  as ide  for  future  use.



Start Claris Works
You're now ready to star t  the Clar isWorks appl icat ion running

on  you r  Mac in tos h . MB / 9

1 S w i t c h  o n  c o m p u t e r  a n d  m o n i t o r  i f  n e c e s s a r y.

2 Locate ClarisWorks application:

Double-click hard disk icon if window not already open.

F i n d  C l a r i sWo r ks  fo l d e r  O  C l a r i sWo r ks  4.0  F o l d e r

B y  t h e  w a y It  may be inside another folder. If  you can't f ind it ,  use Find command as

Yo u r  c o m p u t e r  m a y  h a v e  s h o r t c u t s explained on page 8.

fo r  o p e n i n g  a n  a p p l i c a t i o n .  I f  yo u ' r e

u s i n g  S y s t e m  7.5 ,  u s e  t h e  A p p l e

m e n u  a t  t h e  l e f t  t o  c h o o s e  R e c e n t

*
Open ClarisWorks appl ication:

Appl icat ions, then Claris Works.
Or,  i f  you see the  C lar is  Works  icon in

D o u b l e - c l i c k  C l a r i s  Wo r ks  fo l d e r   C l a r i sWo r ks  4.0  F o l d e r

t h e  L a u n c h e r  w i n d ow,  j u s t  c l i c k  i t . Double-cl ick Clar is  Works appl icat ion G Clar isWorks

If Welcome dialog box appears:

Click Don't show this screen anymore to put X in check box.

Double-click Create a new document.

5 View New Document dialog box.

New Document  d ia log  box  normal ly  appears when Clar isWorks star ts .

N e w  D o c u m e n t

Word Processing 0
Drawing
Painting

# Spreadsheet
b Database
Communications
C r e a t e  a  n e w  w o r d  p r o c e s s i n g  d o c u m e n t .

Use Assistant or Stationery Cancel O K

Computer waits for you to choose type of new document to create. You can

cl ick Cancel and open exist ing document or do other things.

I f  th i s  i s  your  f i rs t  use  o f  C la r i s  Works :

Click Cancel button once only to close New Document dialog box.

Do activities on next three pages.



Use application menu
With two appl icat ions running at  the same t ime,  switch ing

M a c i n t o s h  B a s i c s
between them by accident is common. Here's the remedy.

I f  n e c e ss a r y,  s t a r t  C l a r i sWo r ks  a p p l i c a t i o n  ( s e e  p a g e  9 ) :

Click Cancel button once to close New Document dialog box.

Switch applications by accident:

Look at application icon (at right end of menu bar).

(2 E3 A p p l i c a t i o n  i c o n
for  C lar isWorks

Icon shape shows that  Clar isWorks is  act ive appl icat ion.

Look at icons and windows on desktop.

They were there when you started Claris Works. They don't belong to

Clar is Works,  but you might cl ick one by accident.

Tip Click anywhere on desktop. Look at application icon.

W h e n  t h e  c o m p u t e r  i s n ' t  w o r k i n g

i t  the  way  i t  shou ld ,  your  f i rs t  s tep
2E Appl icat ion icon

s h o u l d  b e  t o  c h e c k  t h e  a p p l i c a t i o n

for  F inder

i c o n  a n d  s e e  w h a t  i s  a c t i v e .
Icon shape means Finder is active application. (Finder runs as soon as you

start computer. Finder displays desktop icons and has menus you see.)

U s e  a p p l i c a t i o n  m e n u  t o  s w i t c h  b a c k  t o  C l a r i sWo r k s :

Click-hold application icon.

H i d e  F i n d e r

H ide  Others
S h ow  A l l

E  C la r i sWorks
F inder

Check mark shows act ive appl icat ion.

On application menu, choose ClarisWorks.

Look at  appl icat ion icon.

Avoid accidental window clicks:

Tip Make sure application icon is for ClarisWorks.
W h e n e v e r  y o u  s t a r t  C l a r i s  Wo r k s  i n

t h e  f u t u re ,  d o  s te p  4  h e re .  W i t h  t h e
On application menu, choose Hide Others.

F i n d e r  w i n d o w s  h i d d e n ,  y o u  w o n ' t

b e  te m p te d  to  c l i c k  o n e .
Windows belonging to Finder disappear. Now there's no temptation to cl ick

one.  (But c l icking desktop,  disk icon,  or  Trash st i l l  makes Finder act ive !)



Set preferences
This book assumes certain sett ings for Clar isWorks.  Here is

how to check settings and make any changes needed. MB / 11

1BCCXK3CMUL OSWWVEA EWDAlads

S t a r t  C l a r i s  Wo r ks  a p p l i c a t i o n  ( s e e  p a g e  9 ) :

Click Cancel button to close New Document dialog box.

Display Preferences dialog box:

On Edit menu, choose Preferences.

Make general settings:

C l ick  i tems as  needed to  match  th is  f igure :

G e n e r a l

S h o w  F o n t s  i n  F o n t  M e n u

D e n e r a
O l d  Ve r s i o n  A l e r t

L o c k e d  F i l e  W a r n i n g

A Pa i n t  R e d u c t i o n  Wa r n i n g

[ v 4 . 0 ]  S u f f i x

S a v e d  D o c u m e n t s O n  s t a r t u p ,  s h o w

Create  Custom lcon

Q &  C r e a t e  P r e v i e w

©  N e w  D o c u m e n t

O  O p e n  D o c u m e n t

R e m e m b e r  X T N D  t r a n s l a t o r  Ö  N o t h i n g

G r a p h i c s

Click Make Default button to save settings.

C l i c k  Tex t  i c o n ,  m a ke  s e t t i n g s  m a t c h  t h i s  f i g u re ,  a n d  c l i c k  M a ke  D e fa u l t :

By  the  way Text

E xc e p t  fo r  o n e  i t e m ,  a l l  s e t t i n g s  i n

t h e s e  f i g u re s  a re  t h e  s t a n d a rd  o n e s
G e n e r a l 2  S m a r t  Q u o t e s  ( *,  * * )

t h a t  c o m e  w i t h  C l a r i s W o r k s .  T h e G e n e r a l
& S h ow  I nv i s i b l e s

e xc e p t i o n  i s  S h o w  I n v i s i b l e s  ( i n  t h e

|  F r a c t i o n a l  C h a r a c t e r  W i d t h s

f i g u r e  a t  r i g h t ) .  B e  s u r e  t o  p u t  a n  X D a t e

t h e re  i f  yo u  d o n ' t  s e e  o n e .
F o r m a t

© 1 1 / 2 9 / 9 4

Text O  N o v  2 9 ,  1 9 9 4
8nN o v e m b e r  2 9 ,  1 9 9 4

Tu e ,  N o v  2 9 ,  1 9 9 4

Tu e s d a y,  N o v e m b e r  2 9 ,  1 9 9 4

Q
G r  a p h i c s

5
C l i c k  G r a p h i c s  i c o n ,  m a ke  s e t t i n g s  m a t c h  t h i s  f i g u re ,  a n d  c l i c k  M a ke  D e fa u l t :

G r a p h i c s

O b  j e c t

S e l e c t i o n
G e n e r a l

° 0N
A Polugon G

Closing 0
©  M a n u a l

O  A u t o m a t i o

Tex t X  A u t o m a t i c a l l y  S m o o t h  F r e e h a n d

M o u s e S h i f t  c o n s t r a i n t D e g r e e s

G G r a d i e n t s   Fa s t e r  G r a d i e n t s



12  /  Mac in tosh  Bas ics Set Preferences continued

C l i c k  S p re a d s h e e t  i c o n ,  m a ke  s e t t i n g  m a t c h  t h i s  f i g u re ,  a n d  c l i c k  M a ke  D e fa u l t :

You'll  have to scroll to see Spreadsheet icon.

S p r e a d s h e e t

A r r o w  K e y s

P r e s s i n g  a r r o w  k e y s
Tex t

O  A l w a y s  S e l e c t s  A n o t h e r  C e l l

©  M ove s  t h e  I n s e r t i o n  P o i n t  i n  t h e  E n t r y  B a r

E n t e r  K e y

G r a p h i c s P r e s s  E n t e r  t o  c o n f i r m  e n t r y  a n d

©  S t a y  i n  t h e  C u r r e n t  C e l l

Ö  M o v e  D o w n  O n e  C e l l

Ö  M o v e  R i g h t  O n e  C e l l

7
C l i c k  C o l o r  i c o n ,  m a ke  s e t t i n g  m a t c h  t h i s  f i g u re ,  a n d  c l i c k  M a ke  D e fa u l t :

C o l o r

D r aw i n g  a n d  Te x t  C o l o r s

E d i t a b l e  2 5 6  C o l o r  Pa l e t t e
S h o r t c u t s

L o a d  P a l e t t e . . . Save Pa let te .

R E O L

C o m m u n i c a t i o n

B y  t h e  w a y Click OK to close dialog box.

O t h e r  g ro u p s  o f  p re fe re n c e s  a re
s e t a b l e ,  b u t  t h e i r  s e t t i n g s  wo n ' t

8 Q u i t  C l a r i s  Wo r ks :

a f f e c t  y o u r  w o r k  i n  t h i s  b o o k .
Be  carefu l  not  to  c l i ck  i tems on  desktop.

On File menu, choose Quit.

Clar is Works menus disappear.  Finder menus and windows reappear.

Look at application icon (at far right of menu bar).

Computer shape means Finder is  now act ive.

E n d  s e s s i o n  a t  c o m p u t e r :

I f  ClarisWorks Folder window isopen, c l ick  c lose  box  at  upper- le f t  corner.

On Special menu, choose Shut Down.

On some Macintosh models,  computer automatical ly switches off.  On

others, message appears saying that you may now switch off computer and
monitor.
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Create new document
Entering text into a new document is usual ly the f irst step in

C l a r i s  W o r k s  W o r d  P r o c e s s i n g using a word processor program.

1
S t a r t  C l a r i sWo r ks  a p p l i c a t i o n  ( s e e  p a g e  9 ) .

I f  C lar isWorks  is  a l ready runn ing,  choose New on F i le  menu.

2 Choose type of new document:

Double-click Word Processing in New Document dialog box.

New word processing window looks l ike th is :

Untit led 1 (WP)

Text ruler: ZAAA B 1900 000 Body

Marg in  out l ine
F o r m a t  c o n t r o l s

Insert ion point
I - b e a m  p o i n t e rI

3 E n te r  tex t :

Type following Mark Twain quotation. Do not tap RETURN at end of lines.

We have a criminal jury system which is
superior to any in the world and its
efficiency is only marred by the difficulty
of finding twelve jurors every day who
don't know anything and can't read.
Not ice words in  paragraph automat ica l ly  "wrap" (cont inue on next  l ine

when end of l ine is reached).

B y  t h e  way Tap RETURN twice,  f i rst  to  end paragraph and then to add blank l ine after  i t .

A  b e n t  a r r o w  a p p e a r s  w h e r e v e r  y o u

t a p  R E T U R N  i n  a  d o c u m e n t .  I t
Type  fo l low ing  quotat ions ,  tapp ing  RETURN tw ice  a f te r  each  paragraph :

m a r k s  t h e  e n d  o f  t h e  p a r a g r a p h .  I f

y o u  d o n ' t  s e e  p a r a g r a p h  m a r k s ,  g o

If you pick up a starving dog and make him

t o  p a g e  1 1  a n d  s e t  t h e  Te x t

prosperous, he will not bite you. This is
p r e f e r e n c e s  s h o w n .

the principal difference between a dog and
a man.

In the first place God made idiots. This was
for practice. Then He made School Boards.

C o r re c t  e r ro rs ,  d e l e te  c h a r a c te rs :

I f  you  don' t  see  paragraph  mark  be low last  paragraph,  tap  RETURN.

Move I-beam pointer just to right of any error you see, then click.

Tap  DELETE to  e rase  er ror,  then  re type .

Key is  in upper-r ight corner of  main group of keys.



A  C l a r i s Wo r k s  d o c u m e n t

must  be  open.

Save document
After creating and editing a new document, you need to save it

permanent ly  on a  d isk . WP / 15

Give Save command:
File

New.. . 8N On File menu, choose Save.
O p e n . . . 9 8 0

Insert... Say where to save document:

C l o s e 8W Click Desktop button in Save dialog box.
S a v e S
S ave  A s . . . 0  9 8 S If your floppy disk is already in drive, double-click My Files in list at left.
Revert

Document  Summary  in fo
OR

Shortcuts If your floppy disk is not in drive, insert it, slider end first, label side up.
Library
Mai l Now My F i les  appears in  box at  top.  Box shows where f i le  wi l l  be saved.

Mai l  Merge.. . 0  9 8 M 3 Name and save document:
Page  Setup. . .
Print... 9 8 P I f  necessary,  tap  (TAB to  h igh l ight  text  box  be low Save  As .

Q u i t 80 Type My Quotations in text box.

Labeled items in f igure should look l ike this on your screen.

P l a c e  w h e r e  d o c u m e n t  w i l l  b e  s a v e d Œ My Fi les v My Files
Eject

Desktop

New

C a n c e l

Save As: Save

C la r i sWorks

N a m e  o f  d o c u m e n t My Quotat ions
D o c u m e n t  S t a t i o n e r y

Click Save button.

Note new name in  t i t le  bar  of  document window.

Add to document and save again:

Click below last paragraph mark.

Type following paragraph:

It's better to keep your mouth shut and
appear stupid than to open it and removeall doubt.

Tap RETURN) twice.

Give Save command as in step l.

No dialog box appears this t ime. Changed fi le simply takes place of original

on f loppy d isk.  Or ig ina l  is  permanent ly  erased !



C o m p l e te  p rev i o u s  a c t i v i t y

b e f o r e  g o i n g  o n .

Use save as
Often you need to save a changed document with a new name

C l a r i sWo r k s  Wo r d  P r o c e s s i n g or a in a new location so it won't erase the original.

Add more text to My Quotations document:

Click below last paragraph mark.

Type following paragraph:

October. This is one of the peculiarly
dangerous months to speculate in stocks.
The others are July, January, September,
April, November, May, March, June,
December, August, and February.

Tap RETURN.

2 Save changed document without erasing original:
File

New... äN On File menu, choose Save As.
Open. . . 9 8 0

Insert... Save As command forces Save dialog box to appear.  I t  shows current

location and name of document. You can change either or both.
C lose 9 8  W

Save 3S Leave location as My Files floppy disk.
S ave  A s t#S
Rever t Click just right of Quotations in text box at bottom.

Document Summary Info Type a space and Plus.
Shortcuts
Library

Save As:

Mail
|ClarisWorks

My Quotations Plus
Mail  Merge.. . 0  3M
Page Setup. . .
Print... 9 8 P

Click Save.
Q u i t

Now you have two documents  on your  f loppy d isk .  My Quotat ions  has

or ig ina l  text .  My Quotat ions  P lus  has  or ig ina l  text  p lus  paragraph above.

Look at tit le bar of document window.

Tit le bar shows new document name. I f  you use Save command now, only

new document is affected.

3 Close My Quotations Plus document:

Click close box at upper-left corner of window.

OR

On File menu, choose  C lose .

I f  you've made fur ther  changes,  Clar isWorks asks whether  you want  to

save them. Doing so is  l ike  g iv ing Save (not  Save As)  command.

Be careful not to click anywhere on desktop!

I f  you do,  F inder becomes act ive appl icat ion.  I f  that  happens,  c l ick-hold

Finder  icon at  upper  r ight  of  screen and drag down to  Clar isWorks.



Open & print document
A document must be open for you to print i t .  You may need to

select what size paper to print on and the l ike before print ing. WP / 17

1 Open document you want to print:

In this exercise, use My Quotations. Here are steps for opening it.

On File menu, choose Open. Look at new dialog box.

It 's l ike Save As dialog box. You want name at top of scrol l  box to be My

Fi les,  and you want  to  see My Quotat ions l isted in  box.

If My Quotations is listed, simply double-click its name.

OR

Click Desktop button. Make sure floppy disk is in drive. Then double-click
My Files in scroll box. Finally, double-click My Quotations.

2 Open Page Setup dialog box:

On File menu, choose Page Setup.

Page setup in f igure is for part icular printer.  Main features, such as

choosing enlargement and orientation, are same for other types.

LaserWriter  Page Setup

Paper:  © US Letter  O A4 Letter

O US Legal  O B5 Letter  O
Tabloid Cance l

Reduce  or  100 %
Printer Effects:

Enlarqe:
[Options ]

Z Font Substitution?
Orientat ion Z Text Smoothing?

Z Graphics Smoothing?
X Faster Bitmap Print ing?

Paper options at top let  you say what kind of paper is in pr inter.  On some

versions of dialog box, paper options are on pop-up menu. To  c h o o s e  o p t i o n ,

c l ick-hold opt ion shown and drag to new one on menu that  appears.

Select orientation of printed image on page:

B y  t h e  w a y Click right Orientation icon.

Pa g e  s e t u p  c h a n g e s  a f fe c t  a l l

d o c u m e n t s  y o u  p r i n t  a f t e r  t h a t ,  n o t
Left  icon is vert ical ,  or portrait .  Right icon is horizontal ,  or landscape.

j u s t  t h e  d o c u m e n t  c u r r e n t l y  o p e n .
Reduce or enlarge printed image:

Type 90 in Reduce or  Enlarge text  box i f  present.

Some printers allow you to reduce or enlarge image so more or less text fits

page. Useful when document doesn't quite fit.

5
C a n c e l  p a g e  s e t u p  c h a n g e s :

Click Cancel button.

Page setup returns to what i t  was when you gave Page Setup command.



18 C l a r i s  Wo r ks  Wo r d  P r o c e s s i n g Open & print document continued
H O C D O C M N D N S A D P / D P O R 8  H C N B R F R

B e fo r e  p r i n t i n g ,  c h e c k :

Is pr inter plugged in,  and is switch on?

Is paper in tray?

Is cable from printer to computer inserted in proper computer port?

I f  pr inter  has On l ight  or  Select  l ight ,  is  i t  on?

Is  Chooser  (on Apple menu)  proper ly  set  for  your  pr inter?

7
Open Print dialog box:

On File menu, choose Print.

Dialog box in f igure is for part icular pr inter.  Yours may be different.

LaserWriter "LaserWriter Select 360" Print

Copies: Pages:  © AI I  O  From: To:
Cancel

Cover  Page:  O No O F i rst  Page O Last  Page

Paper Source: © Paper Cassette O Manual Feed

Print : O  B lack  &  Wh i te  © Co lo r/Graysca le

Destination: © Printer O PostScript® File

Specify number of copies:

Type 4 in Copies text box.

Print range of pages:

Tap (TAB) to go to From text box. Type 3.

Tap TAB. Type 7 in To text box.

I f  you leave From and To b lank,  a l l  pages wi l l  be pr inted.

10 Pr int  one copy of  whole document:

Change number of copies back to l.

B y  t h e  way
Click radio button before All.

Yo u  u s e  t h e  s a m e  m e t h o d s  to  c h a n g e

p r i n t i n g  o p t i o n s  f o r  d a t a b a s e
Click Print button to start printing.

l a y o u t s ,  s p r e a d s h e e t s ,  a n d  g r a p h i c s
d o c u m e n ts .

If  you don't  want to pr int,  cl ick Cancel  instead.

11 Close My Quotat ions without saving changes.

Click close box at upper-left corner of window.

Cl ick  Don ' t  Save  i f  asked  whether  to  save  changes .



S T O P
M y  Q u o t a t i o n s  m u st  b e  o n

f loppy d isk .  See page 14.

Find text
You can get  he lp  in  f ind ing words you're  look ing for-a n ice

feature if  your document has lots of text. WP / 19

1
Open My Quotations document.

See step 1 on page 17 for details.

2 Find word:

On Edit menu, choose Find/Change, then Find/Change on submenu.

Writing Tools
F i n d / C h a n g e F i n d / C h a n g e . . #F
Publishing F i n d  Ag a i n 3 8 E

Find Select ion û%E
Preferences. .
S h o w  C l i p b o a r d

You must  drag  down Ed i t  menu to  F ind/Change,  then  hor izonta l ly  in to

submenu.  F ind /Change w indow appears .

Type You (with capital Y) in Find text box.

F i n d / C h a n g e

F i n d C h a n g e

Yo u

0 Whole word  Case sensit ive

Change C h a n g e Change, Find Find Next

Click Find Next until search repeats.
B y  t h e  w a y

I f  y o u  h a v e  s e v e r a l  d i f fe r e n t  w o r d s
You appears three t imes before repeating itself.  Note that you in your was

to  c h a n g e ,  n ow  i s  t h e  t i m e  to  d o  i t .
also found. (You may have to move dialog box to see text.)

Yo u  c a n  ke e p  c h a n g i n g  w o r d s  a s

l o n g  a s  t h e  F i n d / C h a n g e  w i n d o w  i s
« Find whole  word:

open
Below Find text box, click Whole word to place X in check box.

Click Find Next until you have found all occurrences.

You appears only twice because you asked for only that word (and not
others that contain those letters).

Find case sensitive word:

Click Case sensitive to place X in check box. Click Find Next.

You with f i rst  letter capital ized is not found anywhere.

Cl ick OK.

Example of  F ind power:

Double-click in Find text box and type mouth shut.

Click Find Next.

In large document, you could go directly to sentence with those words.

Close Find/Change window by clicking close box.



C o m p l e t e  p r e v i o u s  a c t i v i t y

b e f o r e  g o i n g  o n .
Change text

Sometimes you need to change one word to another in many
2 0  /  C l a r i s  W o r k s  W o r d  P r o c e s s i n g p laces in  a  document.

Br ing back F ind/Change window:

On Edit menu, choose Find/Change, then Find/Change on submenu.

2
Set window up for changing text:

If necessary, double-click in Find text box to highlight text there.

Type is.

Tap (TAB)  to  go to  Change text  box.

Type has been.
Click Case sensitive to remove X from check box.

X in  Whole  word check box should  stay there.

F ind /Change

F ind C h a n g e

is has  been

X Whole word  Case sensit ive

C h a n g e  A l l C h a n g e Change, Find F i n d  N e x t

*
Find and change words one at a time:

Cl ick Find Next.

Move window if  you can't  see word.

Cl ick Change, Find button.

Find and change words without checking:

If necessary, double-click in Find text box to highlight it.

Type This.
Tap TAB and type That, unfortunately.
Click Change Al l .

Click OK when ...not undoable message appears.

Al l  changes are made automat ical ly.

Click OK when ...occurrence(s) replaced message appears.

5
P r a c t i c e  F i n d / C h a n g e  w i t h  w h o l e  w o r d  a n d  c a s e  s e n s i t i v e  s e a r c h e s .

6
Click in My Quotations window to make it active. Close it without saving changes.

F ind /Change w indow c loses  automat ica l ly.



M y  Q u o t a t i o n s  m u st  b e  o n

f loppy d isk .  See page 14.
Check spelling
Claris Works can check the spel l ing of words in your document

and add new words to its dict ionary. WP / 21

1 Open My Quotat ions.

2
Create spell ing errors in paragraph 1:

Change have  to  habe.

Change jury to gury.

Change world to would.

Change twelve to  twel fe .

*
Open Spel l ing window:

On Edit menu, choose Writing Tools, then choose Check Document
Spelling.

Click 4 switch in lower-right corner of Spelling dialog box.

Spel l ing

Word: habe Replace

%1 haze

*3
have

C h e c k

hate S k i p

8 4
*5

hare

£6
h a l e

Learn

h ake Cancel

S t a t u s  :  Q u e s t i o n a b l e  S p e l l i n g W o r d s  C h e c k e d

Q u e s t i o n a b l e  W o r d

.  We habe a  cr imina l  gury  system which  is  super ior  to  any  in  th . . .

Text box at bottom shows f irst word not found in spel l ing dict ionary.

I f  a s ke d  t o  l o c a t e  d i c t i o n a r y :

On Edit menu, choose Writing Tools, then choose Select Dictionaries.

Find and open dictionary needed.

5
C o r re c t  f i r s t  m i s s p e l l e d  wo rd :

Scro l l  through suggested spe l l ings  in  l i s t .

C l ick  cor rec t ly  spe l led  suggest ion  and c l ick  Rep lace.

OR

Double-c l ick  cor rec t ly  spe l led  suggest ion .

OR

Type correct spelling in Word text box and click Replace.



2 2  /  C l a r i s  W o r k s  W o r d  P r o c e s s i n g Check spelling continued

C o r r e c t  o t h e r  m i s s p e l l e d  wo r d s :

Use  one  of  methods  in  s tep  5  to  cor rec t  o ther  words .

One error you created in step 1 wasn't  found. Can you see why?

Tip
7

Add unknown words to dict ionary:

S o m e t i m e s  a n  u n k n o w n  w o r d  i s  n o t

worth adding to the dict ionary-
Type Salinas in Word text box.

t h e  n a m e  o f  a  p e r s o n  y o u ' r e  w r i t i n g

a  l e t t e r  t o ,  fo r  ex a m p l e .  J u s t  c l i c k
Click Check.

t h e  S k i p  b u t t o n  t o  i g n o r e  t h e  w o r d

for  now.
Status l ine below scrol l  box says "Spel l ing OK" i f  word is  a lready in

dict ionary,  "Quest ionable spel l ing" i f  not.

If word is not in dictionary, click Learn.

Word is added to separate "user dictionary." Both dictionaries are searched

when you check spel l ing.

Click Done to close Spelling dialog box.

8 Close My Quotations without saving changes.



My Quota t ions  must  be  on

f loppy  d isk .  See  page  14.
Highlight text
Text must be highl ighted before you can replace it  or make

changes in font, size, or style. WP / 23

1
Open My Quotations document.

See step on page 17  for  deta i ls .

Ed i t
2 Highlight entire document:

Can't  Undo 3Z On Edit  menu,  choose Select  Al l  (or  hold down 3 and tap A ) .

C u t % X Hereafter, above shortcut will appear as "tap3 A. Commands you use
C o p y 9 8 C often may have "command key shortcuts" l ike th is .
Paste 9 8 U

C lear C l ick  anywhere  in  text  to  dese lec t  h igh l ighted  area .
Select  A l l

3  H igh l igh t  many  l i nes  o f  document :

Place arrow pointer to left of first line you want  to  se lect .

Tip Click-hold pointer.

I f  yo u  a c c i d e n t a l l y  d e l e t e  a ny  t ex t , Pointer becomes I-beam.
i m m e d i a t e l y  g o  t o  t h e  E d i t  m e n u

and choose Undo (or tap % Z). Drag  I -beam po in ter  down le f t  s ide  of  tex t .

Release mouse button.

C l ick  anywhere  in  text  to  dese lec t  h igh l ighted  area .

H i g h l i g h t  b l o c k  o f  t ex t  ( m e t h o d  1 ) :

P lace  I -beam po inter  before  f i rst  le t ter  you want to select.

C l ick-ho ld  and  drag  I -beam po in ter  past  l as t  l e t te r  you want to select.

End of selection can be on same or different l ine.

Re lease  mouse  but ton .

H i g h l i g h t  b l o c k  o f  t ex t  ( m e t h o d  2 ) :

T ip Click just before first letter you want to select.

I f  y o u ' r e  u s i n g  m e t h o d  2 ,  a n d  t h e
e n d  o f  t h e  tex t  yo u  wa n t  to  h i g h l i g h t

Hold SHIFT down.

i s  n o t  i n  v i e w,  u s e  t h e  s c ro l l  b a rs  to

s e e  i t .  T h e n  s h i f t - c l i c k  t h e re .
C l ick  just  af ter  last  le t ter  you want  to  se lect .

R e l e a s e  S H I F T ) .

Highl ight one word:

Double-click any word.

Highlight one line of text:

Click three times quickly anywhere in line.

8 High l ight  paragraph:

Click four times quickly anywhere in paragraph.



Comple te  p rev ious  ac t i v i t y

b e f o r e  g o i n g  o n .
Cut, copy, paste, clear
After entering text, you often need to erase parts and move

C l a r i s  Wo r ks  Wo r d  P r o c e s s i n g sentences or paragraphs around.

Highl ight paragraph 2:

P lace ar row po inter  to  le f t  of  f i rst  l ine  of  paragraph 2.

Drag down to highlight paragraph 2. Include blank line after it.

2 Move paragraph 2 ahead of paragraph 1:
Edi t

C a n ' t  U n d o On Edit  menu, choose Cut (or tap % x) to remove highl ighted text.

C u t H Click before first word in paragraph 1.
Copy 8 8 C

Paste äU Blinking insertion point shows where cut text wil l  be inserted. (If whole l ine

C l e a r is accidental ly highl ighted, repeat above step.)
Se lec t  A l l % A

On Edit menu. choose Paste (or tap (% V)) to insert text you just cut.

Former  paragraph 2  is  now paragraph 1.

3
Put copy of paragraph 3 ahead of new paragraph 2:

Highlight paragraph 3. Include blank line after it.

On Edit menu, choose Copy (or tap (3 C)).

Click before first word in paragraph 2.

On Edit menu, choose Paste (or tap % V)) to insert text you just copied.

Now former  paragraph 3 appears  twice in  document .

Delete new paragraph 1:

Tip Highlight paragraph 1. Include blank line after it.

I f  y o u  a c c i d e n t a l l y  m a k e  a n  e d i t i n g

e r r o r,  i m m e d i a t e l y  g o  t o  t h e  E d i t
On Edit menu, choose Clear (or tap DELETE).

m e n u  a n d  c h o o s e  U n d o  ( o r  t a p3 Z). 5 Add word :

Click just before any word in any paragraph.

Type new and tap SPACEBAR.

Delete  word:

Double-click any word.

Word is  highl ighted.

Tap DELETE.

Word disappears, but extra space remains.

Tap  DELETE  aga in .

7
C l o s e  M y  Q u o t a t i o n s  w i t h o u t  s a v i n g  c h a n g e s .



S T O P
M y  Q u o t a t i o n s  m u st  b e  o n

f loppy  d isk .  See  page  14.
Change fonts & font sizes
Text can appear in many different fonts and sizes.  Each font

specifies the shapes of all  the letters, numbers, and symbols. WP / 25

1
Open My Quotations document.

Highl ight  paragraph 1 :

Place arrow pointer to left of first line of paragraph 1.

Click-hold.

Pointer  becomes I-beam.

Drag I-beam pointer down left side of paragraph.

3 C h e c k  c u r re n t  fo n t  a n d  s i z e :

Click-hold Font in menu bar. Look for check mark next to name.

Click-hold Size in menu bar. Look for check mark next to size.

Check marks show font and size of highl ighted text.

Change font and size:

Size

9 Point
On Font menu, choose Times.

10 Point
/ 12 Point

Menu command affects only highl ighted text.

14 Point On Size menu, choose 18 Point.
18 Point
24 Point
36 Point Change font and size:

48 Point
72 Point On Font  menu,  choose Cour ier

Other. . .  û980
On Size menu, choose 9 Point.

E x p e r i m e n t  w i t h  d i f fe re n t  fo n t s  a n d  s i ze s .

Try giving words in each paragraph different fonts and sizes.

7 Save document with new name:

On File menu, choose Save As (not Save) command.

Type Fonts Example in text box at bottom of dialog box.

Click Save.

8 Change font and size for entire document:

On Edit menu, choose Select All (or tap % A).

On Font menu, choose Times.

On Size menu, choose 14 Point.

Entire document changes to this font and size.



Comple te  p rev ious  ac t i v i t y

before  go ing  on .
Apply character styles
You can easily add a style, such as boldface or italic, to selected

2 6  /  C l a r i s W o r k s  W o r d  P r o c e s s i n g words in  your  text .

S M V P E R I  N C 2 S M H  E M N Z S A O U C X O N W N N A R A N O O O A N R

Highl ight paragraph 2:

Quickly click four times anywhere in paragraph 2.

Stule
2

Apply and remove style:
/  P la in  Text 9 8 T

Bold *B On Style menu, choose Bold (or tap 8 B)).
Italic 9 8 1

Underl ine 9 6 U
On Style menu, choose Bold (or tap 8 B) again.

Double  Under l ine
Strike Thru

The command is l ike on-off  switch,  so Bold is  removed when youchoose it

Outl ine again.  Check mark on menu te l ls  whether  command is  on or  off.

Sbadow
C o n d e n s e Combine styles:
Extend
Superscr ip t  03+ On Style menu, choose Outline.
Subscr ipt +  9 8 -

Super ior On Style menu, choose Italic (or tap(8 D).
Inferior

On Style menu,  choose Underl ine (or  tap (3 U).
Text Color

Look at check marks on Style menu.

Remove all  added styles at once:

On Style menu,  choose Pla in Text  (or  tap & T)) .

Look at check mark on Style menu.

5
Experiment with other styles:

Try  g iv ing  the  text  in  each paragraph a  separate  sty le .

Save document with new name:

On File menu, choose Save As (not Save) command.

Type Styles Example in text box at bottom of dialog box.

Click Save.

7
Change style for entire document:

On Edit menu, choose Select All (or tap 3 A).

On Style menu,  choose Pla in Text  (or  tap % T).

Al l  added styles are removed from entire document.



C o m p l e te  p rev i o u s  a c t i v i t y
b e f o r e  g o i n g  o n .

Use stylesheet -1
You can give a name to any combination of font, size, and style.

Then you can apply the combinat ion by name to any text. WP /  27

1
U s e  S t y l e s h e e t  p a l e t t e  t o  d e f i n e  n e w  c o m b i n a t i o n  o f  fo r m a t s :

E   Sty lesheet  HH
Fi le  Edi t On View menu, choose Show Styles.

F o o t n o t e  I n d e x Stylesheet palette appears. Palettes have dotted tit le bar and are l ike
/ B u d u

windows,  except that  they always stay in  front  of  windows as you work.
B u l l e t

C h e c k l i s t Click New button on palette.
D e f a u l t

F o o t e r In New Style dialog box, type Flashy in Style name text box,.
F o o t n o t e

H e a d e r
Leave  Bas ic  rad io  but ton  se lec ted .

N u m b e r

D i a m o n d Basic styles are for character formats only. You'l l  learn other types later.

Edft New Sty le

Sty le  type: Sty le  name:

©  B a s i c Flashy

O  Pa r a g r a p h Based on:
O Outl ine

O Table
Default

O Inherit  document select ion format Cancel

Cl ick OK.

Notice Flashy highlighted in l ist of Basic styles. Palette widens. Tit le is now

Edit Style. In edit mode, pointer switches to s

2
Ad d  fo n t ,  s i ze ,  a n d  s t y l e  fo r m a t s  t o  d e f i n i t i o n  o f  F l a s hy :

On Font menu, choose Times.

On Size menu, choose 18 Point.

On Style menu, choose Bold.

On Style menu, choose Italic.

Right side of palette shows formats you've chosen for Flashy.

# l  E d i t  S t u l e  !

File Edit

/  F l a z h u Proper t ies

F o o t n o t e  I n d e x Tex t- F o n t : •T i m e s

B o d y Te x t - S i z e : - 1 8 - P o i n t

B u l l e t Te x t - S t y l e : B o l d

C h e c k l i s t Te x t  S t y l e : - I t a l i c

D e f a u l t

F o o t e r

F o o t n o t e

H e a d e r

N u m b e r

Click Done button at bottom of palette.



2 8  /  C l a r i s  W o r k s  W o r d  P r o c e s s i n g Use stylesheet-1 continued

Apply Flashy format to text:

Highlight any word in document.

On Stylesheet palette, click Flashy.

Selected word immediately changes to 18-point boldface ital ic Times.

Apply Flashy format to other words.

Change Flashy format:

Click Edit button at bottom of palette.

Po inter  aga in  swi tches  to  's .

Tip If necessary, click Flashy at left to highlight it.

S t y l e s h e e t s  s a v e  l o t s  o f  t i m e  i n  b i g  o f

d o c u m e n t s  w h e n  y o u  h a v e n t  m a d e
On Style menu, choose Italic (now checked).

u p  y o u r  m i n d  e x a c t l y  w h a t  f o r m a t s

y o u  w a n t .  J u s t  t a g  t e x t  w i t h  n a m e d

I ta l ic  sty le immediately d isappears from al l  text  with F lashy sty le.

f o r m a t s  a s  y o u  g o .  I f  y o u  e d i t  t h e
f o r m a t s  l a t e r,  y o u r  c h a n g e s  o c c u r

On Style menu, choose Outline (now unchecked).

throughout  the  document . Out l ine sty le  immediate ly  appears on a l l  text  with F lashy format.

Click Done button at bottom of palette.

5
Unapply Flashy format:

Highlight any word now in Flashy format.

On palette's Edit menu, choose Unapply Flashy.

Highl ighted characters are no longer tagged with F lashy format.

Save document with new name:

On File menu, choose Save As (not Save) command.

Type Stylesheet Example in text box at bottom of dialog box.

Click Save.

Stylesheet with new Flashy format is saved with document. Each document

has separate stylesheet.  Commands on palettes Fi le menu let you export

stylesheet as separate f i le and then import it  into other documents.

7 C l o s e  d o c u m e n t :

On Fi le menu, choose Close (or tap (% w).

OR

Click close box at upper-left corner of window.



At  least  four  documents
must  be  on  d isk .

Open multiple documents
As with most  Macintosh appl icat ions,  you can have several
documents open as separate windows. WP / 29

Open four documents:

On Fi le menu, choose Open.

If My Files floppy disk is not in drive, insert it now.

Double-click name of first document in My Files list.

Repeat above steps (double-clicking different name each time) until you

have  a  to ta l  o f  four  open  documents .

Last document opened is active and in front of other three.

2Diew View all documents at one time:

New View
Open Frame

On View menu, choose Ti le Windows.

Page View +8P
You can see part of al l  four documents,  each in i ts own window, with

S l i d e  S h ow. . . scro l l  bars .  Only  one window is  act ive.

Show Styles † %W View one of four documents on full screen:
S h o w  To o l s 1 9T
Hide  Ru le rs 1  9 8 U Click window at lower right to make it active.

T i t e  W i n d o w s Click zoom box (dual squares in upper-right corner of active window).
S t a c k  W i n d o w s

Window enlarges to cover entire screen.
Fonts  Example  (WP)

M y  Q u o t a t i o n s  ( W P ) Click zoom box again to return to tiled windows.

M y  Q u o t a t i o n s  P l u s  ( W P )

S t y l e s  E x a m p l e  ( W P ) V i e w  d o c u m e n t s  e v e n l y  s t a c k e d :

On View menu, choose Stack Windows.

Yo u  c a n  s e e  m o s t  o f  o n e  d o c u m e n t  a n d  n a m e s  o f  o t h e r s  t h a t  a r e  o p e n .  Ac t i v e

window is  in  f ront .

-Mu Quntations fHiP
M u  Q u n t a t i o n s  P l u s  AW P l

Stuies Frample fIP
F o n t s  E x a m p l e  ( W P )

terE 681 €0O 000 Body

Click window behind front window.

Cl icked window comes forward,  but covers old front window.

On View menu, choose Stack Windows.

Selected window stays in front, but you now see tops of others.

5
C l o s e  e a c h  d o c u m e n t .  I f  a s ke d ,  d o n ' t  s ave  c h a n g e s .



Apply alignment
The l ines of  text  in  a paragraph can al l  a l ign at  the left ,  a l ign

3 0  /  C l a r i s W o r k s  W o r d  P r o c e s s i n g at the right, be centered, or be justif ied between the margins.

Open new word processing document:

On File menu, choose New.

Double-click Word Processing.

2 If there is no ruler at top of page:

On View menu, choose Show Rulers.

EARA B 00n Body

Alignment controls

Most items in text ruler affect format of whole paragraph. Here you'l l  learn

to control posit ion of l ines of text in paragraphs.

3 Type following text using alignment commands:

Cl ick E (center al ignment) icon.

Type Lynch Computer Service.
Ta p  R E T U R N  t w i c e .

Cl ick El  (r ight al ignment) icon.

Type January 1, 1996.
Tap  RETURN tw ice .

Click E (left alignment) icon.

Type Mr. John Smith.
Ta p  R E T U R N  t w i c e .

Explore justif ied alignment:

B y  t h e  way

Yo u  c a n  a l s o  c h a n g e  t h e  a l i g n m e n t

Click E (justified alignment) icon.

o f  a n  e x i s t i n g  p a r a g r a p h .  J u s t  c l i c k

i n s i d e  t h e  p a r a g r a p h ,  t h e n  c l i c k  t h e

Type following paragraph.

i c o n  o f  t h e  a l i g n m e n t  y o u  w a n t .
Do not use RETURN while typing. Let text wrap.

When you have finished typing this
paragraph, your right and left marginsshould be justified (straight). If they
are not justified, then you have done
something wrong. Did you succeed? Add
another line or two to see the full
effect.

5 C l o s e  d o c u m e n t  w i t h o u t  s av i n g  c h a n g e s .



S T O P
M y  Q u o t a t i o n s  m u st  b e  o n

fo p py  d i s k .  S e e  p a g e  1 4.
Apply indents & line spacing
Other paragraph format controls let  you indent l ines from the

margins and change vert ical  l ine spacing. WP / 31

1
Open My Quotat ions .

2 If there is no ruler at top of page:

On View menu, choose Show Rulers.

L e f t  i n d e n t  m a r k e r .

First-l ine indent marker. 5EA 0 .000 000 B o d y

L i n e - s p a c i n g  c o n t r o l s R i g h t  i n d e n t  m a r k e r

3
Set right and left indents:

Click inside paragraph 2.

Click-hold right indent marker.

Drag left 2 inches.

Click-hold left indent marker ( just triangle, not line under it).

Drag r ight 1  inch.  1

Only selected paragraph (one with insert ion point in i t)  is  indented. To

select more than one paragraph for formatt ing,  highl ight text in each.

Se t  f i r s t- l i ne  i nden t :

Click inside paragraph 3 to select it. Look at indent markers.
Tip

U s i n g  t h e  f i r s t - l i n e  i n d e n t  m a r ke r  i s
Each paragraph has i ts  own indent  markers .

b e t te r  t h a n  t y p i n g  s p a c e s  a t  t h e Carefully click-hold solid line under left indent marker.
b e g i n n i n g  o f  a  p a r a g r a p h .  S p a c e s

h ave  d i f fe re n t  s i ze s  i n  d i f fe re n t L ine is  part  of  f i rst- l ine indent marker.

f o n t s ,  a n d  y o u  m a y  f o r g e t  t o  t y p e
t h e  c o r r e c t  n u m b e r. Drag right inch.

This t ime, only f irst l ine of selected paragraph is indented.

5
Locate  l i ne-spac ing  i cons  i n  ru le r.

P r a c t i c e  s p a c i n g :

Click inside paragraph 1.

Click E once for one and one-half line spacing.

Click inside paragraph 2.

Click E twice for double spacing.

Each cl ick adds another half  l ine space.

Click E until paragraph 2 returns to single spacing again.

7
C l o s e  M y  Q u o t a t i o n s  w i t h o u t  s a v i n g  c h a n g e s .



S T O P M y  Q u o t a t i o n s  m u s t  b e  o n

f lop py  d i s k .  See  p ag e  14.
Format paragraphs
The Paragraph d ia log box g ives you another  way to  make a l l

/  C l a r i s  Wo r k s  Wo r d  P r o c e s s i n g the format changes you've learned so far, plus a few more.

1 Open My Quotations.

2
Delete blank l ines between paragraphs:

Double-click in blank line after paragraph 1. Tap DELETE.

Do same for all other blank lines.

There should be no extra l ine space between paragraphs.

3 Open Paragraph dia log box:

Highlight some text in paragraphs 1 and 2 to select them for formatting.

On Format menu, choose Paragraph.

Paragraph

Left Indent IN L i n e  S p a c i n g

I  First  Line in S p a c e  B e f o r e

Right Indent In Space After

Label :  None

Align: Left Apply Cancel

Click-hold Paragraph title bar. Drag so paragraphs 1 and 2 are visible.

Change indentation of both paragraphs:

If necessary, highlight Left Indent text box. Type 1.

Tap TAB to go to First Line text box. Type
5.

Tap TAB to go to Right Indent text box, type 1. Click Apply.

Selected paragraphs are indented amounts you entered.

5
Change alignment, then undo all changes:

On Align pop-up menu, choose Right. Click Apply.

Click Cancel.

Add space after every paragraph:

Highlight all paragraphs in document.
Tip

A  d o u b l e - c l i c k  o n  a n y  a l i g n m e n t
Open Paragraph dialog box by double-clicking E in ruler.

b u t t o n  b r i n g s  u p  t h e  P a r a g r a p h

d i a l o g  b ox .  C l a r i s  Wo r k s  h a s  o t h e r
Highl ight Space After box, type 1.  Cl ick OK.

s u c h  " h o t  s p o t "  b u t t o n s . This gives you automatic double space between paragraphs. You don't have

to tap RETURN twice th is  way.

7  C lose  My Quotat ions  wi thout  sav ing  changes.



Use tab stops
Tab stops are another paragraph format feature. They give you

ful l  control  over a l ignment of  words in columns. WP / 33

Open new word processing document:

On File menu, choose New.

Double-click Word Processing.

If there is no ruler at top of page:

On View menu, choose Show Rulers.

Lo c a te  t a b - s to p  i c o n s  i n  r u l e r.  N o t i c e  t h i c k ,  d a r k  p a r ts  o f  i c o n s .

EEEE 00 .000 000 Body
Ta b - s t o p  i c o n s

S e t  t a b  s t o p s  o n  r u l e r :

Drag (left tab) to 1.5 on ruler. Drag Fa (right tab) to 3.5 on ruler

Points of icons must touch ruler.

Drag A (decimal tab) to 4.5 on ruler. Drag A (center tab) to 6.0 on ruler.

5
Use tab stops on ruler:

Use steps below to duplicate following figure.

L e f t * R ight* 4 . 5 ÷ CenterJ
Rodriguez+ R o d r i g u e z+ 6 5 7 6.5 6 R o d r i g u e z d

Tap TAB (at left end of keyboard) before typing each word or number in
figure.

Tap RETURN at  end of  each l ine .

With Show Invisibles switched on, you see arrow each place you tap TAB).

(See page 11 for steps needed to switch feature on.)

•
Clear al l  tab stops from new paragraph:

Tap RETURN to  get new line.

Note  tab s t o p s are sti l l  in effect for new l ine.

Click-hold tab-stop icon at 1.5 on ruler.

Drag icon straight down to gray area just below ruler and release.

Do same for  o ther  tab-stop  icons  in  ru le r.

New l ine now has no tab stops, but stops remain in  l ines above.  Each

paragraph has i ts own format sett ings.

7  Close document  wi thout  sav ing changes.



Comple te  p rev ious  ac t i v i t y

before  go ing on.

Use tab leaders

C l a r i sWo r k s  Wo r d  P r o c e s s i n g

When you use a tab stop, you can easi ly put a row of dots,

dashes, or underlines in the space before the tab stop.
M O U S O O S E I N

1 Open new word processing document.

2
Create single tab stop with leader:

On Format menu, choose Tab.

Duplicate this Tab dialog box.

Tab

Alignment Fil l

O 4 Left ONone O
04 Center •
©A Right
0A Align On Posi t ion

Apply Cance l

It sets one right tab stop with dashed leader extending five inches from left

margin.

Cl ick OK.

E n t e r  t wo  l i n e s  u s i n g  n e w  t a b  s t o p :

Type Chapter 3. Tap TAB. Type 2 3 . Tap RETURN.

Type Chapter 4. Tap TAB. Type 4 5. Tap RETURN.

U s e  d i f fe re n t  t y p e s  o f  t a b  l e a d e r s :

Double-click tab stop at six-inch mark on ruler.

In Tab dialog box, click new Fil l  button.

For  Chapters  5  to  6,  use  dot ted  tab  leaders  shown be low.

For Chapter 7 to 8, use solid tab leader shown below.

C h a p t e r 3 4 - - - 2 3 J

C h a p t e r  4 ÷

C h a p t e r - 5 4

- - - - - - - - - - - - - - 4 5 056
C h a p t e r.6 *.
C h a p t e r . 7 z

61J

C h a p t e r - 8

75d
87

5
C l o s e  d o c u m e n t  w i t h o u t  s a v i n g  c h a n g e s .
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M y  Q u o t a t i o n s  m u s t  b e  o n

f loppy  d isk .  See  page  14.
Use stylesheet-2
Stylesheets let you give a name to any combination of character

and paragraph formats  and apply  them by name. WP / 35
N O A N I N R S U O O N H A D D D N

1 Open My Quotations.

2
U s e  S t y l e s h e e t  p a l e t t e  t o  n a m e  n e w  c o m b i n a t i o n  o f  f o r m a t s :

i  S t u l e s h e

File Edit On View menu, choose Show Styles.

F o o t n o t e  I n d e x S t y l e s h e e t  p a l e t t e  a p p e a r s .
/ B o d u

Bu l l e t Click New button on palette.
C h e c k l i s t

D e f a u l t In Style name text box, type Subpara.
F o o t e r

F o o t n o t e
IMPORTANT: Click Paragraph radio button this t ime.

H e a d e r

N u m b e r
You must do this to include paragraph formats in new style.

D i a m o n d New Style

E d i t

S ty le  type: Style name:

O Basic Subpara

© Paragraph Based on:
O Out l ine

O Table
Default

O Inherit  document select ion format Cancel

Cl ick OK.

Notice Subpara highlighted in l ist of Paragraph styles. Palette widens. Tit le

is  now Edit  Style.  In  edit  mode,  pointer  switches to 's.

3
Add combination of paragraph and character formats.

Indent  both  paragraph marg ins  1  inch .  1

Drag indent  markers  in  ru ler  or  use  Paragraph d ia log  box .

On Style menu, choose Italic.

E d i t  S t u l e  #

F o o t e r
0

P r o p e r t i e

F o o t n o t e B a s e  S t y l e :  D e f a u l t

H e a d e r Te x t  S t y l e :  I t a l i c

N u m b e r Pa r a .  Le f t  I n d e n t :  1  i n

S u b p a r : Pa r a .  R i g h t  I n d e n t :  1  i n

Out l i ne  S t . . .

D i a m o n d

D  Har va r i

L e g a l

Table Styles

D o n e

Click Done button at bottom of palette.



3 6  /  C l a r i s  W o r k s  W o r d  P r o c e s s i n g Use stylesheet-2 continued

Apply Subpara format from Stylesheet palette:

Click anywhere in paragraph 2.

On Stylesheet palette, click Subpara.

Paragraph with inser t ion point  is  indented and has i ta l ic t y p e .

5
Apply Subpara format from ruler:

Click close box at upper left of Stylesheet palette.

Look at right end of ruler.

Sty le  of  paragraph 2 is  Subpara.  This  pop-up menu l ists  a l l  Paragraph
styles (but not Basic styles).

Subpara

Click anywhere in paragraph 3. Note Body style in pop-up menu.

Body is  sty le name given to a l l  paragraphs when you f i rst  create new
document.

Click-hold pop-up menu in ruler, and drag down to Subpara.

Paragraph 3 changes to Subpara style.

Explore other paragraph styles on pop-up. When finished, change
paragraphs  1  and 3  back  to  Body  sty le .  Leave  paragraph 2  in  Subpara  sty le .

B a s e  S u b p a r a  s t y l e  o n  B o d y  s t y l e :

On View menu, choose Show Styles.

Click Edit button at bottom of palette. Then click Subpara in list.

On palette's Edit pop-up menu, choose Modify Style.

On Based on pop-up menu in new dialog box, choose Body. Click OK.

7
C h a n g e  B o d y  s t y l e  d e f i n i t i o n :

While still in edit mode, click Body in list at left.

Watch all paragraphs in document as you choose Chicago on Font menu.

Subpara is  now based on Body, so changing Body font a lso changes

Subpara font.  (This wouldn't  be true i f  Subpara already had a font as part

of its definit ion.)

Click Done at bottom of palette.

8 C lose  My Quotat ions  wi thout  sav ing changes.
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f lop py  d i s k .  See  p ag e  14.

Create lists & outlines
You can use the l ist  and outl ine modes in Clar isWorks as easy

ways to organize ideas. WP / 37

C r e a t e  n e w  w o r d  p r o c e s s i n g  d o c u m e n t .

2
Enter text shown in figure.

T h i n g s -to  - d o  to d ay. J

C l e a n - u p - d e s k e
Pay bi l lsd
Ta ke - B e a r- t o - ve t d

T h a t ' s - a l l - f o l k s d

3
Ch an g e  to-do  i tems  to  l i s t  s ty les :

Highlight all three lines of things to do.

Look at paragraph style pop-up menu at right end of ruler.

S t y l e  o f  a l l  t h re e  l i n e s  i s  n ow  B o d y.  i s

Tip Click-hold pop-up menu, and choose Bullet style.

I f  yo u  f i r s t  c h o o s e  o n e  o f  t h e  l i s t

s t y l e s  a n d  t h e n  e n t e r  t h e  i t e m s ,  g e t Click-hold pop-up menu, and choose Number style.
o u t  o f  l i s t  m o d e  b y  c h o o s i n g  B o d y

fo r  t h e  f i r s t  l i n e  a f t e r  t h e  l i s t .
These are both l ist styles. They're very flexible, as you'll see next.

I n s e r t  i t e m  i n  l i s t ,  a n d  c h a n g e  o rd e r  o f  i t e m s :

Click to right of Pay bills, and tap RETURN.

Type Call broker.
List  is  automat ica l ly  renumbered.

Click-hold just left of new item 3.

Drag up so  th ick  1  l ine  is  between 1  and 2.  Re lease  mouse but ton.

Now Call  broker is item 2 and Pay is bi l ls is item 3.

With Call broker highlighted, tap DELETE to remove item.

5 Make l ist into outl ine:

Use steps below to change list to outline like following figure.

T h i n g s -t o - d o  t o d ay : l

I .  C lean-up-deskd
A.  F ind-water-b i l ld
B .  D u s t - m o n i t o r d

I l .  Cal l-mothere
IlI. Pay.billsd
IV.  Take-Bear-to-ve td

T h a t ' s - a l l - f o l k s d l

Click to left of item 1. With SHIFT held down, click to right of last item.

Click-hold paragraph style pop-up menu, and choose Harvard style.

Harvard out l ine sty le begins with roman numerals  for  main level .



C l a r i s Wo r k s  Wo r d  P r o c e s s i n g Create lists & outlines continued

Click to right of item I.

Outline
On Out l ine menu,  choose New Topic Right  (or  tap % R).

N e w  To p i c Type Find water bill. Tap RETURN. Type Dust monitor.
New Topic Left 9L
New Topic Right 9R New items are indented and labeled with capital letters. You would use same

method to add sublevels to these new items.
Move Left 1  3 6 L

Move Right t  9 6 R On Outline menu, choose New Topic Left (or tap 30).
M o v e  A b o v e
Move Below That gets you back to main level  of out l ine.

Collapse Type Call mother. Notice renumbering of main items.
E x p a n d
E x p a n d  To . . . V i e w  o t h e r  o u t l i n e  s t y l e s :
R a i s e  To p i c

Click to left of first item. With SHIFT held down, click to right of last item.

Click-hold paragraph style pop-up menu, and choose Diamond style.

C l i ck-ho ld  pa ragraph  s ty le  pop-up  menu ,  and  choose  Lega l  s ty le .

7
Collapse and expand outl ine:

Click anywhere in first main item.

On Outline menu, choose Collapse (or double-click item number).

Underl ine under i tem number reminds you that sublevels are hidden.

On Outline menu, choose Expand (or double-click number again).

8 Make "Pay bil ls" a sublevel of "Clean up desk":

Click inside Pay bills. On Outline menu, choose Move Above.

You could also drag item up as you did in numbered l ist.

On Outline menu, choose Move Right.

Move first main item after second main item:

Click anywhere in Clean up desk.

On Outl ine menu, choose Move Below.

Notice that sublevels move along with main level .

T h i n g s - t o  d o  t o d ay. J

1 .  C a l l - m o t h e rd
2.  C l e a n - u p .d e s kd

2.1 .  F i n d  wa te r  b i l kd

2.2.  Dust monitord
2 .3  P a y  b i l l s d l

3.  Take .  Bear. to .vetd

T h a t '  s . a l l  f o l k s d

10 Close document without saving changes.
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f loppy  d isk .  See  page  14.
Add graphic object
You can add an object to a word processing document and make

text wrap around it .  You' l l  learn more about graphics later. WP / 39

1 Open My Quotations.
EE  Foods Il
File Edit Viev

2 Open l ibrary of objects:

B re a d
On File menu, choose Library, then choose Foods.

On View menu in Foods palette, choose by Object.

C h a m p a g . . .  C h e r r i e s Use scro l l  ar rows to  see rest  of  food i tems.

C o f f e e  C u p  C o o k i e s

3
Get object from library:

On View menu, choose Show Tools.

Cor n  Drumst ick

A d d U s e
Cl ick E (arrow icon) at upper-left corner of tool panel.

Click-hold Corn icon. Drag over text in document. Release mouse button.

Cl ick  c lose  box  on  pa let te .  Don' t  save  changes.

Object is in front of text. Handles (black squares) show object is selected.

B y  t h e  w a y

Yo u  c a n  a l s o  i n s e r t  a n  o b j e c t  i n  t h e
We have  a  c r im ina l  j u ry.system wh ich  i s  super io r  to  any. in  the  wor ld  and  i ts  e f f i c iency

tex t  i t s e l f,  w h e re  i t  a c ts  l i ke  a  s i n g l e

is .on ly.mar red.by.the-d i f t icu l ty  of-f inn l ing  twelye- jurors .every.day  who-don' t  know.
anyth ing-and-can ' t  read .d

l a rg e  c h a r a c t e r.  J u s t  s k i p  t h e  S h ow

To o l s  c o m m a n d ,  c l i c k  t h e  o b j e c t  o n
I f  y o u - p i c k . u p  a  s t a r v i n g - d o g - a n d - m a n

t h e  l i b r a r y  p a l e t t e ,  a n d  c l i c k  t h e
p r i n c i p a l - d i f t e r e n c e - b e t w e e n  a - d o g - a i

E  s p e ro u s ,  h e  w i l l  n o t  b i te -yo u .  T h i s  i s  t h e

U s e  b u t t o n . In-the f i rst  p lace.God made- id iots .  Th is - p r a c t i c e .  T h e n  H e - m a d e . S c h o o l - B o a r d s .

Wrap text around object:

With object selected, on Options menu, choose Text Wrap.

Tex t  Wr a p
In Text Wrap dialog box, cl ick Irregular icon. Click OK.

Lines of text skip past object.

W e  h a v e - a  c r i m i n a l - j u r y  s y s t e m  w h i c h - i s - s u p e r i o r . t o - a n y . i n  t h e  w o r l d - a n d - i t s - e f f i c i e n c y .

None Regular Irregular is-only.marred.by.the-diff iculty.of.  -  f id ing-twelve. jurors-every-day who-don't
k n ow  a ny t h i n g  a n d - c a n ' t  r e a d .d

Cancel O K If-you-p ick  up-a  starv ing  dog-and
you.  This- is  the pr incipal  d i f ference

H  m a k e  h i m  p r o s p e r o u s ,  h e - w i l l - n o t - b i t e
b e t we e n - a  d o g - a n d  a  m a n .d

I n - t h e  f i r s t- p l a c e .G o d . m a d e . i d i o ts .
S c h o o l - B o a r d s . d

This  was for-pract ice.  Then He made.

I t ' s . b e t t e r - t o  k e e p - y o u r - m o u t h - s h u t .

r e m ove . a l l - d o u b t .d
a n d  a p p e a r- s t u p i d  t h a n  to - o p e n  i t  a n d

Click-hold in middle of object. Drag it wherever you want.

Wi th  ob jec t  se lec ted ,  c l ick-ho ld  any  hand le  and  drag  to  change  s ize .

Text  Wrap works whatever  you do to  object .

5 Delete object:

Wi th  ob jec t  se lec ted,  tap  DELETE.

•
C l o s e  M y  Q u o t a t i o n s  w i t h o u t  s a v i n g  c h a n g e s .
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f loppy  d isk .  See  page  14.

Add columns
Clar isWorks a l lows you to  put more than one column of text on

1 0  /  C l a r i s  W o r k s  W o r d  P r o c e s s i n g each page. Sometimes text is easier to read this way.h/c
1 Open My Quotations.

2
If there is no ruler at top of page:

On View menu, choose Show Rulers.

3F B o d u

Column controls

3 C re a t e  c o l u m n s  ( m e t h o d  1 ) :

Click m (add-column tool) at right of ruler.

Two columns a p p e a r Each cl ick adds another column.

Click E (subtract-column tool) to remove one column.

C re a t e  c o l u m n s  ( m e t h o d  2 ) :

On Format menu, choose Section.

Columns •

N u m b e r  O f  C o l u m n s

O Variable Width Columns
0 Mirror On Facing Pages

Settings For Single Column

C o l u m n  W i d t h 6.5 in

Type 3 in highl ighted Number of Columns box. Cl ick OK.

5 Change column width:

Hold OPTION down as you click-hold in middle of column guides.

Double-ar row po inter  w i th  ho l low box appears.

We  h ave  a  c r i m i n a l - j u r y  sys t e m  w h i c h .

i s  super io r  to  any. in  the-wor ldand . i ts .  *D
e f f i c i e n c y. i s  o n l y  m a r r e d  b y  t h e
d i f f icu l ty  of  f ind ing  twe lve  ju rors  every.
day who don'tknow anything and.

With OPTION down, drag pointer left or right to adjust width of columns.
Release OPTION) and mouse button.

Return document to single column:

Click E in ruler twice to get one column again.



Comple te  p rev ious  ac t iv i ty
b e f o r e  g o i n g  o n .

Set page & column breaks
You can easily force a paragraph to begin a new page. You can

also force text to begin a new column. WP / 41

Insert page break:

Click to left of first word in paragraph 2.

On Format menu, choose Insert Page Break.

New page appears with paragraph 2 at  top.

O n  n e w  p a g e , click to left of first word in last paragraph.

On Format menu, choose Insert Page Break.

By the  way View pages:

I n  C l a r i s  Wo r ks ,  e a c h  p a g e  o n  t h e
s c r e e n  l o o k s  e x a c t l y  a s  i t  w i l l  w h e n

Use r ight  scrol l  bar  to see al l  pages.

printed. This is cal led WYSIWYG,
" W h a t  Yo u  S e e  I s  W h a t  Yo u  G e t ."

Page numbers of pages in view appear at  lower left  of  window.

*
Remove page break:

On page 1,  doub le-c l ick  be low a l l  text .  Not ice  h igh l ighted page-break  mark

below paragraph.

Tap DELETE once.

Delet ing page-break mark removes page break.

Use  same method  to  remove  o ther  page  b reak .

Insert column breaks:

Click (add-column tool) twice.

Click to left of first word in paragraph 2.

On Format menu, choose Insert Column Break.

Use  same method  to  inser t  co lumn break  before  paragraph  3.

We have a cr iminal  jury.  I fyoupick-up a starv ing. In-the  -f i rs t  p lace  God made

s y s t e m - w h i c h  i s  s u p e r i o r . t o  d o g  a n d . m a k e . h i m . id io ts .  Th is  was-for.

l a n y  i n  t h e  w o r l d  a n d  i t s .  p r o s p e r o u s ,  h e  w i l l - n o t  b i t e .  p r a c t i c e .  T h e n  H e  m a d e .

e f f i c i e n c y  i s  o n l y  m a r r e d  b y  y o u .  T h i s  i s  t h e  p r i n c i p a l .  S c h o o l - B o a r d s . d
the  d i f f icu l ty.of  f ind ing. d i f f e r e n c e  b e t w e e n - a - d o g .

t we l ve . j u ro rs  eve r y  d ay.  a n d a - m a n .d
w h o  d o n ' t  k n o w  a n y t h i n g .

I ts-bet ter  to-keep-your.
ymouth shut  and appear.

and.cantread.d E † s t u p i d  t h a n  t o  o p e n - i t  a n d

remove a l l  doubt . l

5 Delete column breaks:

Double-click below text in column 2. Notice highlighted column-break
mark.

Tap DELETE.

Use same method to remove column-break mark in column 2.

Re t u r n  d o c u m e n t  t o  s i n g l e - c o l u m n  fo r m a t .



Comple te  p rev ious  ac t i v i t y

b e f o r e  g o i n g  o n .

Add headers & footers
A header or footer can be used to put t it les and page numbers

C l a r i sWo r k s  Wo r d  P r o c e s s i n g at the top or bottom of each page.

I n s e r t  h e a d e r  w i t h  t ex t :

On Format menu, choose Section.

Tip
If Title p a g e check box has X, click to remove it. Click OK.

I f  yo u  c h e c k  t h e  T i t l e  p a g e  o p t i o n ,

enter  O  as  the  star t ing  page  number.
When checked, this option keeps header and footer from appearing on

T h i s  m a ke s  t h e  p a g e  a f t e r  t h e  t i t l e
f irst page of document.

p a g e  b e c o m e  p a g e  1 . On Format menu, choose Insert Header.

Note that header uses space in body of page, not top margin.

Click left alignment icon in ruler. Type Mark Twain. Tap TAB).

Click right alignment icon in ruler. Type Quotations.

Tap  RETURN to  add  b lank  l i ne  to  header.

Mark Twain Quotations

We have  a  c r im ina l- ju ry  system wh ich  i s  super ior  to  any- in  the  wor ld-and i ts  e f f ic iency.

Edi t i s .o n i v. m a r r e d . b v. t h e  d i f f i c u l l v.o f. f i n d i n a . t w e l ve . i u r o r s .e ve r v.d av.w h o  d o n ' t  k n ow.

Undo Insert 98Z

C u t 3 X
Insert footer with current date and page number:

Copy % C On Format menu, choose Insert Footer.
Paste 9 U
Clea r Click left alignment icon in ruler.
Select All 9 8 A

On Ed i t  menu,  choose  Inser t  Date .  Tap  (TAB) .
Insert Date
Inse r t  T i r ne Click right alignment icon in ruler. Type page and a space.

On Edit menu, choose Insert Page #. Click OK.

3 View header and footer:

Click-hold 100 at lower-left corner of window, and choose 50%.

If you stil l  can't see both header and footer, use 33%.

Insert page break:

B y  t h e  way Click to left of first word in paragraph 2.

Yo u  u s e  t h e  s a m e  m e t h o d s  t o  a d d

h e a d e r s  a n d  f o o t e r s  t o  d a t a b a s e
On Format menu, choose Insert Page Break.

l ayo u t s ,  s p re a d s h e e t s ,  a n d  g r a p h i c s
d o c u m e n t s .

Header and footer appear on each page of your document.

Remove header and footer and rescale:

On Format menu, choose Remove Header and Remove Footer.

Set  v iew sca le  back  to  100.

Close My Quotations without saving changes.
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f loppy d isk .  See page 14.

Create & format sections
Yo u  c a n  h ave  d i f fe r e n t  s e c t i o n s  i n  a  d o c u m e n t ,  e a c h  w i t h  i t s  ow n

headers, footers, and number of columns. WP / 43

Open My Quotat ions.

2 Insert section break:

Click to left of first word in paragraph 2.

On Format menu, choose Insert Section Break.

Paragraph is  in  sect ion 1  and others  are  in  sect ion 2.  New sect ions

normal ly  begin new page, but you can change that.

< F o r m a t  s e c t i o n  2 :

On Format menu, choose Section.

Notice dialog box t i t le.  I t  shows insert ion point was in section 2 when you

gave command. Options chosen now wi l l  affect sect ion 2 only.

Section: 2

Star t  Sect ion C o l u m n s

New Page N u m b e r  O f  C o l u m n s

Page Numbers Var i ab le  W id th  Co lumns

Continue From Previous Section
O Mirror On Facing Pages

O Restart  Page Number S e t t i n g s  F o r  S i n g l e  C o l u m n

Headers and Footers

Continue From Previous Section C o l u m n  W i d t h 6.5 in
O Different For This Section

O left  & R ight  Are Di f ferent

O Tit le Page C a n c e l

On Start Section p o p - u p menu, choose New Line. Cl ick OK.

Section 2 no longer begins a new a page. Thin l ine marks section break.

Ad d  d i f fe r e n t  n u m b e r  o f  c o l u m n s  t o  e a c h  s e c t i o n :

Click anywhere in section 1. Click @ (add-column tool) in ruler.

Click anywhere in section 2. Click 0 twice this time.

Section 1 has two columns. Section 2 on same page has three columns.

5 Remove section break:

Double-click line marking section break. Notice highlighted section-break
charac te r.  Tap  DELETE.

Section 1 is  only section now. Entire document has two columns.

5 C l o s e  M y  Q u o t a t i o n s  w i t h o u t  s a v i n g  c h a n g e s .



M y  Q u o t a t i o n s  m u s t  b e  o n

f loppy  d isk .  See  page  14.

Format & view document
ClarisWorks has settings that affect the overall  appearance of a

C l a r i s  Wo r ks  Wo r d  P r o c e s s i n g document both on the screen and when it  is printed.ER
1 Open My Quotat ions.

2
S e t  u p  d o c u m e n t  fo r  t h i s  a c t i v i t y :

Inser t  th ree  page  breaks  wherever you want within text.

Cl ick  (add-column tool)  at  r ight of ruler.

Hold OPTION down, click-hold between columns, and drag right one inch.

Set document margins:

On Format menu, choose Document.

Document formats apply to al l  pages,  a l l  sect ions.

Type 2 and tap TAB .

Repeat until all margins are two inches.

Document

Marg ins Pa g e  D i s p l ay•

To p

Bottom

Left

Right
N N N N

©  O n e  Pa g e  A b ove  T h e  N ex t

O Facing Pages Side-By-Side

Z Show margins

8 Show page guides

O Mirror Facing Pages
F o o t n o t e s  -

© At Bottom of Page

P a g e  N u m b e r i n g
OAt End of  Document

X Automatic Numbering
Start at Page Start At

Cancel O K

Click OK. Notice how much shorter each text line is now.

View al l  pages:

Click-hold 100 (lower left corner of window), then choose Other.

100 27O Page T

Type 12 in View Scale dialog box. Click OK.

Pages appear in single vert ical  column. Text is too small  to read.

5
Change page display on screen:

On Format menu, choose Document.

In Page Display area, click Facing Pages Side-By-Side. Click OK.

P a i r s  o f  p a g e s  a p p e a r,  e v e n - n u m b e r e d  o n  l e f t  a n d  o d d - n u m b e r e d  o n  r i g h t ,  a s

in a pr inted book.



Format & view document continued WP / 45
t

Change left and right margins:

On Format menu, choose Document.

Make left margin 2.5 inches and right margin 1.5 inches. Click OK.

Bigger left margin leaves room to punch holes and put pages in binder. But
what if  you print on both sides of paper?  You'l l  want even-numbered pages

to have bigger right margins. That's easy to do.

7 Mirror margins on facing pages:

On Format menu, choose Document.

Look at  Left  and R ight  margin  names.  They wi l l  change in  next  step.

Click Mirror Facing Pages to place X in check box.

Left  and R ight  marg in  names change to  Ins ide and Outs ide.  Th is  is  just

what you need for printing on both sides of paper.

Marg ins

To p

Bottom

Inside

Outside

X Mirror Facing Pages

Click OK.

8 Mirror column layout on facing pages:

On Format menu, choose Section.

Document has only one section, so changes will affect everything. If you had

more than one section, you would have to do this step for each one.

Click Mirror On Facing Pages to place X in check box.

C o l u m n s

N u m b e r  O f  C o l u m n s

X Var iable width columns

X Mirror On Facing Pages

Cl ick OK.

Inner columns on facing pages are same width.  Outer columns are same.

Close My Quotations without saving changes.



S T O P
M y  Q u o t a t i o n s  m u s t  b e  o n
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Use shortcuts
cl ick  to  do common

4 6  /  C l a r i s W o r k s  W o r d  P r o c e s s i n g

A special palette has tool icons you can

things without giv ing menu commands.

1 Open My Quotations.

2
O p e n  S h o r t c u t s  p a l e t t e :

On File menu, choose Shortcuts, then choose Show Shortcuts.00
X636 BZANEE

Dotted pattern in t it le bar shows this is a palette. Palettes remain in view

even i f  you c l ick window behind them.

*
I d e n t i f y  s h o r tc u t  i c o n s :

Move pointer over icon and wait until balloon appears.

Balloon tel ls purpose of shortcut icon.

4
C h a n g e  s h o r t c u t  i c o n s  t o  wo r d s :

On Edit menu, choose Preferences.

At left, scroll down and click Shortcuts icon.

Click Show Names to place X in check box. Click OK.

# S h o r t c u t s
N e w  W F

N e w  D R
N e w  P T

N e w  S S

N e w  D B

N e w  C M

O p e n

S a v e

Pr in t
U n d o  / R e d o

Cut

B y  t h e  way C o p y

S o m e  s h o r t c u t s  a p p e a r  a l l  t h e  t i m e .

P a s t e

B o l d

O t h e r s  a p p e a r  o n l y  w i t h  c e r t a i n
I t a l i o

t y p e s  o f  d o c u m e n t s .  T h e  l e t t e r s  i n
U n d e r  l i n e

p a r e n t h e s e s  a r e  a b b r e v i a t i o n s  fo r
S h o w  / H i d e  I n v i s .
M a k e  Ta b l e  ( W P )

t h e  t y p e s .
S h o w  / H i d e  S t y l e s

C o p y  R u l e r  ( W P )

A p p l y  R u l e r  ( V P )
I n c .  F o n t  S i ze  ( W P )

D e c .  F o n t  S i z e  ( W P )

A l i g n  L e f t  ( W P / S S )

A l i g n  C e n t e r  ( W P. / 5 5 )
A l i g n  R i g h t  ( W P / S S )

Experiment with shortcut commands:

Highlight paragraph 3 of document.

Click a few commands in palette.

After each, click Undo in palette (or Cancel if dialog box appears).



Use shortcuts continued WP / 47
O N P R R R S N  U E H E R O S  D L O D N N  H

Shrink and expand palette:

Click box at upper-right corner of Shortcuts title bar.

Only  t i t le  bar  is  v is ib le .

Click same box again.

Learn shortcut commands:

On File menu, choose Shortcuts, then choose Edit Shortcuts.

Ed i t  Shor tcuts

Available Shortcuts Installed ShortcutsP
»  Add ›

D020000
56SCBOR

00E86
< <  R e m ove

PCEBRRNA
6bZ0EEn

EE SE Appl icat ion

O Document
Description

Cancel O K

Click any shortcut icon in dialog box.

Name of  icon appears  in  Descr ipt ion  box.

8 Add or install new shortcuts:

Click any Available Shortcuts icon you want to add.

Click Add to add it to Installed Shortcuts.

You may have to scrol l  to see newly instal led icons.

Re m ove  o r  d e l e t e  s h o r t c u t s :

Click any Installed Shortcuts icon you want to remove.

Click Remove to delete it from Installed Shortcuts.

Click OK when you are finished.

10 Return to shortcut icons:

On Edit menu, choose Preferences.

Click Shortcuts icon.

Click Show Icons to place X in check box.

Cl ick OK.

Close My Quotations without saving changes.



A  C l a r i sWo r k s  d o c u m e n t

must  be  open .

Use mail merge

C l a r i s  Wo r ks  Wo r d  P r o c e s s i n g

You can get information from a database f i le and add it  to aE printed form, such as a form letter.

Open new database document:

Tip
Yo u ' l l  l e a r n  a l l  a b o u t  d a t a b a s e s

On File menu, choose New.

s o o n .  F o r  n o w,  j u s t  f o l l o w  t h e s e

d i r e c t i o n s  t o  c r e a t e  a  s i m p l i f i e d

Double-click Database.

n a m e - a n d - a d d r e s s  d a t a b a s e .
The first step is to define your "fields."

2 Define database fields:

Type Person in Field Name text box. Click Create.

Type Address. Click Create.

Type City. Click Create.

Define Database Fields

Field Name
Pe rs o n

Field Type

Address

Text
Text

C

City Tex t

Field Name|[ Field Type Text -

Create Modifu Delete O p t i o n s . . .

S e l e c t  O p t i o n s  t o  c h a n g e  t h i s  f i e l d ' s  a t t r i b u t e s ,  o r  c h a n g e  i t s  n a m e

a n d / o r  f i e l d  t y p e  a n d  p r e s s  M o d i f y.
D o n e

Cl ick Done.

3 Make entries in database document:

Type George in Person field box. Tap TAB .

Ty p e 1234 Main in Address field box. Tap TAB .

Type Salinas in City field box.
P e r s o n G e o r g e

A d d r e s s 1234 Main

C i t y O RS a l i n a s i

On Edit menu, choose New Record.

Type Helen in Person field box. Tap TAB.

Type 5678 Elm in Address f ield box. Tap TAB.

Type Monterey in City field box.

Your database has information about two people.



Use mail merge continued WP / 49

Save database document on My Files disk:

On F i le  menu,  choose Save.  Inser t  My F i les  d isk  i f  necessary.  i f

Type People in Name box. Click Save.

Do  not  c lose  document .

Create form document:

On File menu, choose New. Double-click Word Processing.

Type I am writing this letter to and ones p a c e .

On File menu, choose Mail Merge.

Double-click People (your new database document) in dialog box.

Mai l  Merge palette appears and l ists names of f ie lds in People database.

Ma i l  Merge  #

F i e l d  N a m e s M e rg e  D a t a b a s e :

Pe rs o n 0 Pe o p l e
A d d r e s s
City S h ow  F i e l d  D a t a

S w i t c h  D a t a b a s e . . .

Inser t  I Pr int  Merge.. .

Drag  pa le t te  down so  you  can  see  top  l i ne  o f  tex t .

Double-click Person field in Mail Merge palette.

Tap SPACEBAR. Type who l ives at. Tap SPACEBAR .

Double-click Address field in Mail Merge palette.

Tap SPACEBAR. Type in the city of. Tap SPACEBAR.

Double-click City field in Mail Merge palette. Type period.

Your form document is  complete.

Iam-wr i t ing-th is  le t ter  to  «Person»  who l i ves  a t  «Address»  i n  the  c i ty  o f  «Ci ty» .

Save form document on My Files disk:

On File menu, choose Save.

Type People Form in Name box. Click Save.

You could print r ight now, but pretend you're going to do it  tomorrow.

7 C l o s e  b o t h  d o c u m e n t s .



/  5 0  /  C l a r i s W o r k s  W o r d  P r o c e s s i n g Use mail merge continued
SREA

8
Get ready for mail  merge:

Now pretend it's tomorrowtime to print forms.

Open People Form from your My Files disk.

On Fi le menu, choose Mail  Merge.

People  Form document  is  automat ica l ly  l inked to  database People.

Preview merged document:

X  Show F ie ld
Record 1e

Click Show Field Data to place X in check box.

In People Form f i le,  f ie ld names change to f ie ld data.

Click pointers in 4 icon to view other records in mail merge.

Each set of data is merged into word processor document.

10 Pr int  merged documents:

B y  t h e  w ay Click Print Merge button in Mail Merge palette.

Yo u  c a n  u s e  t h e  s a m e  d a t a b a s e  t o

p r i n t  m a i l i n g  l a b e l s .  F o r  t h e  s t e p s ,
Standard Pr int  d ia log box appears.

s e e  p a g e 1 3 8. Click Print button to see results.

11  Quit  program:

On File menu, choose Quit.

C l i ck  No  i f  asked  whether  to  save  changes .



Claris Works

Graphics / 51

AM
52 Create new drawing

53 Add & delete object

54  Use  d raw ing  a ids

55 Draw more objects

56 Select objects

57 Change l ine appearance

58 Change fil l & line pattern

5 9  C h an g e  f i l l  &  l i n e  co l o r

60 Use  grad ient  f i l l
6 1 Change stack ing order

62 Copy object

63 Rotate  & ref lect  ob ject

64 Align objects

65 Group objects

66 Add text box

68 Format text inside box

69 Format text box

70 Add linked text boxes

73 Add painting box

74 Compare paint ing & drawing

76 Use painting tools

77 Select area of painting

79 View master page

80 Edit master page

82 Create body pages
83  Crea te  s l i de  show



Create new drawing
Drawing tools  in  Clar is  Works let  you create and modify

5 2  /  C l a r i s  W o r k s  G r a p h i c s rectangles, circles, and other objects.

S t a r t  C l a r i sWo r k s  a p p l i c a t i o n  a n d  c h o o s e  d o c u m e n t  t y p e :

Use steps on page 9.

B y  t h e  w a y I f  Clar is  Works is  a l ready running,  choose New on F i le  menu.

Clar isWorks has both drawing and
p a i n t i n g  d o c u m e n t s .  B e c a u s e  t h e

Double-click Drawing in New Document dialog box.

p a i n t i n g  t o o l s  c a n  b e  u s e d  i n  a

d r aw i n g  d o c u m e n t ,  t h a t ' s  t h e  o n l y
Drawing document has tool  panel  at  left  edge of window and dotted grid.

k i n d  y o u ' l l  n e e d  f o r  l e a r n i n g  a b o u t Untit led 1 (DR)
paint ing in  Clar isWorks.

D
822&

Tool  panel

2 View ful l  document and add pages:

On View menu, choose Page View.

At bottom-left corner of window, click-hold 100 and drag up to 33%.

You see whole document at 33.3 percent scale. It has only one page.

On Format menu, choose Document.

Duplicate dialog box below. Then click OK.

D o c u m e n t

Marg ins Page Display

Top

Bot tom

Left

Ö 6 6 6

in X Show margins

In 2 Show page guides

In Size

Right 0.5 In P a g e s  Ac r o s s

Mirror Facing Pages P a g e s  D o w n

Page Numbering

Start at Page Cance l O K

Now there are six pages of drawing space.

On View menu, choose Page View again to turn off.

Set  v iew sca le  back  to  100 percent .  Scro l l  to  top of document.



C o m p l e t e  p re v i o u s  a c t i v i t y

before  go ing on.
Add & delete object
A drawing document is a col lection of objects that you draw

with the mouse. You'l l  begin with a simple rectangle. GR / 53

Draw object:

In tool panel at left, click  (rectangle tool).

0 0 0 U

Gray h ighl ight  shows which tool  is  act ive.

O b j e c t  t o o l s W i t h  m o u s e  b u t to n up, move pointer into drawing area.  Note crosshair  shape.

Click-hold pointer near upper-left corner of drawing area.

Drag diagonally to right and down.
Fil l  tools

L i n e  t o o l s

R D O0r
Re l e a s e  m o u s e  b u t to n .

Gray highlight goes to I (selection tool at top of tool panel).

2
D e s e l e c t  a n d  s e l e c t  o b j e c t :

Note  hand les  ( t iny  b lack  squares)  a t  corners  o f  rec tang le .

Handles show object is selected.

Click in drawing area away from rectangle.

Handles disappear Object is not selected now.

B y  t h e  w a y Click inside object. Note handles.

Yo u  c a n  a l s o  s e l e c t  a n  o b j e c t  by

clicking its outl ine. In fact, if  the
*

Move object:
o b j e c t  i s  t r a n s p a r e n t ,  y o u r  o n l y
c h o i c e  i s  t o  c l i c k  t h e  o u t l i n e . Click-hold inside object. Drag pointer to right.

Release mouse button.

Change size and shape of object:

Move pointer carefully to handle at lower left.

Click-hold handle. Drag handle up and to left.

Re l e a s e  m o u s e  b u t to n .

5
N u d g e  s e l e c t e d  o b j e c t :

Watch object as you tap each arrow key on keyboard three or four times.

Delete object:

If object has no handles, click inside it.

Tap  DELETE.



C o m p l e te  p rev i o u s  a c t i v i t y

before  go ing on.
Use drawing aids
Freehand drawing can be diff icult.  The drawing application has

5 4  /  C l a r i s  W o r k s  G r a p h i c s aids to ease the task.

w8eRORN A I O N S D O N S N  P R S D O N E G I A S N A D A R R O S

Draw object:

Cl ick L (rectangle tool).  Release mouse button.

Click-hold near upper-left corner of drawing area.

Drag pointer to right and down and release mouse button.

2 S e e  e f fe c t  o f  a u t o g r i d :

Click-hold inside rectangle.

Watch  screen  as  you  very  s low ly  d rag  out l i ne  away  f rom f igure  and  back .

Re lease  mouse  bu t ton .  Tap  a r row keys  severa l  t imes .

Outl ine jumps to l ines on invis ible one-eighth-inch gr id.  Grid is  useful  for

al igning objects.

3 Switch autogrid off:

On Options menu, choose Turn Autogrid Off.

Drag rectangle slowly around drawing area as in step 2. Tap arrow keys.

Outl ine no longer jumps to invis ible gr id l ines.

S e e  s h i f t - ke y  e f fe c t  o n  m ov i n g :

Drag  rec tang le  s l ight ly  down and  to  r ight .  Do  NOT re lease  mouse  but ton .

With button down, watch outline as you hold SHIFT down. Keep dragging.

Out l ine snaps upward and moves exact ly  hor izonta l ly.

Re lease  mouse  but ton  f i rs t ,  then  SHIFT.

Repeat  above  s teps ,  but  d rag  rec tang le  ma in ly  downward  th is  t ime .

Repeat  same steps ,  but  drag  rec tang le  d iagona l ly  th is  t ime.

5
S e e  s h i f t- key  e f fe c t  o n  re s i z i n g :

Drag any handle toward right. Do NOT release mouse button yet.

With button down, watch outline as you hold SHIFT down. Keep dragging.

B y  t h e  way This changes width of object without changing height.

To draw hor izonta l ,  ver t ica l ,  or
4 5 - d e g r e e  d i a g o n a l  l i n e ,  h o l d  t h e

Re lease  mouse  but ton  f i rs t ,  then  SHIFT.

s h i f t  k e y  d o w n  b e f o r e  y o u  c o m p l e t e
the l ine.

Repeat  above  s teps ,  bu t  d rag  hand le  downward  th i s  t ime  to  change  he ight .

Repeat  same steps ,  but  drag  hand le  d iagona l ly  th is  t ime.

This keeps shape of object same when size changes.

D e l e t e  o b j e c t  a n d  s w i t c h  a u t o g r i d  o n :

With handles on rectangle, tap DELETE.

On Options menu, choose Turn Autogrid On.



A  d r a w i n g  d o c u m e n t

must  be  open .
Draw more objects
The tool  panel  has other tools for  drawing objects.  They work

l ike the rectangle tool.  You'l l  explore the main ones now. GR / 55
M p e N  L N O

U s e  s t e p s  2 - 9  t o  d r aw  o b j e c t s  i n  t h i s  f i g u r e :

O b j e c t  t o o l s

O
24 E

By  the  way
2

Draw diagonal  l ine:

A f t e r  d r a w i n g  a n  o b j e c t ,  y o u  c a n

m ove  i t  a n d  r e s i z e  i t .  To  m ove  i t ,
In tool panel,  cl ick 5 ( l ine tool).  Release mouse button.

c l i c k- h o l d  a ny  p a r t  o f  t h e  o b j e c t  a n d

d r a g  t o  a  n e w  l o c a t i o n .  To  r e s i z e  i t ,
Click-hold in drawing area and drag diagonally to draw figure at top left.

c l i c k- h o l d  a  h a n d l e  a n d  d r a g  l e f t ,

r ight,  up,  or down.
Re lease  mouse  bu t ton .

If  you don't  l ike result ,  tap DELETE and redraw object.

<
Cl ick (rectangle tool)  and use same steps to draw top f igure at  r ight .

Cl ick O (rounded rectangle tool) and draw second f igure at left.

Click  (oval tool) and draw second figure at right.

Click  (arc tool) and draw third figure at left.

7 Click  (polygon tool) and draw third f igure at r ight:

Click at each point of polygon. End by clicking first point.

8
Cl ick 2 (freehand tool)  and draw bottom f igure at  left :

Click-hold at first point. Drag pointer along curve.

Re lease  mouse  bu t ton  a t  end .

E x p l o re  s h i f t - key  e f fe c ts :

Click rectangle tool.

Drag right and down in clear area at right. Then hold down SHIFT.

F in ish  f igure  (square) .  Re lease mouse button f i rst ,  then SHIFT) .

Repeat above steps, but with oval tool, to draw circle.



C o m p l e te  p rev i o u s  a c t i v i t y

before  go ing on.
Select objects
As with other types of commands, many drawing commands act

56 /  C lar is  Works  Graphics only on selected objects.cAoker
C l i c k  s e l e c t i o n  p o i n t e r  ( a r row )  i n s i d e  c i rc l e  i n  d r aw i n g  a re a .

Handles show circle is only selected object.

2
U s e  s e l e c t i o n  m a r q u e e :

In drawing area, click-hold just above middle of diagonal line.

Drag  po in ter  d iagona l ly  so  "marquee"  (dashed  out l ine)  i s  l i ke  one  in  f igure .

RE
Re l e a s e  m o u s e  b u t to n .

Only objects completely inside selection marquee are selected.

3
Ad d  o b j e c t s  t o  s e l e c t i o n :

Hold SHIFT down as you click rectangle in drawing area. Hold SHIFT down
as you click rounded rectangle.

Remove oval from selection:

Hold SHIFT down as you click oval.

5 D e l e te  s e l e c t i o n :

On Edit menu, choose Clear (or tap DELETE).

Undo change:

On Edit menu, choose Undo Clear (or tap 8 z)).

S e l e c t  a l l  o b j e c ts :

On Edit menu, choose Select All (or tap 3 A).

8
Dese lec t  a l l  se lec ted  ob jec ts :

Click inside drawing area away from all objects.

Save document on My Files floppy disk:

Use  steps  on  page 15, but type My Drawing as document name.



S T O P
M y  D r a w i n g  m u s t  b e  o n

f loppy  d isk .  See  page  55.
Change line appearance

So far,  a l l  the l ines in your objects are sol id.  black,  and fair ly

narrow. You can change these appearances. GR / 57

1
If necessary, open My Drawing document from your disk:

Use step 1 on page 17, but double-click My Drawing this time.

2 Use steps 3-7 to  make l ines  look l ike  f igure.58
Lo o k  a t  fo u r  i c o n s  b e l ow  P e n  i c o n .  E a c h  o n e  i s a pop-up menu.

P e n  c o l o r  p o p - u p - P e n  p a t t e r n  p o p - u p

P e n  w i d t h  p o p - u p Arrows pop-up

These four pop-up menus control l ine appearance. You'l l  explore two now.

Put arrowhead on diagonal l ine:
P l a i n  L i n e

A r r o w  A t  S t a r t In  drawing  area ,  carefu l ly  c l ick  l ine  to  se lec t  i t .  Make  sure  you  see  hand les .
A r r o w  A t  E n d

A r r o w s  A t  B o t h  E n d s

Click-hold El (arrows pop-up) to see menu.

Drag right and then down to choose Arrow At End.

Tear Width palette off tool panel:
idth HiD

Click-hold E (width pop-up) to see menu.N o n e

H a i r l i n e

Drag  r ight  unt i l  dashed rec tang le  appears . Re l e a s e  m o u s e  b u t to n .

& & :

Menu becomes floating palette. Drag tit le bar to move palette as needed.
S  p t .

O ther. Make diagonal l ine 2 points wide:

Make sure line still has handles.

By  the  way On Width palette, click line labeled 2 pt.

A l l  p o p - u p  m e n u s  i n  t h e  t o o l  p a n e l

c a n  b e  t o r n  o f f  a s  p a l e t t e s - a  u s e f u l Change line width of other objects:
f e a t u r e  w h e n  y o u  h a v e  m a n y  o b j e c t s

t o  c h a n g e . Se lect  ob ject  and choose width  in  pa let te .  Repeat  for  each ob ject .

Click close box on palette when you are finished.

8
Save changed document:

On File menu, choose Save.

Changed f i le replaces or iginal  on disk.



Comple te  p rev ious  ac t i v i t y
b e f o r e  g o i n g  o n .

Change fill & line pattern
Objects now have sol id black borders and sol id white insides.

58 /  C lar isWorks  Graph ics You can easily change that.
p t c o l / o t o n : h O h d a l r  c oV N

U s e  s t e p s  2 - 6  t o  m a ke  o b j e c t s  l o o k  l i ke  f i g u r e .

2 Look at  three icons below paint  bucket  icon.

F i l l  p a t t e r n  p o p - u p

Fi l l  color pop-up Gradient  pop-up

These are f i l l  pop-up menus. They control how insides of objects look.

3
Tear  o f f  F i l l  Pa t te r n  pa le t te :

In row below paint bucket, cl ick-hold E (fi l l  pattern pop-up).

Drag  to  r ight  unt i l  dashed  rec tang le  appears .

Re lease  mouse  bu t ton .

Pop-up menu becomes f loat ing palette.  Drag it  wherever you l ike.

M:2TE

A p p l y  f i l l  p a t te r n s  to  o b j e c ts  w i t h  i n s i d e s :

Click any object and click fill pattern you want. Repeat for other objects.

5 Te a r  o f f  Pe n  Pa t te r n  p a l e t te .

P e n  p a t t e r n  p o p - u p Be sure to begin at pen pattern icon, below pen icon (see figure at left).
Name in t i t le  bar of  palette wi l l  be Pen Pattern.

A p p l y  l i n e  p a t t e r n s  t o  fo u r  o b j e c t s  a t  t o p :

Click any object and click line pattern you want. Repeat for other objects.

C lose  both  pa le t tes  when  you  a re  f in i shed .

7 Save changed My Drawing document.



A  d r aw i n g  d o c u m e n t

must  be  open .
Change fill & line color

I f  you have a color monitor,  you can change the colors of the

out l ine and ins ide of  an object . GR / 59

If necessary, use scroll bar at right to bring clear drawing area into view.

2
Draw rounded rectangle shown in f igure below:

Fill
Draw rounded rectangle.

p a t t e r n  p o p - u p

On f i l l  pattern pop-up,  choose pattern shown.

P e n  p a t t e r n  p o p - u p
On pen width pop-up, choose 8 pt.

P e n  w i d t h  p o p - u p

On pen pattern pop-up,  choose pattern shown.

3
Tear off Fill Color palette:

Fi l l  color  pop-up

Click-hold fill color pop-up ( just below paint bucket icon).8.
Drag  to  r ight  unt i l  dashed  rec tang le  appears .  Re lease  mouse  but ton .

P e n  c o l o r  p o p - u p
Apply color to fi l l  pattern:

Make sure object still has handles.

Click any color in Fil l Color palette. Try other colors.

Black parts of pattern become colored. White parts stay white.

Close Fill Color palette.

5 Make fi l l  solid color:

Click-hold fill pattern pop-up (middle icon below paint bucket).

Drag to second box in top row of patterns. Release mouse button.

Apply color to outline:

Repeat  s tep  3,  but  use  pen  co lo r  pop-up  ( just  be low pen  icon) .

Repeat step 4, but use Pen Color palette to apply color to outline.

Repeat  step 5,  but  use pen pat tern  pop-up ( to  r ight  of  pen co lor  pop-up)  to
make line solid.

7 Save changed My Drawing document.



A  d r a w i n g  d o c u m e n t

must  be  open.
Use gradient fill
A gradient f i l l  gradual ly  goes from one pattern and color to

60  /  C la r i sWorks  Graph ics another  in  the same object .

ArENDORAVPCRVENN OtR

If necessary, use scroll bar at right to bring clear drawing area into view.

2
Use step 2 on page 59 to draw same rounded rectangle.

Tear off Gradient palette:

Click-hold gradient pop-up ( just right of fill pattern pop-up).

F i l l  c o l o r  p o p - u p  :

&l F i l l  p a t t e r n  p o p - u p

G r a d i e n t  p o p - u p

Drag  to  r ight  unt i l  dashed  rec tang le  appears .

Re l e a s e  m o u s e  b u t to n .

Drag floating palette wherever you like.

I f  you do not  have color  monitor,  Gradient  palette may look coarse.

Apply gradient fi l l :

Make sure rounded rectangle still has handles.

Click first box in top row of Gradient palette.

If you have color monitor, try color gradients.

Close Gradient palette.

5 Save changed My Drawing document.



A  d r a w i n g  d o c u m e n t

must  be  open .
Change stacking order

Each new object is on a layer in front of the rest of the objects,

but you can change the order of the layers. GR / 61NINEINO
If necessary, use scroll bar at right to bring clear drawing area into view.

Draw rectangle, oval, and circle shown in figure:

Fi l l  pattern pop-up Draw rectangle in figure. Use fill pattern pop-up to apply pattern shown.78.
F i l l  c o l o r  p o p - u p

Draw oval. Use fill color pop-up to apply black or a dark color.

Draw circle (use oval tool with SHIFT down). Leave inside white.

If  circle is transparent, use f i l l  color pop-up to make it  white.

3
Look at stacking order.

Each new object is on layer in front of other object(s).

Move circle behind oval:

Se lect  c i rc le  i f  i t  does not  a l ready have handles.

A r r a n g e On Arrange menu, choose Move Backward.
Move Forward 1 r  8 6 +

Move To Front Layer  with oval  is  now in  f ront  of  c i rc le.
Move Backward
M o v e  To  B a c k 5

Put oval layer behind rest:

In drawing area, select oval.

On Arrange menu, choose Move To Back.

Put oval layer in front of rest:

On Arrange menu, choose Move To Front.

7
Bring rectangle layer one place forward:

In  drawing area ,  se lec t  rec tang le .

On Arrange menu, choose Move Forward.

8
Rearrange layers to original order.

There is  more than one way to do this.

9
Save changed My Drawing document.



A  d r a w i n g  d o c u m e n t
m u s t  b e  o p e n .

Copy object
The same object  often appears many t imes in a drawing.

/  C l a r i s W o r k s  G r a p h i c s Making copies saves t ime.
m -4R

If necessary, use scroll bar at right to bring clear drawing area into view.

2 Draw simple object:

Use = (polygon tool) to draw simple object about 2 or 3 inches tall.

Use  f i l l  pat tern  pop-up to  choose  pat tern  for  ob jec t .

Drag any handle toward opposite handle so object is 1 inch tall.

3 Copy and paste object (method 1):

With object selected, choose Copy command on Edit menu.

Choose Paste command on same menu.

It  looks l ike nothing happened.  Copy is  in  front  of  or ig inal .

Click-hold middle of copy and drag it just right of original.

D u p l i c a t e  o b j e c t  ( m e t h o d  2 ) :

Delete copy just made.

Select original.

On Edit menu, choose Duplicate (or use 8 D).

Copy appears  be low and to  r ight  of  or ig ina l .

With 38 held down, tap D three times.

Each tap adds copy same distance away from previous one.

Drag selection marquee around all  f ive objects. Tap 3 D.

Drag five copies just right of originals (see figure below).

Tap % D twice.

Changed distance from originals is also duplicated in copies.

5
Save changed My Drawing document.



A  d r a w i n g  d o c u m e n t
must  be  open.

Rotate & reflect object
After drawing an object, you sometimes need a copy that is the

same, except rotated or reversed l ike a mirror image. GR / 63

1
If necessary, use scroll bar at right to bring clear drawing area into view.

2
Draw and dupl icate freehand curve:

Use (freehand tool) to draw object at left in figure.

On pen width pop-up, choose 4 pt.

On Edit menu, choose Duplicate.

Click-hold line of object (not handle) and drag to right.

You' l l  work  wi th  copy and compare wi th  or ig ina l .

3
Ref lec t  ob jec t  l e f t  and  r igh t :

On Arrange menu, choose Transform, then choose Flip Horizontally.

Result is mirror image of original.q
Flip horizontally again to get back to original figure.

Arrange
Move Forward Reflect object up and down:

Move To Front
Move Backward 1  38- On Arrange menu, choose Transform, then choose Flip Vertically.

Move To Back
Flip vertically again to get back to original figure.

A l ign  To  Gr id 9 8 K

Al ign Objects. . .  û98K Rotate object:

R e s h a p e 9 6 R Se lec t  ob jec t  on  r ight  i f  you  don' t  see  handles .
Free Rotate D#R
Transform On Arrange menu, choose Free Rotate.

G r o u p 8 G Click-hold X on any handle (l itt le black square).

Ungroup 0 3 6 G
Lo c k 9 8 H

Drag in circle to desired angle.

Un lock 0 % H Hold SHIFT down and drag slowly in circle.

SHIFT forces angle to be horizontal,  vert ical,  or 45-degree diagonal.

On Arrange menu, choose Free Rotate (now checked) to turn off.

Saved changed My Drawing document.



A  d r a w i n g  d o c u m e n t
m u s t  b e  o p e n .

Align objects
Often you need two or more objects to l ine up vert ical ly or

6 4  /  C l a r i s  W o r k s  G r a p h i c s horizontal ly or on their  centers.  There's a command for this.

s t t p / / a p / a s / r R L U / 8 O M 1 P N E S A C R C Y Y A D O R N A C O O G A 6 R R C E D R T H A R S Z R M

If necessary, use scroll bar at right to bring clear drawing area into view.

2 Draw rectangle, oval, and circle shown in figure.

3
Align and space objects:

Drag se lec t ion  marquee to  se lec t  a l l  three  ob jec ts .

On Arrange menu, choose Align Objects.

Duplicate dialog box below.

Al ign Objects

-To p  t o  B o t t o m -Left to Right
O  None None

© Align top edges
o

0 Al ign centers
Ö Rlign left edges

Ö Align
O Al ign centers

bottom edges
O Distr ibute space

O Align right edges
©  D i s t r i b u t e  s p a c e

Sample  -

Cance l

Click OK.

Tops of three objects are on same horizontal l ine and space between objects

is equal .

Align right edges of objects:

Se lec t  a l l  three  ob jec ts  i f  handles  are  not  showing.

On Arrange menu, choose Align Objects.

In Left to Right l ist, click Align right edges button. Click OK.

Objects are piled on top of each other, right edges aligned.

5 Save changed My Drawing document.



A  d r aw i n g  d o c u m e n t

m u st  b e  o p e n .
Group objects
After aligning several objects, you often want to treat them as a
single object. There's a command for that. GR / 65
0

If necessary, use scroll bar at right to bring clear drawing area into view.

Draw circles shown in f igure:

Draw in order of size, largest first.
Tip

Select largest and smallest. Apply black or red fill color.
I f  m i d d l e  c i rc l e  i s  t r a n s p a re n t  (g r i d -

l i n e s  s h ow  t h ro u g h ) ,  s e l e c t  c i rc l e ,

g o  t o  f i l l  c o l o r  p o p - u p ,  a n d  c h o o s e
t h e  w h i t e  c o l o r .

3 Align objects on centers:

Select  a l l  three objects.

On Arrange menu, choose Align Objects.

In Top to Bottom list, click Align centers button.

In Left to Right l ist, click Align centers button. Click OK.

Cl ick  in  c lear  drawing  area  to  dese lec t  ob jec ts .

Centers are on same point.  Figure looks l ike target.

4
Drag  ta rget  away:

Click-hold black area of large circle. Drag short distance to right.

Oops !  Only large c irc le moved.

On Edit menu, choose Undo Move.

5
Group objects:

Se lect  a l l  three ob jects .  Make sure  handles  are  on each ob ject .

On Arrange menu, choose Group.

Now only one set of  handles appears.

Click-hold large circle and drag to right.

Three circles behave as single object.

Click-hold either handle at left. Drag handle to left.

Al l  circles become ovals.

6
Save changed My Drawing document.

7 Quit ClarisWorks application.



Add text box
You can add a text  box to a drawing document.  After  enter ing

66 /  C lar is  Works  Graphics text,  you can use word processing commands to format it .

Start Claris Works application and create new drawing document.

Look at four tools at top of panel.

S e l e c t i o n  t o o l

S p r e a d s h e e t  t o o l

A Wo r d  p r o c e s s i n g  t o o l9E Paint tool

You use selection tool to select, move, and resize objects. Other three tools

add special  boxes to drawing document.

3 Add text box (method 1):

Click Al (word processing tool) to select it.  Move pointer into drawing
area.

Pointer has I-beam shape, not arrow.

Watch names in menu bar as you click I-beam anywhere in drawing area.

Word processing menus take place of  drawing menus.  Clar isWorks is  now
in text mode.

Notice small text box with blinking insertion point.

Text box is l ike t iny word processing page.

Watch text box grow as you type this:

Text can be used to label figures in a
drawing.

Switch back to draw mode:

Cl ick E (select ion tool) .  Move pointer into drawing area.

Drawing  menus  re tur n . Po inter  i s  ar row.  C lar isWorks  is  in  draw mode.

Click in text you just typed. Notice handles and box around text.

Click-hold inside text box and drag short distance.

In draw mode, text box is just object you can resize and move.

5 Add text box (method 2):

Click word processing tool.

Click-hold I-beam pointer in drawing area.

Drag to right and down about 2 inches.

Larger text box appears. Menus switch to word processing as before.

Type same text  as  in  step  3.

Click selection tool. Then click in text you just typed.

Text box width stays same, but height shrinks to f it  text.



Add text box continued GR / 67

U s e  s h o r t c u t s  t o  sw i t c h  m o d e s :

Tip Click arrow pointer in upper text box.

W h e n  y o u ' r e  n o t  s u r e  w h a t  m o d e Cl ick ing selects box as graphic object-st i l l  in  draw mode.  Not ice handles.
C l a r i sWo r ks  i s  i n ,  c h e c k  to  s e e  w h i c h

i c o n  i s  h i g h l i g h t e d  a t  t h e  t o p  o f  t h e
Click text box with handles.

tool panel.
Cl icking text box with handles switches to text mode. Notice menu names.

Click I-beam pointer outside both text boxes.

Cl ick ing in  c lear  drawing area switches to  draw mode.

7
S e l e c t  a n d  d e s e l e c t  b o t h  b oxe s  a s  o b j e c t s :

On Edit menu, choose Select All.

C l ick  in  c lear  area to  dese lect  ob jects .

8 Select al l  text in narrow box:

Click text box once to add handles.

Click again to switch to text mode. Notice blinking insertion point.

On Edit menu, choose Select All.

In text mode, same command selects al l  text in box.

•
Delete wide text box:

Click in clear area to switch to draw mode.

Click wide text box once to add handles.

Tap DELETE).

10 Delete text  inside remaining text  box:

B y  t h e  w a y
Click text box once to add handles.

I f  yo u  d e l e t e  a l l  t h e  t ex t  i n  a  t ex t

b ox ,  t h e  b ox  a l s o  d i s a p p e a rs  a s  s o o n

Click again to switch to text mode.

a s  y o u  l e a v e  t e x t  m o d e . Drag  I -beam po in ter  to  se lec t  phrase  in  f igure .

Te x t . c a n - b e  u s e d

to  labe l . l igures  in .

a  d r aw i n g

Tap  DELETE.

11  Delete  remain ing text  box:

Click in clear area to switch to draw mode.

Text box you were edit ing is already selected.

Tap DELETE).



C o m p l e te  p rev i o u s  a c t i v i t y

b e f o r e  g o i n g  o n .

Format text inside box
You can use al l  word processing format commands with text

68 /  C lar is  Works  Graph ics inside boxes in a drawing document.

Draw new text  box and enter  text :

Click word processor tool at top of panel.

Drag rectangle about 5 inches wide in drawing area.

Type ClarisWorks Graphics is in box.
Tap RETURN .

Type FANTASTIC.

C l a r i sWo r k s - G r a p h i c s . i s d
FANTAST IC

2
Make all  text in box 24-point Times (draw mode):

Click outside text box to return to draw mode.

On Format menu, choose Size, then choose 24 Point.

On Format menu, choose Font, then choose Times.

In draw mode,  format commands apply to a l l  text  in  box.

ClarisWorks Graphics is
FANTASTIC

3 M a ke  s e c o n d  l i n e  i n  t ex t  b ox  4 8 - p o i n t  b o l d  ( t ex t  m o d e ) :

Click inside selected text box to go to text mode.

Menus change to word processing. Pointer shape becomes I-beam.

Double-c l ick  FANTASTIC.

On Size menu. choose 48 Point.

On Style menu, choose Bold.

In  text  mode you can format  ind iv idual  characters  and paragraphs.

ClarisWorks Graphics.is

FANTASTIC Highl ighted word

C e n t e r  b o t h  t ex t  l i n e s  ( d r aw  m o d e ) :

Click outside text box. Notice handles.

On Format menu, choose Alignment, then choose Center.

In draw mode, th is  centers both one-l ine paragraphs.



C o m p l e t e  p re v i o u s  a c t i v i t y
before  go ing on.

Format text box
Once text is entered, edited, and formatted, you can use

drawing tools to change the appearance of the text box.
GR / 69

Draw border on text  box:

Make sure handles appear on text box.

On pen width pop-up, choose 3 pt.

Tip On pen color pop-up, choose blue (black if you don't have color monitor).

I f  y o u  d o  n o t  s e e  g r i d  l i n e s  t h r o u g h
the  tex t  box ,  use  the  f i l l  pa t te r n  pop-

u p  t o  c h o o s e  t r a n s p a r e n t  f i l l  ( f i r s t
Claris Works Graphics is

i c o n  i n  f i r s t  r o w  o f  p a t t e r n s . ) FANTASTIC
2 Draw rounded rectangle below text:

Click rounded rectangle tool.

Below text box, draw figure slightly larger than text box.

Drag rounded rectangle up so it covers half of text box.

On fill color pop-up, choose red (black if you don't have color monitor).

3 Move text box to front layer:

Click text box.

On Arrange menu, choose Move To Front.

Change text box border and type to white:

On pen color pop-up, choose white to change outline color.

On Format menu, choose Text Color, then choose White.

C e n t e r  a n d  g r o u p  o b j e c t s :

With SHIFT held down, click rounded rectangle.

B o t h  o b j e c t s  a r e  s e l e c t e d  n ow.

On Arrange menu, choose Align Objects.

Click both Align centers buttons. Click OK.

On Arrange menu, choose Group.

Claris Works Graphics 1S

FANTASTICI

Save document with name Drawing Boxes.



Comple te  p rev ious  ac t i v i t y

b e f o r e  g o i n g  o n .

Add linked text boxes
By l inking text boxes, you can have the text begin in one box

70 /  C lar is  Works  Groph ics
and f low into the next,  skipping over f igures.

Draw regular  text  box:
Tip

F o r  b e s t  r e s u l t s ,  y o u  s h o u l d  h a v e If necessary, move graphic object down to allow 1 inch above for text box.
t h e  M y  Q u o t a t i o n s  d o c u m e n t  o n

yo u r  f l o p py  d i s k .  I f  yo u  d o n ' t ,  t a ke  a
Click word processing tool.

f e w  m i n u t e s  n o w  t o  c r e a t e  a n d  s a v e

t h e  f i l e  ( s e e  p a g e  1 4 ) .
Drag  tex t  box  above  ob jec t .  Make  i t  as  w ide  as  graph ic  ob jec t  and  one-ha l f
inch tall.

Type Sample text.
Click outside text box to switch to draw mode.

Height of text box shrinks to hold just one l ine.

Try to change height of text box.

2
Change to "l inked" text box:

Make sure handles still appear on box.

B y  t h e  way On Options menu, choose Frame Links (now unchecked).

T h e  F r a m e  L i n k s  c o m m a n d  a f f e c t s

w h a t eve r  t ex t  b ox  i s  s e l e c t e d .  I f  yo u
Box changes to l inked text box. Notice new icons at top and bottom.

c h o o s e  t h e  c o m m a n d  w i t h  n o n e

s e l e c t e d ,  i t  w i l l  b e  a p p l i e d  t o  a l l
Click-hold handle at lower right. Drag down so height of box is one-half

f u t u r e  t e x t  b ox e s  y o u  c r e a t e  u n t i l
inch.

y o u  s w i t c h  F r a m e  L i n k s  b a c k  o f f .
This t ime, height of text box does not shrink to fit  text.

-
a m p l e  tex t

Claris Works Graphics isFANTASTIC
3 Enter more text:

If  My Quotations document is not on your disk, skip steps below. Instead,
c l ick text  box and type more words than wi l l  f i t  in  box.

Open My Quotations document from your My Files disk.

On Edit menu, choose Select All.

On Edit menu, choose Copy.

Close My Quotations document.

Click inside text box to switch to text mode.

Highlight and delete Sample text.

On Edit menu, choose Paste.



Add linked text boxes continued GR / 71

View text  box:

Note tiny X at lower-right corner of box.

X means there is  more text than wi l l  f i t  in box.

We have  a  c r im ina l  j u r y  sys tem-wh ich  i s  super io r  to  any- in  the
wo r l d  a n d  i t s  e f f i c i e n c y  i s  o n l y  m a r re d  by  t h e  d i f f i c u l t y  o f

f i n d i n g . t w e l v e . i u r o r s . e v e r w. d a w.w h n . d o n t k n o w. a n w t h i n a . a n r E

5 Add text box linked to present one:

Switch to draw mode.

Tip Click icon with triangle at bottom of text box.

D o n ' t  f o r g e t  t h i s  s t e p .  T h e  t r i a n g l e

is  icon  is  the  star t ing  po int  for  add ing

by- i s  on ly :mar reg-pyt

a  n e w  l i n k  t o  a  c h a i n  o f  t e x t  b o x e s .

e v e r w. d a y.w h o . d o n t t

Triangle and outl ine disappear.  Mode switches to text.  Pointer is I-beam
s h a p e .

Draw similar text box below graphic object, as in next figure.

Some of hidden text appears in l inked box. Mode switches to draw.

We have-a  c r im ina l  j u ry  sys tem wh ich  i s  super io r  to  any  in  the

wor ld  and  i ts  e f f ic iency  i s  on ly  mar red  by  the  d i f f i cu l tyof

Claris Works Graphics is

FANTASTICI
. . . . 0 0 o

T i n d i n g  E w e l v e  j u r o r s  e v e r y  d a y  w h o  d o n t k n o w  a n y t h i n g  a n d
c a n t r e a d . d

I f  yo u - p i c k  u p  a  s t a r v i n g  d o g  a n d  m a ke  h i m  p ro s p e ro u s ,  h e .
w i l l - n o t  b i t e  yo u .  T h i s  i s  t h e  p r i n c i p a l  d i f fe re n c e  b e t we e n  a*

Resize and move text boxes:

In draw mode, boxes behave l ike regular graphic objects.

Drag bottom handle (not triangle icon) down until all text is visible.

Click top text box. Drag bottom handle down until  all  of paragraph is in
top text box.

Click-hold inside bottom text box. Drag box up to graphic object.

Click in clear drawing area away from all objects.



72 /  C la r i s  Works  Graph ics Add linked text boxes continued
S R I N S D M E S N A D  S S S R C

7 Explore text in l inked boxes:

Your  window should  look s imi lar  to  th is :

We  h ave  a  c r i m i n a l  j u r y  sys te m  w h i c h  i s . s u p e r i o r  to  a ny- i n  t h e
wor ld  and . i ts-e f f i c iency. i s  on ly-mar red .by-the  d i f f i cu l ty.o f.

f ind ing  twe lve  ju rors  every  day  who dont  know anyth ing  and.can'tread.

ClarisW orks Graphics is

FANTASTIC
I f-you-p ick  up  a  s ta rv ing  dog  and  make  h im prosperous

w i l l  n o t  b i t e  yo u .  T h i s  - i s  t h e  p r i n c i p a l  d i f fe re n c e  b e t we e n  a
d o g  a n d  a  m a n . d4

I n -t h e -f i r s t . p l a c e  G o d - m a d e  i d i o ts .  T h i s  wa s  fo r  p r a c t i c e .  T h e n .
• H e - m a d e . S c h o o l - B o a r d s .J

I t ' s  be t te r. to-keep-your.mouth-shut  and  appears tup id  than .to .
open-it  and remove al l  doubt.

Click top text box twice to select it in text mode.

On Edit menu, choose Select All.

Text  in  both boxes is  h ighl ighted.

Click inside paragraph 1. With SHIFT) held down, click in paragraph 3.

Tip Selection extends from top box to bottom box.
T h i n k  o f  l i n k e d  t e x t  b o x e s  a s  t i n y

wo rd  p ro c e ss i n g  p a g e s .  J u s t  a s  tex t Click at end of text in top box. Watch insertion point as you tap E and G
f l o w s  a u t o m a t i c a l l y  f r o m  p a g e  t o a  few t imes each.
p a g e ,  s o  i t  f l o w s  f r o m  o n e  l i n k e d

t ex t  b ox  t o  t h e  n ex t . Se lec t  a l l  text  in  paragraph 1.  Tap DELETE) .

Former paragraph 2 moves into upper  box.

Tap 8 Z) to undo deletion.

Switch to draw mode with top box selected.

Tap DELETE to remove top text box.

Al l  text  is  now in bottom text box.

Tap8 Z) to undo deletion.

8
Save changed Drawing Boxes document.



A  d r a w i n g  d o c u m e n t Add painting box

GR / 73

m u s t  b e  o p e n .

Pa int ing is  l ike drawing,  except  that  there are no objects- just

t iny square "pixels" that you paint black,  white,  or a color.

If necessary, use scroll bar at right to bring clear drawing area into view.

2
Add paint ing box to  drawing:

Steps are same as for adding other boxes, but with different tool.B y  t h e  way

Yo u  c a n  a l s o  c r e a t e  a n  e n t i r e  n e w

document  as  pa int ing document. Cl ick E (painting tool) to select it .  Move pointer into drawing area.
A l l  t o o l s  l e a r n e d  h e r e  w o r k  t h e

Pointer has paintbrush shape now.
s a m e  w a y  i n  a  p a i n t i n g  d o c u m e n t .

Click-hold near top-left edge of drawing area.

Drag to right and down about two inches.

Release mouse button. Move pointer inside box.

Look at menu bar, pointer, and tool panel.

8  / 0 0 o o *

L D O G a N C H e s
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Paint ing menus take place of drawing menus. Pointer is penci l  inside box.

Tool  panel  has eight new tools.  Clar is Works is now in paint mode.

3 Switch to draw mode:

Click outside painting box and look at menu names, pointer, top of tool

panel, and painting box.

Drawing menus return.  Pointer  is  ar row. Select ion tool  is  h ighl ighted.

Handles  appear  on pa int ing box.  C lar isWorks is  aga in  in  draw mode.

Click-hold any handle and drag short distance.

Tap arrow keys to nudge box.

In draw mode, paint ing box is just another object that you can resize and
m o v e .

Click drawing area away from box to deselect it.

Switch to paint mode:Tip

P a y  c l o s e  a t t e n t i o n  t o  t h e  p o i n t e r

w h e n  i t  i s  i n s i d e  a  p a i n t i n g  b o x .  I f
Click painting box once to select it.

the  po in te r  shape  i s  an  a r row,  you ' re
s t i l l  i n  d r a w  m o d e .  Yo u ' v e  s w i t c h e d

Click inside selected painting box.

t o  p a i n t  m o d e  i f  t h e  p o i n t e r  i s  a Paint ing menus return.  Pointer is  penci l .  Tool  panel  has paint ing tools.
penci l .

C la r i sWorks  i s  aga in  in  pa in t  mode.



C o m p l e t e  p re v i o u s  a c t i v i t y
before  go ing on.

Compare painting & drawing
Most paint ing tools  work the same way as drawing tools ,  but

4/  C la r i sWorks  Graph ics the result is painted pixels, not separate objects.

Create drawing objects for comparison:

Switch to draw mode (click outside painting box or click selection tool).

Use oval tool and freehand tool to draw objects at right in figure below.

2
Use oval tool in painting box:

Switch to paint mode (click twice inside painting box).

Click oval tool.

Drag as usual to create oval in painting box.

Oops !  Oval has black inside. You need to choose white for f i l l  color before
painting.

Tap 8 Z) to undo painting.

Use fill color pop-up to set color to white.

Tool is left icon of three below paint bucket icon.

Drag again to paint oval at left in figure.

3
Use freehand tool in painting box:

Look at highlighted oval tool in panel.

In paint mode, tools remain selected after use.

Click freehand tool.

Use it in painting box as in figure.

Select and move drawn objects:

Switch to draw mode (arrow-shaped pointer).

Click drawn object on right. Drag it away. Drag it back.

5
Try to move painted figures:

Switch to paint mode (pencil-shaped pointer).

Try  to  se lec t  and  move  shapes  you  pa in ted .

You can't. Painted shapes are not objects. They're just black areas on page.
Penci l  s imply  makes b lack mark as  you drag.



Compare painting & drawing continued GR / 75

Zoom in on document:

Click-hold 100 at lower-left corner of window and choose 400%.

Use scrol l  bars  to  see par ts  of  two f igures.

You see page at 400 percent enlargement. Painting box is at left.

7 Compare figures:

Look at painted figures.

By the way They are made up of l itt le black squares called pixels.

Yo u  e n t e r  t e x t  i n  a  p a i n t i n g  t h e

s a m e  w a y  y o u  d o  i n  a  d r a w i n g .  I n  a
Look at drawn figures.

p a i n t i n g ,  t h e  l e t t e r  s h a p e s  b e c o m e
s o  m u c h  p a i n t  a p p l i e d  t o  t h e  p i xe l s .

They are smoother because they were redrawn at new view scale.

A f t e r  t h a t ,  y o u  c a n n o t  c h a n g e  t h e

font, size, or style.
Change v iew sca le  to  800 percent .  Scro l l  to  see  both  ova ls .

Pixels are magnif ied,  but drawn f igures remain smooth.

Paint pixels:

Move pointer inside painting box.

If pointer is arrow shape, click inside box. You may have to click twice.

Click pencil in white area.

You just painted one white pixel  black.

Click any black pixel.

Penci l  paints black pixels white and white pixels black.

Start with white pixel and drag pencil through white area.

That paints many pixels black.  Start ing on black paints pixels white.

9 Zoom back out to 100 percent view scale.

10 Delete two drawn objects at r ight. Delete painting box.



A  d r aw i n g  d o c u m e n t
must  be  open.

Use painting tools

76 /  C la r i s  Works  Graph ics
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In paint  mode, you have eight new tools for applying paint  to
pixels.  You' l l  explore the main ones now.

Use steps 2-6 to make painting similar to one shown in figure.

9G
2 Add new paint ing box:

3

Click painting tool. Drag to add painting box about 5 inches wide.

Use paintbrush:

On fill color tool, choose black.

Click (paintbrush tool). Draw figure like one

Double-click paintbrush tool.

at upper left.

In dialog box, click long vertical line. Click OK. Paint figure like one at
lower left.

Change brush  shape to  c i rcu lar  pat tern  of  dots .  Pa in t  next  f igure  to  r ight .

Use spray can:

Click a (spray can tool). Drag tool to paint "caterpil lar" in clear area of
painting box.

Double-click spray can tool. In dialog box, change dot size. Experiment in

5

sample area. Click Cancel when you're ready to continue.

Use eraser:

Cl ick  (eraser tool) .  Drag through part  you just  painted.  Tap (% Z).

Double-click eraser tool to erase whole box. Tap 33 Z.

U s e  p a i n t  b u c ke t :

Click E (pencil  tool). Draw closed shape l ike one at r ight of f igure.

Cl ick & (paint bucket tool),  just r ight of penci l  tool.

Use fill pattern pop-up to choose pattern like one in figure.

Click bottom of dripping paint inside closed figure.

7
Click in white painting area away from figures. Tap 3f Z to undo change.

Save changed Drawing Boxes document.



Comple te  p rev ious  ac t i v i t y
b e f o r e  g o i n g  o n .

Select area of painting
Many paint ing commands act on pixels in  a selected area.

Special selection tools let you specify the area. GR / 77

U s e  re c t a n g u l a r  s e l e c t i o n  to o l :

Cl ick E (marquee selection tool,  next to lasso).

Drag  crossha i r  po in ter  d iagona l ly  across  par t  o f  pa in t ing  box .

Line of "crawling ants" shows area selected.

Click-hold inside selection and drag slightly away. Release mouse button.8s
Tap arrow keys on keyboard.

Drag selection in front of area with black paint. Click away from selection.

White and black paint in selection covers paint behind selection.

Immediately tap 3Z) and drag selection to original position.

2 G i ve  c o m m a n d s  t h a t  a f fe c t  s e l e c t i o n :

On Transform menu, choose Invert. Repeat step.

White and black pixels in select ion switch colors.

On Transform menu, choose Flip Vertically. Repeat step.

Cl ick outs ide se lect ion to deselect  area.

3 Use  l asso  se lec t ion  too l :

Use 2 (eraser tool) to clear area around figure at far right.

Click E (lasso tool).

Start  at  upper-r ight  corner of  paint ing box and careful ly  drag U-shaped pat.

around figure at far right.

Re lease  mouse but ton.  Note  area  se lec ted.

Lasso outl ine closes and shrinks to nearest border made of black pixels.

Drag selection to new location. Click to deselect it and apply its paint to
new a rea .



78 /  C lar is  Works  Graph ics Select area of painting continued

U s e  m a g i c  w a n d  s e l e c t i o n  t o o l :

Click 7 (magic wand tool).

Tip Click any white area completely surrounded by black paint.

T h i n k  o f  t h e  m a g i c  w a n d  a s  a  l a s s o
i n  r e ve r s e .  T h e  l a s s o  s h r i n ks  t o

Selection includes al l  adjacent white pixels.

b l a c k  p i x e l s  i n s i d e  i t .  T h e  m a g i c

w a n d  e x p a n d s  f r o m  t h e  p o i n t  y o u

c l i c k  u n t i l  i t  m e e t s  p i xe l s  o f  a

d i f fe r e n t  c o l o r.

C l ick  in  pa in t ing  area  outs ide  se lec t ion  to  dese lec t  i t .

Click any black area completely surrounded by white paint.

Selection includes al l  adjacent black pixels.

5
S e l e c t  e ve r y t h i n g :

Doub le-c l ick  lasso  se lec t ion  too l .

This is same as dragging lasso around al l  black areas.

Tap 3 Z) to undo selection.

Doub le-c l i ck  marquee  se lec t ion  too l .

T h i s  i s  s a m e  a s  d r a g g i n g  s e l e c t i o n  m a r q u e e  f r o m  o n e  c o r n e r  o f  p a i n t i n g  a r e a

to opposite corner.

Tap *Z) to undo selection.

On Edit menu, choose Select All.

This is same as double-clicking marquee selection tool.

Tap 3 Z to undo selection.

Q u i t  C l a r i s  Wo r ks  a p p l i c a t i o n  w i t h o u t  s av i n g  c h a n g e s .



View master page
Objects you put on the master  drawing page appear on a l l

pages-a nice feature for  unify ing the pages of  a presentat ion. GR / 79

1 Create new drawing document:

Start Claris Works application.

Double-click Drawing in New Document dialog box.

On View menu, choose Show Rulers.

On View menu, choose Page View.

Click-hold 100 at lower-left corner of window and choose 33%.

You see all  of one-page drawing document at 33.3 percent view scale.

2 Reformat document:

On Format menu, choose Document.

In Margins area, type 0.75 in Left and Right text boxes.

In Size area,  type 3 in Pages down text box.

Click OK.

Scroll from beginning to end of document.

Yo u  s e e  t h r e e pages wi th  wider  marg ins .

Notice page numbers at lower-left corner of window as you scroll back.

3 Draw objects on master page:

On Options menu, choose Edit Master Page.

Look in p a g e number box.

[ 3 3 3  M P   M a s t e r  P a g e
7

Only master page is in view. Scrol l ing doesn't get to other p a g e s .

Cl ick O (oval tool).  Drag diagonally in drawing area to draw oval.

Cl ick O (rectangle tool).  Draw another object.

View regular  body pages:

On Options menu, choose Edit Master Page again.

Look in page number  box .  Scro l l  to  see  other  pages .

Objects you drew on master  page appear on al l  other pages.

Try  to  se lect  object  by c l ick ing i t .

M a s t e r  p a g e  o b j e c t s  c a n n o t  b e  s e l e c t e d ,  m ove d ,  o r  c h a n g e d  o n  r e g u l a r  p a g e s .

5
Save new document with name My Presentation.



C o m p l e te  p rev i o u s  a c t i v i t y

before  go ing on.

Edit masterpage
You add and change objects on the master page the same way

/  C l a r i s  W o r k s  G r a p h i c s you do on any other  page of  a  drawing document.

View master page:

On Options menu, choose Edit Master Page.

Master  Page appears in  page number  box.

C l ick  and  de le te  each  ob jec t  on  page .

Click-hold 33.3 at lower-left corner of window and choose 67%.

2
U s e  s t e p s  3 - 6  t o  c r e a t e  m a s t e r  p a g e  d e s i g n  l i ke  f i g u r e .

LaAAA BE BAL SGAM

Computer-Lab-  Proposä l+ G l l d e  1 Text  box

Guide box

Wo r d  p r o c e s s i n g  t o o l
Draw l ines at top and bottom:

Line tool
Click  (line tool). With SHIFT held down, draw 5-inch horizontal line

like thick one at top in figure.

With line selected, use E (pen width pop-up) to change width to 8 points.

Use E (l ine pattern pop-up) to change from black to medium gray.

If  you have color monitor,  use l ine color pop-up instead. Pick bright color.

With line selected, choose Duplicate on Edit menu. Drag copy down to
L i n e  f o r m a t  p o p - u p s position shown in figure.

Add text box above top l ine:

Cl ick A (word processing tool).  Cl ick-hold one-half  inch below top
margin and drag text box 5 inches wide (see figure above for position).

You'l l  f ine-tune posit ion later.

Type Computer Lab Proposal and tap (TAB).

Type slide and one space.

On Edit menu, choose Insert Page #. In dialog box, click OK.



Edit master page cont inued GR / 81

Format text:

Highlight Computer Lab Proposal.

On Size menu, choose 18 Point.

On Style menu, choose Bold.

If you have color monitor, use Text Color submenu on Style menu to
choose contrasting color.

Click outside text box to switch to draw mode.

On Format menu, choose Alignment, then choose Right.

Use arrow keys to nudge text box where you want it.

I f  necessary,  drag  hand le  to  change width  of  text  box .

Draw gu ide  box :

Use rectangle tool to draw guide box shown in figure on previous page.

Nudge  and  res ize  box  as  needed .

Box wil l  act as al ignment guide for objects added on each body page. You'l l
delete box after body pages are complete.

On View menu, choose Hide Rulers.

With guide rectangle,  rulers are no longer needed.

7 See results on body pages:

On Options menu, choose Edit Master Page.

Page 1  appears  in  page number box near  lower- left  corner  of  window.

Scroll to see all pages .  Not ice  number  a f ter  S l ide  on  each  page.

Yo u  h ave  b e g i n n i n g s  o f  t h re e - s l i d e  p re s e n t a t i o n  a b o u t  p ro p o s a l  t o  c re a t e new

computer lab.

8 Reset view scale to normal:

Click-hold 66.7 at lower-left corner of window and choose 100%.

9 Save changed My Presentation document.



C o m p l e te  p rev i o u s  a c t i v i t y

b e f o r e  g o i n g  o n .
Create body pages
O n c e  t h e  m a s t e r  p a g e  i s  c o m p l e t e ,  yo u  n e e d  t o  p u t  t h e  d e t a i l s  o f

/  C l a r i s  W o r k s  G r a p h i c s your presentation on separate body pages.

1
Use steps 2-3 below to add text similar to figure slide 1 (first body page):

Present Situation

*+Not enough computers.

*+ Mostly Apple I I  models.

••No.new software availabled

•+ Distributed.all over.buildingd

* Can't be used by whole class

2 Add text  box:

Click word processing tool.

Drag text box from upper-left to lower-right corners of guide rectangle.

3 Enter and format text:

On Size menu, choose 18 Point. On Style menu, choose Bold.

On Sty le  menu,  choose I ta l ic .  Type f i rs t  l ine  in  f igure  and tap  RETURN).

On Size menu, choose 14 Point.

On Style menu, choose Italic again to switch italic style off.

On Format menu, choose Paragraph. Make dialog box look like figure.

Paragraph

Left Indent 0.2 in Line Spacing

I First Line -0.2  in S p a c e  B e f o r e

Right Indent 0 in Space After

:
Click OK.

Type rest  o f  l ines  above.  For  bu l le t ,  tap  OPTION 8,  then  tap  TAB) .

Ad d  s i m i l a r  tex t  b ox  o n  s l i d e s  2  a n d  3 :  2

Click outside text box to switch to draw mode.

On Edit menu, choose Duplicate. Drag copy down to guide on slide 2.

Repeat Duplicate command to put copy in same place on slide 3.

C l ick  tw ice  in  tex t  box  on  s l ide  2.  H igh l ight  and  rep lace  words  and  phrases
with new ones you think of for slide 2. Do same for slide 3.



C o m p l e te  p rev i o u s  a c t i v i t y

before  go ing on.

Create slide show
ClarisWorks makes i t  easy to convert  a document to a show,

with each page acting as a separate sl ide. GR / 83

Remove guide rectangle from master page:

Click outside text box to switch to draw mode.

On Options menu, choose Edit Master Page.

I f  no  hand les  appear  on  gu ide  rec tang le ,  c l i ck  i t  once .

Tap  DELETE.

On Options menu, choose Edit Master Page again.

Scro l l  th rough  th ree  body  pages  and  check  appearance .

B y  t h e  way
2 See slide show:

You can make s l ide show out of

a n y  m u l t i p l e - p a g e  d o c u m e n t .  M o s t
On View menu, choose Slide Show.

p e o p l e  c h o o s e  a  d r a w i n g  d o c u m e n t

b e c a u s e  o f  t h e  m a s t e r  p a g e  f e a t u r e .
Dia log box a l lows many sett ings. You'l l  begin with standard settings.

Click Start button.

Ta p  m o u s e  b u t to n  o r  S PAC E B A R  w h e n  yo u want next slide.

After last slide, tap Q or ESC.

<
Change settings for slide show:

Make five changes in Slide Show dialog box so it looks like figure.

Slide Show

Order
Page • S l i d e  O p t i o n s •

Page 2
Fit to screen Fade

Page :
.  Center X Loop
Z Show cursor Z Aduance every

.  Background
2 seconds

Border

Click Start.

B y  t h e  w ay Tap Q or ESC when you've seen enough.

You can  change  the  order  o f  s l ides  in

a  s l i d e  s h o w.  I n  t h e  O r d e r  l i s t ,  j u s t
Explore other slide show settings.

c l i c k  a n d  d r a g  a  P a g e  l i n e  u p  o r

d o w n .  ( T h e  p a g e  n u m b e r s  o n  t h e
Tap Done button when you finish seeing slide shows.

s l i d e s  wo n ' t  c h a n g e ,  t h o u g h . )
S a v e  c h a n g e d  M y  P r e s e n t a t i o n  d o c u m e n t .

Now you're ready to go out and sel l  that  new computer lab !

5 If  p r i n te r  i s  connec ted ,  p r i n t  copy  o f  you r  s l i des .

Quit Claris Works and shut down computer.





Claris Works

Spreadsheets

86  Cre a te  n e w  s p re ad s h e e t

87 Enter data & save

89 Print document

90 Highlight cells

91  Add automat ic  sequences

92 Set font s ize,  style,
alignment

93 Set  column width &
row height

95 Set  d isp lay  & borders

97 Use shading

98 Add  headers  &  footers

99 Use shortcuts palette

100 Format numbers

101 Format dates & times

102  Use  fo r mu las

103  Use  func t ion  in  fo r mu las

105 Copy formulas (relative)

107  Copy  fo r mu las  (abso lu te)

109  Use  math  func t ions

110 Clear, delete, insert cells
111 Sort cells

112 Divide window into panes
113 Lock cells

114 Make char t

116 Modify chart

117 Add bar chart

119 Chart whole table

121 Use spreadsheet in text



S T O P
Yo u  m u s t  h a v e  M y  F i l e s
f loppy  d isk .  See  page 7.

Create new spreadsheet
When you f irst open a new spreadsheet document, you see a

8 6  /  C l a r i s W o r k s  S p r e a d s h e e t s blank table with dotted borders around each cel l .

S t a r t  C l a r i s  Wo r ks  a p p l i c a t i o n :

Use steps on  page  9.

is If  Claris Works is already running, choose New on File menu.

2 Choose type of new document:

Double-click Spreadsheet in New Document dialog box.

New spreadsheet window looks l ike f igure.

N a m e  o f  a c t i v e  c e l l

Formula  bar

A14
B

2-
•Ac t i ve  ce l l

3
R o w  h e a d i n g s

Column headings

*
Look at pointer shape:

Move  po in ter  over  d i f fe rent  par ts  o f  spreadsheet .

I-beam shape of pointer in formula bar means you can cl ick and enter text.

Large cross shape for pointer iS new.

Make cell active:

Click cell where column C and row 2 meet.

Cel l  is  cal led C2. Cl icking makes it  act ive.  Some commands affect only
active cel l .

Look at upper-left corner of window.

Name of act ive cel l  a lways appears there.

Watch upper-left corner of window as you tap arrow keys on keyboard.

5
U s e  c o l u m n  h e a d i n g s  ( l e t te rs ) :

Click column heading C.

Al l  of  co lumn C is  h igh l ighted.

Use row headings (numbers):

Click row heading 2.

Al l  of  row 2 is  h ighl ighted.



Comple te  p rev ious  ac t i v i t y
before  go ing on.

Enter data & save
You enter data in a cell  by first cl icking the cell  and then typing

the entry. Letters you type appear in the formula bar. SS / 87LSMNUSNE
Begin entering data:

Click cell B2 to make it active.

Watch formula bar as you type
California. Do not t a p  R E T U R N ] .

Ca l i forn ia  appears  on ly  in  formula  bar.

Ignore A c c e p t

B 2 Jx| California
B

Change mind and ignore typing:

Click X in formula bar (or tap ESC)).

Text  d isappears from formula bar.  Cel l  B2 is  unchanged.

3
Enter data again and accept it:

Type California again.
Cl ick  check  mark  i n  fo r mu la  ba r  (o r  tap  ENTER,  no t  RETURN; ) .

Copy of text moves from formula bar to active cel l .

Replace data in cell:

Make sure cell B2 is active.

Type School. Tap TAB or RETURN. this time.

School replaces California in cell  B2. (TAB) makes cell  to right of B2 active.

RETURN makes cel l  below B2 active. To move in opposite directions, hold

SHIFT down whi le  tapping same keys.

5 Edit data in cell:

Click cell B2.

Go to formula bar. Notice I-beam shape of pointer.

Click before S in School in formula bar.

Type Monterey followed by one space. Tap (TAB).

Now cel l  B2 contains Monterey School .  To edit  entry,  you must f i rst  c l ick

cel l  with entry.  Then cl ick text  in  formula bar.

D e l e t e  d a t a  i n  c e l l :

Click cell B2.

Tap DELETE or choose Clear on Edit menu.



8 8 C l a r i s  W o r k s  S p r e a d s h e e t s Enter data save continued

Edi t

Undo Clear

Undo and redo previous change:

Cut 9K
On Edit menu, choose Undo Clear (or tap % Z).

C o p y 3 8 C

Paste % U

You must give command immediately after  change you want to cancel .

Clear
Se lec t  A l l

On Edit menu, choose Redo Clear (or tap 36 Z again).

8A
D u p l i c a t e  t h i s  s p r e a d s h e e t  u s i n g  s t e p s  9 - 1 1 .

1  S tu den t

B C D

2 ¡Te s t Te s t  2 Test  3

3  Student
4  S t u d e n t  2

7 3 8 5

5 Student 3
9 4

9 5

73

S t u d e n t  4
8  2 8 g o R i

8 5

8 1

S t u d e n t 6 9 ö t  8

Enter data across:

Click cell Al.

Type Student and tap TAB).

Type Test 1 and tap TAB.

Enter remaining data in row l.

10 Enter data down:

Click cell A3.

Type Student 1 and tap  RETURN.

Type Student 2 and tap RETURN].

Enter remaining data in column A.

11  Enter  numbers in  remain ing columns.

12 Save document with name My Spreadsheet:

On File menu, choose Save.

Click Desktop button on Save dialog box.

Double-click My Files in list at left.

I f  My F i les is  not  in  l ist ,  insert  your f loppy disk in  dr ive.

I f  necessary,  tap (TAB) to h ighl ight  Save As text  box.

Type My Spreadsheet in text box.
Click Save button.



My Spreadsheet  must  be

o p e n .  S e e  p a g e  8 8 .

Print document
Before printing a spreadsheet, you should decide what range of

cel ls  you want pr inted. SS / 89

High l igh t  b lock  o f  ce l l s  to  p r in t :

Click-hold cell A1, drag diagonally to cell D7, then release mouse button.

Set print range:

By  the  way
On Options menu, choose Set Print Range.

T h e  f i r s t  o p t i o n  i s  w h a t  y o u  g e t  i f

y o u  d o n ' t  s e t  a  p r i n t  r a n g e .  T h e
Second option is already selected. In text box, A1..  D7 is name of range of

r e s u l t  i s  a l l  c e l l s  f r o m  A l  t o  t h e  l a s t cel ls you highlighted. You could enter different range if  you wanted to.

cel l  with data. Sett ing print range
l e t s  y o u  s a y  w h e r e  t o  s t a r t  a n d  e n d .

Print Range

O  P r i n t  A l l  C e l l s  W i t h  D a t a

©  P r i n t  C e l l  R a n g e A1..07

Cancel O K

Click OK.

3 View print  range:

On View menu, choose  Page  V iew.  See  prev iew of  p r in ted  document .

G i ve  Pag e  V i e w  com m an d  ag a i n  an d  s e e  w h o le  s p re ad s h e e t .

Print spreadsheet without column or row headings:

On File menu, choose Print.

If  message appears warning of possible cl ipping, cl ick OK.

At  bo t tom o f  d i a log  box ,  remove  X  f rom both  head ings  check  boxes .

LaserWriter "LaserWriter Select 360" Print
C o p i e s : | I Pages:  © AI I  O  From: To : Cancel
Cover Page:  © No O F irst  Page O Last  Page

Paper Source: © Paper Cassette O Manual Feed

Print: O  B lack  &  Wh i te  © Co lor/Graysca le
Destination: © Printer OPostScript® File

Print Column Headings  Print Row Headings
X Print Cell Grid

Spreadsheet wi l l  pr int  with gr id l ines but without column or row headings.

5 S e n d  t o  p r i n t e r :

If printer is connected, click Print.

If no printer is connected, click Cancel.



Comple te  p rev ious  ac t i v i t y

b e f o r e  g o i n g  o n .
Highlight cells
Many commands affect only the cel ls that you highl ight before

90
C l a r i s W o r k s  S p r e a d s h e e t s g iv ing the command.

Highlight whole spreadsheet:

Click empty box above row 1 and to left of column A.

Al l  ce l ls  are h ighl ighted.  Dif ferent  h ighl ight ing (white with h ighl ighted

border)  shows Al  is  act ive cel l .

2 Highlight one whole column:

Click any column heading.

B y  t h e  way First cel l  in column is active cel l .

E ve n  t h o u g h  t h e  a c t i ve  c e l l  i s  w h i te ,

i t s  h i g h l i g h t e d  b o rd e r  t e l l s  yo u  t h a t

t h e  c e l l  i s  p a r t  o f  a  s e l e c t e d  b l o c k .
3 Highlight several whole columns:

Click-hold column heading C.

Drag to right or left to highlight neighbors. Note which cell is active one.

Re lease  mouse  but ton .

Highl ight several  whole rows:

Click-hold row heading 3 (not line between row headings).

Drag up or down. Notice active cell.

5  Highl ight  b lock of  ce l ls  (method 1) :

Click-hold cell B3.

Drag down and to right to cell D7.

Active cell  is at upper-left corner of selection.

B3 73

/ S t u d e n t Te s t  3

/ o  +

Te s t  2

S t u d e n t 7 3

8 S t u d e n t  : 3 4

S t u d e n t  36S t u d e n t  4 $ 5

7  s t u d e n t  5
8 1 2  3 :

8 2 2 8 88
Click any cel l  to  deselect  b lock.

H i g h l i g h t  b l o c k  o f  c e l l s  ( m e t h o d  2 ) :

Click cell B3.

Hold SHIFT down as you click cell  D7.

Ta b  t h ro u g h  s e l e c t i o n :

Watch  ac t ive  ce l l as  you  tap  TAB repeated ly.  Try  same wi th  RETURN.



C o m p l e te  p rev i o u s  a c t i v i t y
b e f o r e  g o i n g  o n .

Add automatic sequences
You can automatical ly  f i l l  spreadsheet rows or  columns with a

sequence of numbers, times, dates, and patterns. SS / 91

Add dates, a week apart,  under test numbers:

In cell B2, type 1/15/96 as first date. Tap ENTER.

Highlight cells B2-D2.

On Calculate menu, choose Fil l  Special.

C l a r i s  Wo r ks  re c o g n i z e s  d a t e  i n  c e l l  B 2  a n d  g u e s s e s  yo u  a  w a n t  a  s e q u e n c e  o f

dates.  R ight  now, they would be one day apart .

F i l l  Specia l

O  N u m b e r

O T ime
Start : 1/15/96

Date Increment  by: Day(s) v
O Day

Month

Quarter

O Pattern

Cancel O K

Click-hold Day(s) in pop-up menu, and choose Week(s).

B y  t h e  w a y
Cl ick OK.

F i l l  S p e c i a l  w o r k s  t h e  s a m e  w a y  i n

c o l u m n s  a s  w i t h  r o w s .  S i m p l y  s e l e c t
Sequence is quickly calculated and appears in highl ighted cel ls.

d e s i r e d  c e l l s  i n  c o l u m n s  r a t h e r  t h a n

r o w s . Create number sequence:

On Calculate menu, choose Fil l  Special.

Cl ick Number button.

Type 100 in Start text box. Tap TAB).

Type 50 in Increment by text box. Click OK.

E x p l o r e  o t h e r  s e q u e n c e s :

Use Fill Special command to create sequencesshown below.

1 0 0 9 0 8 0

J u n e July A u g u s t

S a t S u n

Close spreadsheet without saving changes:

On File menu, choose Close (or click close box in title bar).

I f  asked  whether  to  save  changes ,  c l i ck  No.



My Spreadsheet  must  be  on

f l o p p y  d i s k .  S e e  p a g e  8 8 .
Set font size, style, alignment
The entry in a cell can have any of the text formats used in word

9 2
C l a r i s  W o r k s  S p r e a d s h e e t s processor documents.

1 Open My Spreadsheet document:

C My Files
D Ca lcu la t ions

On Fi le menu, choose Open.

D Entry Options
D Fonts Example

If floppy disk My Files is not in drive, insert it now.

D My Database Double-click My Spreadsheet in l ist in Open dialog box.
D My Quotat ions
D My Quotations Plus I f  My Spreadsheet  is  not  in  l ist ,  c l ick Desktop button.  Then double-cl ick

D My  Spreadsheet My Files in list at left.
D People

2
U s e  s t e p s  3 - 6  t o  d u p l i c a t e  fo r m a t s  o f  t h i s  f i g u re .

C

IS tudent Test 1 Test 2 Test  3 Total2
3  S t u d e n t 7 3 8 5 9 5

4  S t u d e n t  : 9 4 7 3 8 5

5  S t u d e n t  3 6 5 9 4 8 1

6  S t u d e n t  4 8 4 8 1 74

7 Student ! 9 3 6 9 9 58
9 Total
10

3 Enter new data:

Type Total in cells El and A9.

Format Change font size and style of column labels:
Document.. .
R u l e rs … Cl ick row heading l .

Font On Format menu, choose Size, then choose 12 Point.
S i ze

Style Recall that you must drag to right into submenu before dragging down or up.

Tex t  C o l o r

A l i g n m e n t
On Format menu, choose Style, then choose Bold.

Number... 1 9N
5

Change cel l  A9:
Borders…
Column Width... Click cell  A9.

Row  H e i g h t . . .
Use  For mat  menu  as  in  s tep  4  to  change  font  s i ze  and  s ty le .

Insert Header
Insert  Footer •

Change al ignment:

Click column heading B.

With SHIFT held down, click column heading E.

On Format menu, choose Alignment, then choose Center

Click any cell to deselect columns.

Save changes:

On File menu, choose Save (or tap % S).



S T O P
My  Spreadsheet  must  be

o p e n .  S e e  p a g e  8 8 .
Set column width & row height
It's easy to change column widths and row heights, either one at

a  t i m e  o r  a  a s  a  g ro u p . SS / 93

1
C h a n g e  c o l u m n  w i d t h  ( m e t h o d  1 ) :

Notice pointer shape as you move it to borderline between column

head ings .

+ C

Click-hold borderline on right side of column heading B.

Drag right or left.

Re l e a s e  m o u s e  b u t to n .

Column to left of pointer is affected.

2  Change  co lumn  w id th  (method  2 ) :

Click any cell  in column D.

On Format menu, choose Column Width.

Standard column width is 72 points,  or 1 inch. l

Type 60.

Column width 60

O Use default

C a n c e l

Cl ick OK.

Column Width  command af fec ts  whole  co lumn wi th  ce l l  you  c l icked.

3
U s e  m e t h o d  1  to  1  c h a n g e  t h re e  c o l u m n s  a t  o n c e :

High l ight  co lumns B,  C,  and D (see step 3  on 3  page 90) .

Click-hold any borderline on right of highlighted headings.

Drag borderline left or right and release mouse button.

U s e  m e t h o d  2  t o  c h a n g e  t h r e e  c o l u m n s  a t  o n c e :

Highlight block of cells B3-D7 (see step 5 on page 90).

On Format menu, choose Column Width.

Type 3 0 and click OK.

5 Use  method  2  to  2  se t  a l l  w id ths  back  to  s tandard  s i ze :

H igh l ight  who le  spreadsheet  (see  s tep  1  on  page  90) .

On Format menu, choose Column Width.

Click Use default to place X in check box. Click OK.



C l a r i sWo r ks  S p r e a d s h e e t s Set column width & row height continued

Change row height (method 1):

Click any cel l  to  deselect  whole  spreadsheet .

Click-hold borderline below row heading 3 and drag down or up.

Release mouse button.

This  is  l ike  method 1  for  co lumns.

7 Change row height (method 2):

Click any cell in row 5.

On Format menu, choose Row Height.

Type 30 and click OK.

This  is  l ike method 2 for  columns.

8 Return all  row heights to standard:

Highlight whole spreadsheet (see step 1 on page90) .

On Format  menu, choose Row Height.

Click Use default to place X in check box.

Row height D t

X Use default

Cancel

Click OK. Then click to deselect cells.

Use either method above to change height of rows 1 and 9 to about 25 points.

B C D E

tudent Test Test 2 Test 3 Total

3  S t u d e n t 7 3 8 5 9 5

4  S t u d e n t : 9 4 73 8 5

5  S t u d e n t  3 6 5 9 4 8 1

6  Student 8 4 8 1 74

7  S t u d e n t  ! 9 3 6 9 9 58
otal

10

10  Save  changed document .



C o m p l e te  p rev i o u s  a c t i v i t y

b e f o r e  g o i n g  o n .

Set display & borders
You can hide the dotted grid l ines and add your own borders to

cells in a spreadsheet. SS / 95

Follow directions in s t e p s  2  a n d  3  t o  d u p l i c a t e  t h i s  ve r s i o n  o f  M y  S p r e a d s h e e t .

Student Test Test 2 Test 3 Total

S t u d e n t 7 3 8 5 9 5

S t u d e n t  : 9 4 7 3 8 5

S t u d e n t  3 6 5 9 4 8 1

S t u d e n t  4 8 4 8 1 7 4

S t u d e n t  5 9 3 6 9 9 5

Total

2
Hide grid l ines, column headings, and row headings:

On Options menu, choose Display.

Check marks show i tems cur rent ly  d isp layed.

Display

X Cel l  gr id
0 Sol id l ines

X Column headings
X Row headings

Formulas X Mark circular  refs

Can ce l O K

Click Cell grid, Column headings, and Row headings to remove X.

Cl ick OK.

Create border l ines:

Click-hold cell with word Student, then drag right and down to select all
cells that will contain data.

On Format menu, choose Borders.

Duplicate this Borders dialog box.

B o rd e rs

X Out l ine
D Left X Right
O Top Bottom

Cancel O K

Cl ick OK.

Cl ick  any  ce l l  to  dese lec t  h igh l ighted  area .

Out l i ne appears around whole select ion. Border appears on r ight edge of
each cel l  in select ion.



96 C la r i sWorks  Spreadsheets Set display borders continued

Remove borders:

Highlight same block of cells again.

On Format menu, choose Borders.

Dash in check box means that some highl ighted cel ls have border, some
don't.

Borders

X Out l ine
E left
E Top

X R ight
E Bottom

Cancel

Click as needed to remove X or dash in each check box.

Click OK.

Click any cell to deselect highlighted area.

5 Display hidden grid l ines, column headings, and row headings:

On Options menu, choose Display.

Duplicate this Display dialog box.

Display

X Cell qrid X Column headings
Solid lines X Row headings
Formulas X Mark circular  refs

Cancel O K

Cl ick OK.

Once again you can see column and row headings,  as wel l  as gr id l ines.



Comple te  p rev ious  ac t i v i t y
b e f o r e  g o i n g  o n .

Use shading
You can shade selected spreadsheet cells with colors or patterns
for  emphas is . SS / 97

Use color shading:

Highlight cells A1-E2.

On View menu, choose Show Tools.

Not ice  la rge  cross  a t  top  of  too l  pane l .

Highlight means changes you make wil l  affect selected spreadsheet cells.

Locate fill pop-up icons, directly below paint bucket.

Gradient pop-up doesn't work with spreadsheets, but others do.

F i l l  co lor
F i l l  p a t t e r n  p o p - u p

p o p - u p 3 0 1 0 Gradient  pop-up

Use fill color pop-up to choose bright color or light gray.

Cl ick  away f rom se lec ted ce l ls  to  see  resu l t .

2 Use patter i  shading:

Highlight cells B3 through B7.

Use fill pattern pop-up to choose pat te r n with few black dots.

Many dots make text  hard to read through pattern.

30
83822008

Click  away f rom se lec ted ce l ls  to  see  resu l t .

Remove shading and patterns:

Highlight all cells in spreadsheet.

Use fill color pop-up to choose white.

On View menu, choose Hide Tools.

Tool panel disappears.



A spreadsheet  document

m u s t  b e  o p e n .

Add headers & footers
Headers and footers work near ly  the same way in  a l l  types of

9 8 C l a r i s  W o r k s  S p r e a d s h e e t s Claris Works documents. You'l l  create only a header here.

1 Set Page View on:

On View menu, choose Page View.

Now you see spreadsheet inside page margins.

2 Create header:

On Format menu, choose Insert Header.

Command would switch Page View on i f  i t  was off.

Look at names in menu bar.

These are menus for word processing. Header area is t iny word processing
document. You can use text tools learned earl ier.

Type Spreadsheet of Champions.
Tap (TAB).  Type Page and one space.

On Edit menu, choose Insert Page #. Click OK.

Tap RETURN to add blank line to header.

Spreadsheet of Champions+ Page 1

B C

In large spreadsheet, header appears at top of every page. Footers work

same way but appear at  bottom of page.

3 Format header text:

On View menu, choose Show Rulers.

Icons in  ru ler  are  for  formatt ing paragraphs.

With insertion point in header, go to Edit menu and choose Select All.

Command now affects only text  in  header.

Click E (right alignment icon) in ruler.

On Font menu, choose Times.

On Size menu. choose 24 Point.

On Style menu, choose Italic.

On View menu, choose Hide Rulers.

P r i n t  d o c u m e n t :

I f  p r in ter  i s  connected,  pr in t  document  (see  steps  on  page  89) .

5 Remove header and switch Page View off:

On Format menu, choose Remove Header.

On View menu, choose Page View again to switch it off.



A spreadsheet  document

must  be  open .
Use shortcuts palette
The shortcuts palette for spreadsheets has many icons for

often-used commands. SS / 99

If  Shor tcuts  pa le t te  i s  not  v i s ib le :

On File menu, choose Shortcuts, then choose Show Shortcuts.

Figure shows standard shortcut icons for spreadsheets.

D6E
ERG
AMEO.E

2 If Shortcuts palette is in way:

Click-hold anywhere in gray area of title bar.

Drag to lower part of screen.

Click box at right end of title bar.

Palette shrinks to t it le bar and moves to top right of screen.

Click same box again to get full palette to return.

Click close box (left end of title bar of palette).

3 Become familiar with shortcuts:

On File menu, choose Shortcuts, then Show Shortcuts.

On File menu, choose Shortcuts, then Edit Shortcuts.

Click any shortcut icon you see in figure above.

Name of shortcut appears in lower-left  corner of dialog box.

When done, cl ick OK.

U s e  S h o r tc u ts  p a l e t te :

Click cell B3.

Click (right alignment icon) in Shortcuts palette.

Click E (undo icon) to cancel previous change.

Experiment with other icons.

Cl ick Cancel  i f  d ia log box appears.  Cl ick undo icon i f  you don't  want to

keep change.

5
Clos e  Sh or tcu ts  p a le t te :

Click close box in palette.

C l o s e  d o c u m e n t  w i t h o u t  s a v i n g  c h a n g e s .



S T O P
M y  S p r e a d s h e e t  m u s t  b e  o n

f loppy  d i sk .  See  page 8 8 .

Format numbers
Simple format changes to cells make their numbers appear with

100 /  C la r isWorks  Spreadsheets dol lar  s igns,  commas, and f ixed decimal points.

1
Open My Spreadsheet document.

You'l l  use numbers here to explore formats. Then you'l l  throw away changes.

2
U s e  s t e p s  3 - 6  t o  d u p l i c a t e  fo r m a t s  o f  n u m b e r s  i n  t h i s  f i g u r e .

Student Test 1 Test 2 Test 3231 S t u d e n t 7 3 . 0 $ 8 5 . 0 0 5 0 0 . 0 0 %

6 S t u d e n t 9 4 . 0 $ 7 3 . 0 0 8 . 5 0 0 . 0 0 %

S t u d e n t  3

6  s t u d e n t .

6 5 . 0 $ 9 4 . 0 0 8 . 1 0 0  0 0 %

8 4 . 0 $81.00 7 . 4 0 0  0 0 %

7  | S t u d e n t  5 9 3 . 0 $6 9.0 0 9 . 5 0 0 . 0 0 %

3
Change numbers in column B to fixed decimal point format:

Highl ight cel ls B3-B7.

On Format menu, choose Number.

Make left side of dialog box look like this figure (two changes).

Number

O  G e n e r a l
O Currency
O Percent
O Scientif ic
O F ixed

. Commas
O Negatives in

Prec is ion D

Cl ick OK.

Change numbers in column C to currency format with two decimal places:

Highl ight cel ls  C3-C7.

On Format menu, choose Number, then choose Currency and make

Precision equal 2. Cl ick OK.

Tip C h a n g e  n u m b e r s  i n  c o l u m n  D  t o  p e r c e n t format with two decimal places.

T h e  S h o r t c u t s  p a l e t t e  h a s  b u t t o n s

f o r  d o i n g  s t e p s  5  a n d  6 .  C l i c k  %  t o

a p p l y  p e r c e n t a g e  f o r m a t  w i t h  t w o

Add commas to numbers in column D:

d e c i m a l  p l a c e s  t o  s e l e c t i o n .  C l i c k

0 , 0  t o  a d d  c o m m a s  t o  a n y  n u m b e r
Repeat step 5, but click Commas to put X in check box.

format in selection.
Change all  numbers back to standard format:

Highlight all cells.

On Format menu, choose Number, then choose General. Click OK.

Precis ion number is  ignored in general  format.

8
C l o s e  d o c u m e n t  w i t h o u t  s a v i n g  c h a n g e s .



Format dates & times
You can have dates and t imes in a spreadsheet appear in many

styles by changing the number format of the cel ls.
SS / 101

O p e n  n e w  s p r e a d s h e e t  d o c u m e n t :

On File menu, choose New.

Double-click Spreadsheet.

Widen columns and enter data:

Make  co lumns  A  and  B  about  tw ice  as  w ide  as  now (see  page  93) .

In cel l  Al,  type your birth date (example: 8 /  6 /  65). Tap ENTER.

B y  t h e  w a y In cell B1, type 3 : 15 p m (space before pm is important!).

A s  yo u ' l l  s e e  i n  s t e p  5,  d a t e s  a n d

t i m e s  a r e  j u s t  n u m b e r s  w i t h  s p e c i a l
B1 x  3:15 pm

f o r m a t s  a p p l i e d .  I f  y o u  e n t e r  d a t e s
A

a n d  t i m e s  i n  s t a n d a r d  f o r m a t s ,
8 /6/65

C l a r i s W o r k s  a u t o m a t i c a l l y  u s e s

t h o s e  f o r m a t s .
Ta p  E N T E R .

Change date format:

Click cell Al.

On Format menu, choose Number Look at buttons in Date box.

Date
©11/29/94
O Nov 29, 1994
o November 29, 1994
O Tue, Nov 29, 1994

Tuesday, November 29, 1994

Click any date button, then click OK.

New format is  appl ied to cel l  Al .  I f  you picked either of  last  two buttons,

you see day you were born as wel l  as date.

Change time format:

Cl ick cel l  B1.

On Format menu, choose Number. Apply formats in Time box.

5
Apply number format to cells with date and time:

Highlight cells Al and Bl.

On Format menu, choose Number. Apply General format.

Surprise !  Actual data in these cel ls are numbers. They looked l ike date and

time only because proper formats were applied to cells.

4 Repeat steps 3 and 4 to reapply date and t ime formats.

C l o s e  d o c u m e n t  w i t h o u t  s a v i n g  c h a n g e s .
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M y  S p r e a d s h e e t  m u s t  b e  o n

f l o p p y  d i s k .  S e e  p a g e  8 8 .

Use formulas

1 0 2  /  C l a r i s  W o r k s  S p r e a d s h e e t s

The power of spreadsheets comes from formulas for calculating
sums, averages, and so on. Formulas are easy to enter.

1 O p e n  M y  S p r e a d s h e e t  d o c u m e n t .

2
E n te r  fo r m u l a  to  a d d  s c o re s  1  fo r  S t u d e n t  1  ( m e t h o d  1 ) :

Click cell E3 to make it active.

Tap E to begin formula. Look at formula bar.

Tip Type b3+c3+d3.
Yo u  d o n ' t  h ave  t o  u s e  c a p i t a l  l e t t e rs

w h e n  y o u  t y p e  c e l l  n a m e s  o r  o t h e r
These are names of cells with test scores for Student l.

names in formulas. Tap ENTER (or click check mark in formula bar).

Look in formula bar and in cell  E3.

Formula bar shows what you entered. It's a formula, so cell on screen shows
resu l t-sum of  th ree  numbers .

E3 x P = B 3 + C 3 + D 3
A B C D E

Student Test Test 2 Test 3 Total2
3 Student 7 3 8 5 9 5 2 5 3

4  S t u d e n t  2 9 4 7 3 8 5

3 E n t e r  s i m i l a r  fo r m u l a  fo r  S t u d e n t  2  ( m e t h o d  2 ) :

Click cell E4 to make it active.

Tap 9 to begin formula.

Click cell B4.

Cell  name automatical ly appears in formula bar. That's because you tapped

© f i rst .  C lar isWorks knows you're  bui ld ing formula  and helps out .

Click cell C4. Look at formula bar.

You see +C4 added to formula. (For subtraction, you would type minus sign

before cl icking cel l  C4.)

Click cell D4. Then click check mark in formula bar.

E4 =B4+C4+D4
A B C

Tip
Student Test 1 Test 2 Test  3 Total2

To  see  whethe r  a  ce l l  con ta ins  ( 3  S tudent 7 3 8 5 9 5 2 5 3

formula, cl ick the cell  and look in 4  S t u d e n t  2 9 4 7 3 8 5 2 5 2

t h e  f o r m u l a  b a r .  T h e  f o r m u l a  b a r
5  S t u d e n t  3 6 5 9 4 81

a l w a y s  s h o w s  e x a c t l y  w h a t  i s  i n  t h e

a c t i v e  c e l l .
Explore formulas:

Use either method to enter formula for Student 3.

Try adding cell with number to cell with text.

5
I f  n o t  c o n t i n u i n g  t o  n ex t  p a g e , c l o s e  d o c u m e n t  w i t h o u t  s av i n g  c h a n g e s .



C o m p l e t e  p rev i o u s  a c t i v i t y

b e f o r e  g o i n g  o n .

Use function in formulas
Formulas can be both s impler  and more power ful  when they
contain funct ions. SS / 103

1 Delete any formulas in column E:

Highlight cells E3 through E7.

Tap  DELETE .

2 E n t e r  fo r m u l a  w i t h  f u n c t i o n  ( m e t h o d  1 ) :

Click cell E3 to make it active.

Tap  to begin formula.

Type sum(b3..d3).
Formula says "Sum numbers in cel l  range B3 through D3." Sum is name of

funct ion,  and b3. .d3 is  name of  ce l l  range.

Tap ENTER. Look in formula bar and in cell E3.

E 3 [* =SUM(B3..D3)

Student Test Test 2 Test  3 Total
2
3  S t u d e n t :

4  S t u d e n t  2

7 3 8 5 9 5 2 5 3

9 4 7 3 8 5

E n t e r  fo r m u l a  w i t h  f u n c t i o n  ( m e t h o d  2 ) :

Click cell E4.

Tap E to begin formula.

Type sum().
Cl ick  between  parentheses .  Not ice  inser t ion  po in t .

E4 1x =sumo

Click-hold cell B4 and drag to cell D4.

Cel l  range name B4…D4 automat ica l ly  appears  at  inser t ion point .

E4 x=sum(B4.D4)
B C D

Student Test 1 Test 2 Test 3 Total
2
3 Student
4 Student 2

7 3 8 5 9 5

9 4 73 8 5

Release mouse button and click check mark in formula bar.

Using mouse avoids typing errors, but result  is same as if  you had typed

everything. (Same is true of methods on next page.)
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E n t e r  fo r m u l a  w i t h  f u n c t i o n  ( m e t h o d  3 ) :

Cl ick cell  E5 and tap g to begin formula.

On Edit menu, choose Paste Function.

Dialog box l ists al l  Clar is Works funct ions.

Tip Paste Funct ion

U s e  P a s t e  F u n c t i o n  w h e n  y o u  c a n ' t

re m e m b e r  s p e l l i n g  o f  f u n c t i o n  n a m e A B S C u m t e r

o r  t h e  i t e m s  n e e d e d  i n  p a re n t h e s e s . A C O S ( n u m b e r )

A L E R T ( va l u e )

A N D ( l o g i c a l l  , l o g i c a l 2 , . . . )

A S I N ( n u m b e r )

A T  A N ( n u m b e r )

A T A N 2 ( x  n u m b e r , y  n u m b e r )

C a n c e l U K

Tap S) to jump to names beginning with s.

Double-click SUM line. Look at formula bar.

E5 EsuMhumber .number2,...)

With SHIFT held down, click just before last parenthesis.

Only text between parentheses should be highl ighted.

Click-hold cell B5 and drag to cell D5.

B5. .D5 replaces h ighl ighted text .

Release mouse button and click check mark in formula bar.

5 E n t e r  fo r m u l a  w i t h  f u n c t i o n  ( m e t h o d  4 ) :

On File menu, choose Shortcuts, then choose Show Shortcuts.

Highlight row of cells from B6 through blank cell E6.

6  S t u d e n t

Tip On Shortcuts palette, cl ick El (autosum icon).

A f t e r  u s i n g  t h e  a u t o s u m  s h o r t c u t ,

y o u  c a n  e d i t  t h e  f o r m u l a  a n d
Sum of  h ighl ighted numbers magica l ly  appears  in  b lank ce l l  (E6) .

c h a n g e  S U M  t o  a  d i f f e r e n t  n a m e  i f

yo u  n e e d  a n o t h e r  f u n c t i o n ,  s u c h  a s

Click cell E6 and look at formula bar.

M A X ,  t h a t  u s e s  a  r a n g e  o f  c e l l s . No magic- just  shor tcut  for  above methods.  (But  i t  on ly  does sums ! )

Try using this method to put sum below column of numbers.

Close windows:

Close document without saving changes.

Close Shortcuts palette.



My Spreadsheet  must  be  on
f loppy  d isk .  See  page  88.

Copy formulas (relative)
After enter ing a formula,  you often need simi lar  ones in other

cel ls.  Clar is  Works makes copying formulas easy. SS / 105

1 Open My Spreadsheet document.

2 E n te r  fo r m u l a  to  s u m  te s t  s c o re s  fo r  S t u d e n t  1 :

Click cell E3.

Type =sum(b3..d3) and tap ENTER.

3
Copy formula and paste in another cell:

With cell E3 selected, choose Copy on Edit menu.

Click cell E5 and choose Paste on Edit menu.

Look at numbers in cells E3 and E5.

They're not same !  But total is r ight for Student 3. Pasting works differently

i n  s p r e a d s h e e t s .

Look at formula in cell E5.

Ce l l  range  B5. .D5 in  pasted  formula  i s  just  what  you need to calculate

total score for Student 3.

E 5 *ESUM(B5.D5)
B C D

Student Test Test 2 Test  3 Total2
3  S tu den t 7 3 8 5 9 5

4  S t u d e n t :

2 5 3

9 4

5  S t u d e n t  3

7 3 8 5

6  S t u d e n t  4

6 5 9 4 8 1 2 4 0

8 4 8 1 7 4

In  or ig inal  formula in  row 3,  cel l  names were B3 and D3. In  copy in row 5,

ce l l  names automat ica l ly  changed to  B5 and D5.  Th is  is  "re lat ive"

change-new names are  re lat ive  to  locat ion  of  new copy of  formula .

Delete formula in cell E5.

alculate
Copy down column:

Move. . . Highl ight cel ls  E3-E7.
Fill Right 3 R
F i l l  D ow n D On Calculate menu, choose Fill Down (or tap 8 D).
Fill Special...
Sort. % J Command is  shortcut for  copying and then past ing many t imes.  Al l  f ive

totals are calculated correctly now.
Insert Cells... 0  8€ 1

Delete Cells... ÷8K E 3 Ix |  =SUM(B3.D3)
B C D

Calculate Now ÷8=
/ Auto Calc

Student Test Test 2 Test 3 Total2
3 Student 73 8 5 9 5 2 5 3

S t u d e n t  : 9 4 7 3 8 5 2 5 2

S t u d e n t  3 6 5 9 4 8 1 2 4 0

S t u d e n t  4

7  S t u d e n t  s

8 4 8 1 74 2 8 9

8 9 3 6 9 9 5 2 5 7



106  /  C la r i sWorks  Spreadsheets Copy formulas (relative) continued
E u t a n e  n e g z u o e t o  o f a r

5
Copy across row:

Click cell B9. Enter formula to add five numbers in column B.

Highl ight cel ls B9-E9.

On Calculate menu, choose Fi l l  Right (or tap (3 R).

Formula at left of selection is copied in rest of selection. Cell  names in

formula change relat ive to locat ion of copy.

B 9 Ix =SUM(B3.B7)By the way
B

I f  yo u  u s e d  t h e  a u t o s u m  s h o r t c u t  t o

Test 1 Test 2 Test 3 Totale n t e r  t h e  fo r m u l a  i n  c e l l  B 9,  t h e  c e l l Student
range wil l  be B3 :B8. 2

2 5 3S t u d e n t3
5  | S t u d e n t  3

3 8 5 2 5 2S t u d e n t  :

2 4 0

6  s t u d e n t  ? X 3  a
P * :
e r 2 3 9

7 student
B 4
9 3 6 9

8 8 6 F  8

2 5 78
9 Total 4 0 9 4 0 2 4 3 0

C l ick  any  ce l l  to  dese lec t  row.

See al l  formulas:

On Options menu, choose Display.

Cl ick Formulas to put X in check box.

Click OK.

Dn B

Test 1 Test 2 Test  3 TotalStudent2
8 5 = S U M ( B 3 . . D 3 )3  S tudent 7 3 9 5

4  S t u d e n t  2 9 4 73 8 5 = S U M ( B 4 . . D 4 )

= S U M ( B 5 . . D 5 )5  S t u d e n t  3 6 5 9 4 8 1

I = S U M ( B 6 . . D 6 )6  S t u d e n t  4 8 4 8 1 7 4

9 3 6 9 9 5 = S U M ( B 7. . D 7 )7  S t u d e n t  58
9 Total = S U M ( B 3 . . B 7 )  = S U M ( C 3 . . . C 7 )  = S U M ( D 3 . . D 7 )  = S U M ( E 3 . . E 7 )

Screen shows how relat ive change happens in copies of formula.

Use Display command again to hide formulas.

7
Save changed document.

8 Close My Spreadsheet window.
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f l o p p y  d i s k .  S e e  p a g e  8 8 .

Copy formulas (absolute)
Relat ive change of  cel l  names is  normal ly  what  you want  in  a

copy of  a formula--but not a lways.  Here's an example. SS / 107

Open My Spreadsheet document.

2 C r e a t e  n e w  c o l u m n  t i t l e :

In cell F1, enter Percent.

Percent has format of other text in row 1 because you selected whole row

when choosing 12 Point  and Bold sty les.  You can apply  formats  to  b lank
cells.

3
Calculate percentages:

Column F wi l l  show student totals as percentages of  grand total  (1241).

Click cell  F3.

Type =E3/E9 and tap ENTER .

Formula calculates Student 1 total 1 as fraction of grand total in cell  E9.

F 3 x~ =E3/E9

Student Test 1 Test 2 Test 3 Total Percent2
3 Student 7 3 8 5

4  S t u d e n t  2
9 5 2 5 3 2 . 0 3 8 6 7 8 4 e - 1

9 4 7 3 8 5 2 5 2

At end of number, e-1 means "move decimal point left one place." So this is
same as .20386784, or about one-fifth of grand total.

Change formats in column F:

Click column heading F

On Format menu, choose Alignment, then choose Center.

On Format menu, choose Number.

Click Percent button in dialog box.

Click OK.

Number now appears as 20.39%. Blank cel ls  below have same formats.

5 Copy formula  down column:

Highl ight cel ls  F3-F7.

On Calculate menu, choose Fi l l  Down.

Oops !  Something is  wrong.  Error  message #DIV/0 !  means formula is  t ry ing
to divide number by zero.

Percent

2 0.3 9 %

#DV/O !
# D I V/ 0 !
# D I V / O !

# D I V / 0 1



1 0 8  /  C l a r i s  W o r k s  S p r e a d s h e e t s Copy formulas (absolute) continued

View formulas and find errors:

Deselect highlighting in column F.

On Options menu, use Display command to show formulas.

Look at divisors in column F

You want  a l l  formulas to d iv ide by E9.

F 8
B C

Student Test Test 2 Test 3 Total Percent2
3  S tudent1 73 8 5 9 5 = S U M ( B 3 . . D 3 ) = E 3 / E 9

| S t u d e n t  2 7 3

5  S t u d e n t  3

9 4 8 5 = S U M ( 8 4 . D 4 ) |  = E 4 / E 1 0

6 5 9 4

6  S t u d e n t  4

8 1 = S U M ( B 5 . D 5 ) = E 5 / E 1 1

8 4 81 74

7  S t u d e n t  5
= S U M ( B 6 . . . D 6 ) -E6 /E12

9 3 69 9 58 =  S U M ( B 7. .0 7 ) . . = E 7 / E 1 3

9  To t a l |  = S U M ( e 3 . B 7 2  = S U M ( C 3  C 7 ) . = S U M ( D 3 . . D 7 ) . = S U M C E 3 . E 7. . . . e .

Look at formulas in cells F3 and F4.

You wanted E3 to change to E4 in  copy,  but  NOT E9 to change to E10.

7 Make divisor stay same in copies:

Click cell F3.

In formula bar, click between E and 9.

Type $ (SHIFT 4) and tap ENTER.

F3 *F EE3/E$9

Dollar  s ign makes 9 "absolute." I t  won't  change in copies.  The 3 in E3 is

st i l l  re lat ive.  I t  wi l l  change in copies in other rows.

Highlight cells F3 to F7.

On Calculate menu, choose Fill Down again. Look at copies now.

On Options menu, use Display command to hide formulas.

B C D 3

Student Test Test 2 Test  3 Total Percent2
3 Student 7 3 8 5 9 5 2 5 3 2 0 . 3 9 %

4 Student 9 4
7 3 8 5 2 5 2 2 0 3 1 7

5  S t u d e n t  3 6 5 9 4 8 1 2 4 0 19  347
6 Student 8 4 8 1 7 4 2 3 9 1 9  2 6 %

7  S t u d e n t  5 9 3 6 9 9 5 2 5 7 20.7158
9 Total 4 0 9 4 0 2 4 3 0 1 2 4 1

8 Save changed document.



M y  S p re a d s h e e t  d o c u m e n t

m u s t  b e  o p e n .

Use math functions
Clar isWorks  has  many  math  func t ions  that  make  ca lcu la t ion

easy in a spreadsheet. SS / 109

Use steps 2-4 to duplicate last four rows in figure.

B C D E

Student Test Test 2 Test  3 Total Percent2
3  S t u d e n t 7 3 8 5 9 5 2 5 3 2 0 . 3 9 %

S t u d e n t  2 2 5 2 2 0 . 3 1 %
5  S t u d e n t  3

. 9 4
7 3 8 5

6 5 9 4 8 1 2 4 0 1 9 . 3 4 %
6 S t u d e n t  4 8 4 7 4 2 3 9 1 9 . 2 6 %

S t u d e n t  5
8 1

9 3 6 9 9 5 2 5 7 2 0 . 7 1 %

Total
1 0  Av e r a g e .

4 0 9 4 0 2 4 3 0 1241

8 1 . 8 8 0 . 248.2
11  Count

8 6

1 2  M a x i m u m
.5 5
9 4

5 5

1 3  M i n i m u m
9 4 9 5 2 5 7

6 5 6 9 7 4 2 3 9

Enter labels in  cel ls  A10-A13.

Click cell A10, type Average, tap RETURN), and so on.

Enter formulas in cel ls B10-B13:

Use Display command on Options menu to show formulas.

Enter formulas below in cells B10-B13:

erage (b3..b7)
unt (b3..b7)

=max(b3..b7)
=min(b3..b7)

Use any entry method (see "Use funct ion in  formulas" on page 103).

Copy formulas to r ight:

Highl ight block of cel ls B10-E13.

Tap 3 R (or  use Fi l l  R ight on Calculate menu).  Deselect block.

1 0  Av e r a g e A V E R A G E ( B 3 .  B ' A V E R A G E ( C 3 . . . C  A V E R A G E ( D 3 . . D ' A V E R A G E ( E 3 . .

C o u n t

1 2  M a x i m u m
# C O U N T ( B 3 . . B 7 ) - C O U N T ( C 3  . . C 7 ) - C O U N T ( D 3 . . D 7 ) = C O U N T ( E 3 . E 7 )

1 3  M i n i m u m
= M A X ( B 3 . . B 7 ) = M A X ( C 3 . . C 7 )  = M A X ( 0 3 . . D 7 )  = M A X ( E 3 . . E 7 ) |

=MIN(B3.B7)  =MIN(C3. .C7)  =MIN(D3. .D7)  =MIN(E3.E7)

hanges in cel l  names are
want?  F ind  out .

re lat ive to column with copy.  Is  that  what  you

Use Display command to hide formulas. Study numbers that result.

Yes. Proper numbers appear for each column, as in top f igure on page.

5 Save changed document.
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m u s t  b e  o p e n .
Clear, delete, insert cells

/  1 1 0  /  C l a r i s W o r k s  S p r e a d s h e e t s

When mak ing  changes ,  you  can  erase  a l l  ent r ies  in  b lock  of
cells, delete the cells themselves, and insert new cells.

1 Clear cells in column C:

Look at formula in cell E3.

E3 *=SUM(B3..D3)
B C D

Student Test2 Test 2 Test 3 Total

3 Studenti 7 5 8 5 9 5 2 5 3

4 Student 2 7 3 8 5 252

Select all cells in column C.

On Edit menu, choose Clear (or tap DELETE).

Totals on r ight change to new correct values.  SUM funct ion ignores blank
cells-also cells with labels.

2 D e l e te  c e l l s  i n  c o l u m n  C :

I f  necessary,  se lect  a l l  ce l ls  in  co lumn C.

By the way
On Calculate menu, choose Delete Cells.

Yo u  c a n  u s e  D e l e t e  C e l l s  a n d  I n s e r t

C e l l s  w i t h  r o w s ,  c o l u m n s ,  o r  a n y
Notice difference. Cells are removed, not just data in cells.

o the r  b lock  o f  ce l l s  se lec ted .  I f  t he

b l o c k  i s n ' t  a  w h o l e  r o w  o r  c o l u m n ,
Look at total formula (now in cell D3) again. Notice automatic change.

y o u ' r e  a s k e d  h o w  t o  f i l l  t h e  h o l e  o r

m a k e  r o o m  f o r  t h e  n e w  c e l l s .

D 3 Y  = S U M ( B 3.C 3 )
C

Student Test 1 Test  3 Total2
3 S t u d e n t

4  S t u d e n t  2

7 3 9 5 1 6 8

9 4 8 5 1 7 9

* Delete cells named in formulas:

Notice formula refers to cells in columns B and C.

Tip Use above method to delete all cells in column B. Look at same formula.

I f  y o u  s e e  # R E F !  i n  a  c e l l  a f t e r  y o u

d e l e t e  o t h e r  c e l l s ,  i m m e d i a t e l y  g i ve
C 3 M E S U M ( B A D R A N G E )

t h e  U n d o  D e l e t e  c o m m a n d .  T h e n
B C D

check formulas in  cel ls  with #REF ! |S tudent Test 3 Total Percent2
3 Student 9 5 # R E F I " R E F !

4  S t u d e n t  2 8 5 "REF ! # R E F !

You deleted cells named in formulas. Result is error messages.

Insert two columns of new cells:

Select all cells in columns B and C by clicking on column headings.

On Calculate menu, choose Insert Cells.

As many cel ls are inserted as you selected before giving command.

5
C l o s e  d o c u m e n t  w i t h o u t  s a v i n g  c h a n g e s .
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Sort cells
You can rearrange the order of rows of cel ls in a spreadsheet.

You'll sort the table of student text scores. SS / 111

1 Open My Spreadsheet.

2 Highlight cells to be sorted:

High l ight  tab le  of  test  scores  as  in  f igure .

B C

Student Test 1 Test 2 Test 3 Total2
+  1 n   o

| S t u d e n t  1

S t u d e n t  2 3 3 5
2 5 3

S t u d e n t

S t u d e n t

S t u d e n t  : 7 3 3 8
8 0 3 5 8

e s

2 i e

2 4 0

2 3 978
Calculate

Move..
F i l l  R ight 8 8 R S o r t  c e l l s  s o  Te s t  1  s c o re s  a re  i n  n u m e r i c a l  o rd e r :

Fi l l  Down 3 8  D

Fill Special... On Calculate menu, choose Sort.
Sort..

Range you selected appears in text box at top. Direction buttons let you
Insert Cells.. 0  9 8 1 choose sort ing by rows (ver t ical)  or  columns (hor izontal) .

Delete Cells... 0 9 8 K

Sor t
Ca lcu la te  Now 03=

•Au t o  C a l c Range

• Order  Keys D i rec t ion

1st
A:

O h. © Vert ical

• Horizontal2nd

3rd O h.

Ascending I .  = Descending
( 0 - 9,  A-Z ) (Z-A,  9-0) Cance l

First  Order Keys text  box lets you say which cel l  to sort  on.

Double-cl ick in text  box.  named 1st.  Type b3 and cl ick OK.

Whole rows in selection are moved so Test l  scores are in ascending order.

S t u d e n t  3

S t u d e n t  1

7  S t u d e n t ? 2 8 2 6 % d c l o a 2 K F 1

3 9
S t u d e n t  4

6  S t u d e n t  s
l i s n

Sort on other cells:

Use  Sor t  command  to  make  tab le  appear  i n  descend ing  o rder  o f  to ta l s  i n
column E.

Use Sort command to put tab le  back  in  s tudent  name order.

5 C l o s e  d o c u m e n t  w i t h o u t  s av i n g  c h a n g e s .
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Divide window into panes
When a document is large, i t 's handy to divide the window into

1 2  /  C l a r i s  W o r k s  S p r e a d s h e e t s panes that  keep important  parts in  v iew.

1 View My Spreadsheet in smal ler window:

Open My Spreadsheet.

Drag size box (lower-right corner) to make window hold about ten rows.

B y  t h e  w ay Click-hold pane control in right scroll bar, then drag down to about row 5.

P a n e  c o n t r o l s  a r e  a v a i l a b l e  f o r  a l l

t y p e s  o f  C l a r i s W o r k s  d o c u m e n t s .

My Spreadsheet (SS)
A1 |x> Student

C
Pane control

Student Test 1 Test 2 Test 3 Total2
3 Student
4 Student  2

7 3 8 5 9 5 2 5 3

9 4 7 3 8 5 2 5 2

5  S t u d e n t  3 6 5

6  S t u d e n t
9 4 8 1 2 4 0

8 4 8 1 7 4

7  S t u d e n t  5

2 3 9

9 3 6 9 9 5 2 5 7
81

9 Total 4 0 9 4 0 2 1 2 4 1100 CE
Two scrol l  bars appear at r ight,  one for each pane.

2
U s e  s c ro l l  b a rs  a t  r i g h t :

Use lower scroll bar to see all rows of document.

Use upper scroll bar to see all rows of same document.

Each pane gives separate view of document. Panes let you keep one part in

v iew as you work on other  par t .

3
Keep row with column t it les in view:

Use upper scroll bar to bring row 1 back in view.

Click-hold line between panes and drag up to bottom of row l.

Upper scrol l  bar disappears when there's no room for it .  Now column t it les

wi l l  stay in  v iew as you scrol l  in  lower pane.  Setup would be helpful  in  long
document.

B C D E

Student Test Test 2 Test 3 Total
1 0  Av e r a g
11  Count

8 1 . 8 8 0 . 4 8 6 248.2

1 2  M a x i m u m

5 . 5 5 5

1 3  M i n i m u m
9 4 9 4 9 5 2 5 7

6 5 6 9 74 2 3 9

By the way Remove bot tom pane:

T h e re ' s  a l s o  a  p a n e  c o n t ro l  i n  t h e

b o t to m  s c ro l l  b a r.  U s e  i t  t o  ke e p  a
Click-hold pane line, drag down as far as it can go, then re lease.

c o l u m n  o f  l a b e l s  i n  v i e w.  U s e  b o t h

w h e n  y o u  n e e d  t o  k e e p  r o w  l a b e l s
Bottom pane disappears. Top pane disappears if  you drag up.

a n d  c o l u m n  l a b e l s  i n  v i e w.

Close document without saving any changes you might have made.
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f loppy  d i sk .  See  page 8 8 .
Lock cells
You can easi ly protect a cel l  from accidental changes after you

have entered important  informat ion in  i t . SS / 113

1 Open My Spreadsheet.

2 Lo c k  c e l l s  w i t h  fo r m u l a s  fo r  to t a l s :

Highlight cells E3-E7.

Total

2 5 3

2 5 2

2 4 0

Options
2 3 9

Make Chart. . . 3M

Lock Cells
On Options menu, choose Lock Cells.

Unlock Cells $ 0  9 8  H

Tr y  t o  e n t e r  d a t a  i n  l o c ke d  c e l l s :

Ad d  P a g e  B r e a k

Remove Page Break Click cell E5.
Remove Al l  Breaks

Type 56 and tap ENTER. You should see this message.
Lock Title Position
Set Print Range...
Default Font... Some cells are locked.

Display...

G o  To  C e l l . . . 86
O K

Click OK.

Try other changes:

On Format menu, choose Style, then choose Bold.

Click OK.

Use DELETE to  t ry  to  erase  ce l l  E5.

Other changes are also prevented.

Tip 5 U n l o c k  c e l l s :

To  l o c k  a l l  c e l l s  o f  a  s p re a d s h e e t
e xc e p t  t h e  o n e s  w h e r e  d a t a  w i l l  b e

Highlight cells E3-E7.
e n t e r e d ,  f i r s t  h i g h l i g h t  a l l  c e l l s  a n d

g i v e  t h e  L o c k  C e l l s  c o m m a n d .  T h e n
On Options menu, choose Unlock Cells.

h i g h l i g h t  a n y  d a t a - e n t r y  b l o c k s  a n d
r e m o v e  l o c k .

Type 56 in cell E4.

Tap ENTER again.

Cel l  now holds 56;  previous formula is  gone.

6
C l o s e  d o c u m e n t  w i t h o u t  s a v i n g  c h a n g e s .



Make chart
Once you create a spreadsheet table of numbers, you can

114 /  C lar is  Works  Spreadsheets quickly see a chart of the same data. •
1 Open My Spreadsheet.

2 Delete blank row 2:

Charts are easiest without blank rows in tables.

Click row heading 2.

On Calculate menu, choose Delete Cells.

S ave  c h a n g e d  d o c u m e n t .

3 Make pie chart:

Highlight cells in figure.

Student Test Test 1 Te s t  1

2 Student  1 8 5 9 5

3  S t u d e n t E 8 5

O p t i o n s

Make Chart... On Options menu, choose Make Chart.

Lock Cells 8 8 H In Chart Options dialog box, double-click Pie icon to see chart.
U n l o c k  C e l l s 0  9 8 H Pie chart shows how Student 1s total score is divided among three tests.

A d d  P a g e  B r e a k B C D

Remove Page Break
Remove Al l  Breaks S t u d e n t Test Test 2 Test  3 Total Percent

?3 S t u d e n t 7 3 8 5 9 5 2 5 3 2 0 . 3 9 %

Lock Title Position / S t u d e n t  2

Set Print Range...
| S t u d e n t  3

5  S t u d e n t  4
Student

Default  Font. . .
D isp lay…

6  S t u d e n t  57 Test
Test

Go To Ce l l . . . 9 6 G
8 Total
9 Average

Test 3
1 0  C o u n t
1 1  M a x i m u m
12 Min imum13
14
15
16
1718

S t u d e n t

Look  on  spreadsheet  fo r  f i ve  tex t  i tems  on  char t .

Move char t :

Not ice  menus ,  po in ter  shape ,  and  hand les  a t  cor ners  o f  char t .

Draw mode is now in effect.  Drawing menus are present.  Pointer has arrow
shape. Handles show chart is selected as graphic object.

Click-hold chart.

Drag dashed rectangle to new location (but keep row 2 visible).

Re lease  mouse  bu t ton .



Make chart continued SS / 115

Switch between draw mode and spreadsheet mode:

On View menu, choose Show Tools.

Notice highlighted icon at top of tool panel. Also check pointer shape,
names in menu bar, and handles on chart.

Click cell in spreadsheet. Check all four items again.

Spreadsheet mode is now in effect.  Notice Calculate menu name.

Click chart. Look at same items.

C l i c k i n g  s w i t c h e s  b e t w e e n  d r a w  m o d e  a n d  s p r e a d s h e e t  m o d e .  Yo u  n e e d  b o t h

too ls  when work ing  w i th  char ts .

On View menu, choose Hide Tools.

See l ink between chart and spreadsheet:

Click in cell B2. Watch cell and chart as you tap DELETE.

Watch again as you type 200 and tap ENTER.
Enter Test Scores in cell Al.

T h e s e  s p re a d s h e e t  c h a n g e s  a f fe c t  c h a r t .

Highlight row 1. On Format menu choose Style, then Outl ine.

Format changes on spreadsheet don't affect chart.

Click any cell to deselect row l.

B C D

Test Sco Test 1 Test 2 Test 3 Totol Percent
2  S t u d e n t . : 2 0 0 8 5 9 5 2 3 0 18.889
3  S t u d e n t  :
4  S t u d e n t  3

5  S t u d e n t  4
Test Scores

6 Student  5 Test
8 To t a l Test 2

J A v e r a g e .

OTest 3
C o u n t

M a x i m u m

M i n i m u m

S t u d e n t

Click cell  B2 again. Enter 50 to make score same as before.

Delete chart, then undo:

C l ick  char t  to  se lec t  i t  in  draw mode.  Tap  DELETE .

This t ime, DELETE removes object,  not data in cel l .

On Edit menu, choose Undo Clear.



C o m p l e t e  p re v i o u s  a c t i v i t y
before  go ing on.

Modify chart
After  making a chart ,  you often want to change certa in th ings

116
C l a r i s  W o r k s  S p r e a d s h e e t s about it .  There's a command for doing that.1w

1 Cl ick  char t  i f  i t  i s  not  se lec ted .

Chart  should look l ike f igure on previous page, but  wi th  handles.

2
Make  changes :

On Options menu, choose Modify Chart (or double-click chart).

Chart  Opt ions dia log box reappears.  You saw i t  when you made chart .

C h a r t  O p t i o n s

Modi fy -Gallery

Galleru

Axes A r e a L ine S c a t t e r P i e P i c t o g r a m

Ser ies

L a b e l s S t a c k e d S t a c k e d X-Y X-Y H i - L o w S t a c k e d

L i n e S c a t t e r P i c t o g r a m

Genera l X Color Shadow O Ti lt
X  Hor izonta l . Scale multiple

Cancel

Gal lery icons control  type of chart.  Check boxes at bottom change detai ls of

c h o s e n  t y p e .

Click Shadow and Tilt to put Xs in check boxes. If you have color monitor,
cl ick Color to remove X. Click OK.

Test Sco Test Test 2 Test 3 Totol Percent
2 Student 5 0 8 5 9 5 2 3 0 1 8 . 8 8 %

S t u d e n t  :

S t u d e n t

S t u d e n t  :

Test Scores

S t u d e n t Test

8 Total
Test 2

9  Av e r a g e . .
Test 3

10 Count
1 1  M a x i m u m

1 2  M i n i m u m
13
14
15
16
17 S t u d e n t

18

3
S a v e  c h a n g e d  d o c u m e n t .  T h e n  c l o s e .

Chart  is  saved as par t  of  document.



Comple te  p rev ious  ac t i v i t y
b e f o r e  g o i n g  o n .

Add bar chart
You can have two or more charts with a spreadsheet document.
You'l l  add a bar chart to the pie chart. SS / 117

1 Open My Spreadsheet.

Or ig inal  chart  reappears.

2 Create new bar chart:

Click-hold pie chart and drag to right of window.

Click in spreadsheet. Highlight cells Al through B6.

Test Sco Test

- N * o

S t u d e n t 5 0

S t u d e n t :

S t u d e n t  : 6 5

S t u d e n t  •

S t u d e n t !

B y  t h e  w a y On Options menu, choose Make Chart.

Note  tha t  the  out l i ne  s ty le  fo r  tex t  i n
the new char t  is  the same as in  row .

In Gallery area, double-click Bar icon.

o f  t h e  s p r e a d s h e e t .  Te x t  f o r m a t s  c o m e New chart is added to document. New chart is selected.
f ro m  t h e  s p re a d s h e e t  w h e n  t h e  c h a r t

i s  c r e a t e d .  L a t e r  fo r m a t  c h a n g e s  i n

the  spreadsheet  have  no  e f fec t .
Test Sco Test Test 2 Test 3 Total Percent

2  S t u d e n t 5 0 8 5 9 5 2 3 0 1 8 . 8 8 %

3  S t u d e n t  2 9 4 7 3 8 5 2 5 2 2 0 . 6 9 %

4  S t u d e n t  3 6 5

5  S t u d e n t  4 8 4 Test Scores
6  S t u d e n t  5 9 37 rest Scores
8 Total 3 8 6

9  Ave r a g e 7 7.1
1 0 0 Test

10 Count 9 0 W N -

1 1  M a x i m u m 9 4 8 0

1 2  M i n i m u m 5 0 7 0

1 3  | 6 0

14 5 0

P : C e e 8  :

4 0

3 0

2 0

1 0

0
S t u d e n t  1  S t u d e n t  2 S t u d e n t  3 S t u d e n t  4  S t u d e n t  5

* Delete old chart and move new one:

Click pie chart to select it in draw mode.

Ta p  D E L E T E .

Drag new chart near top of window.

Make bars three-dimensional:

On Options menu, choose Modify Chart.

Click 3-dimensional to put X in check box. Click OK.



1 8  /  C l a r i s W o r k s  S p r e a d s h e e t s Add bar char continued

1 0 0  U  S e r m t

Hide legend (box at right of bars):

On Options menu, choose Modify Chart.

Click Labels button at left to see another page of  d ia log  box .

Th is page lets you control t it le and legend.

Chart Options

Modify -Labels

Ga l le ry Ti t le  Test  Scores

Axes
X Hor izonta l
Shadow

Series
X  Le g e n d

Labels O Hor izonta l
Shadow

General Use Symbol

C a n c e l O K

Click Legend to remove X from check box. Don't click OK yet.

Make other changes in labels:

Type Test 1 Scores in Title text box.

Click Shadow to put X in check box.

Cl ick OK.

Bar chart  should look l ike f igure.

Test 1 Scores

1 0 0

9 0
8 0

7 0

6 0

5 0
4 0

3 0
2 0
10

S t u d e n t S tudent  2  S tudent  3  S tudent  4  S tudent  5

7
C l o s e  c h a n g e d  d o c u m e n t .  S a v e  c h a n g e s .



M y  S p r e a d s h e e t  m u s t  b e  o n Chart whole table
floppy d isk .  See  page 8 8 .

Each chart so far has been based on only one series of numbers.

You can make a char t  wi th  many ser ies. SS / 119
M C N U R A L A A S H D A  P A S A O R A

Open My Spreadsheet and delete any chart you see.

2 M a ke  c h a r t  o f  a l l  t e s t  s c o re s :

Highl ight cel ls A1-D6.

Test Scc Test 1 Test 3 Total

- *  o + 0 | o

Test 2
2 3 0S t u d e n t 5 0 8 5 9 5

2 5 2S t u d e n t 9 4 73 8 5

S t u d e n t  3 6 5
1 0 - *. . . 1 a .

9 4 8 1
- - - 0 - * - - 0 . S . . . . 1

2 4 0
74 2 3 9S t u d e n t  4 8 4

a s m b a b s s s r O - r s s A
8 1

9 3 6 9 9 5 2 5 7S t u d e n t  '

On Options menu, choose Make Chart.

Double-click Bar icon.

Chart has three bars for each student. Legend shows what bars stands for.

Test Scores

Test 11 0 0

9 0
Test 2

188889889°

OTest 3

S t u d e n t  1  S t u d e n t  2 S t u d e n t  3 S t u d e n t  4  S t u d e n t  5

3 Make stacked bar chart:

Use  Mod i fy  Char t  command  to  c rea te  th ree-d imens iona l  s tacked  bar  char t .

Total height of bar shows students total score.

Test Scores

Test 13 0 0

Test 2
ETest 3

2 0 0

1 0 0

0
S t u d e n t  1 S t u d e n t  2 S t u d e n t  3 S t u d e n t  4 S t u d e n t  5



/  1 2 0  /  C l a r i s W o r k s  S p r e a d s h e e t s Chart whole table continued

Change order of series:

Suppose you wanted to see results by test instead of by student. Thats easy.

On Options menu, choose Modify Chart (or double-click chart).

Cl ick General  button.

Series names list shows three series of data. Button at right shows series are

in columns in spreadsheet.

Chart Options

Modi fy -General

Gallery Chart  range A1. .D6

Axes Series names Series in
Te s t O  Rows EE

Ser ies Te s t  2 © Columns EE
Te s t  3

Labe ls U s e  n u m b e r s
as labels in

benera l
E a c h  s e r i e s  i s  a  s e t  o f  d a t a  v a l u e s  i n  a D First row
r ow  o r  c o l u m n .  S e r i e s  n a m e s  a r e

l i s t e d  i n  t h e  l e g e n d .
First column

Cancel O K

Click Rows button. Look at series names in list.

Click OK.

Test Seores

Student
Student 2

1Student 3
3 0 0 Student 4

Student 5

1 0 0

Test | Test 2 Test 3

5 S a v e  d o c u m e n t  w i t h  c h a r t .



C o m p l e te  p rev i o u s  a c t i v i t y
b e f o r e  g o i n g  o n .

Use spreadsheet in text
The best way to create a table in a word processing document is

to add a spreadsheet and use all  you've learned here. SS / 121

Open word processing document:

Open My Quotat ions.

Click to right of last line of paragraph 1. Tap RETURN twice.

You'l l  add spreadsheet at insert ion point (between paragraphs 1 and 2).

2 Create b lank spreadsheet  table  in  f ront  of  text :

On View menu, choose Show Tools.

Click 8 (spreadsheet tool) near top of tool panel.

Mode switches from word processing to spreadsheet.

Click-hold in text area. Drag diagonally to right about 2 inches and down
about 1 inch. Release mouse button.

Small  spreadsheet appears in front of text.  Size is not important now.

We have  a  c r im ina l  j u r y  sys tem wh ich  i s  super io r  to  any  i n  the  wor ld  and  i ts -e f f i c iency.
i s - o n l y- m a r re d  by  t h e  d i f f i c u l t y  o f  f i n d i n g  t we l ve - j u ro rs - eve r y  d ay  w h o  d o n ' t  k n ow.
a n y t h i n g  a n d  c a n ' t  r e a d . d

I f - y o u - p i c k - u p - a - s t a r v i n g . d o

pr inc ipa l  d i f fe rence-betwe_
e-wi l l -not  b i te-you .  Th is- i s  the .

I n  t h e - f i r s t . p l a c e .G o d - m a d  3 h e n - H e - m a d e - S c h o o l - B o a r d s .4 d0

Its .better  to-keep your  mouth.  shut  and appear  stup id  than to  open- i t  and remove-a l l -
doubt .4

3
M o v e  s p r e a d s h e e t  i n t o  t e x t :

Cl ick  (selection tool) at top of tool panel.  Cl ick spreadsheet.

Mode switches to drawing. Handles show spreadsheet is selected.

On Edit menu, choose Cut.

Cl ick A (word processing tool).  See bl inking insert ion point.

On Edit menu, choose Paste. Check mode.

Mode is word processing. Spreadsheet is now part of text.

We  h ave  a .c r i m i n a l . j u r y. sys te m  w h i c h  i s . s u p e r i o r  to  a ny- i n  t h e  wo r l d  a n d -  i t s  e f f i c i e n c y.
i s -on ly-mar red-by. the-d i f t i cu l t y.o f-f i nd ing . twe lve . j u ro rs  eve r y  day  who-don ' t  know.
any th ing  and-can ' t  read .d

B

I
I f-you-p ick  up-a starv ing -dog and make-h im prosperous,  he  wi l l -not  b i te  you.  Th is  is  the
pr inc ipa l -d i f fe rence-between  adog-and-a  man .+



122  /  C la r isWorks  Spreadsheets Use spreadsheet in text continued
MOHNNOMANSER

Explore spreadsheet as big text character:

Watch insertion point as you tap & a few times. Now tap E a few times.

Click in blank line above spreadsheet.

Watch spreadsheet  move wi th  text  as  you tap (RETURN) a  few t imes.

Tap 3 Z) to undo your typing.

Click to right of spreadsheet. On ruler, click E (center alignment icon).

Spreadsheet acts l ike single large character in one-l ine paragraph.

5
Enlarge spreadsheet:

Click spreadsheet once. Notice large handle at lower right.

Cl ick-hold handle  and drag r ight  2  about  2  inches.

•
Use steps below to create finished table shown in figure.

We have a  cr imina l  ju ry  system which  is-super ior-to-any. in  the  wor ld-and i ts  e f f ic iency.
i s - o n l y  m a r r e d - b y - t h e - d i f f i c u l t y . o f - f i n d i n g . t w e l v e - j u r o r s - e v e r y  d a y - w h o  d o n ' t  k n o w .

anyth ing and can't  read.d

T y p i c  a l  C o m p u t e r Cost M e m o r y  ( B y t e s )
1985 $3,000 1 2 8,0 0 0 |
1 9 9 5 $ 1 ,5 0 0 8 , 0 0 0 , 0 0 0  J

I f.you-p ick  up  a  s ta rv ing-dog  and  make  h im prosperous ,  he .w i l l -not-b i te-you .  Th is  i s  the
pr inc ipa l  d i f fe rence-befween  a  dog  and-a-man .4

Tip

Try  not  to  c l ick  outs ide  a  spreadsheet Cl ick E (spreadsheet tool) .  Then cl ick cel l  Al .  Look at  menus.
w h e n  w o r k i n g  o n  i t  i n  t e x t .  I f  y o u

d o ,  y o u ' l l  s w i t c h  t o  t e x t  m o d e .  To  g e t  To
Regular spreadsheet menus appear.  You can do everything you've learned

b a c k ,  c l i c k  t h e  s p r e a d s h e e t  t o o l  i n
about  spreadsheets  in  th is  l i t t le  tab le-even use formulas !

t h e  t o o l  p a n e l .
Beginning in cell Al, enter data shown in figure above.

Change column widths to match figure.

Apply formats shown in figure.

Highlight top row. Apply border to bottom of cells in selection.

Switch off display of cell grid, column headings, and row headings.
B y  t h e  w ay

To  g e t  r i d  o f  t h e  o u t l i n e  a r o u n d  t h e
Cl ick A] (text tool)  at  top of tool  panel.

tab le ,  c l i ck  the  t ab le ,  cu t  i t  f rom the

t ex t ,  c l i c k  t h e  s e l e c t i o n  t o o l ,  p a s t e ,
Drag large handle up and to left to eliminate empty rows and columns.

u s e  t h e  l i n e  w i d t h  p o p - u p  t o  c h o o s e
N o n e ,  c u t  t h e  t a b l e  a g a i n ,  c l i c k  t h e

D o n e !  A s  yo u  s e e ,  c r e a t i n g  s p r e a d s h e e t  t a b l e s  i s  e a s i e r  t h a n  u s i n g  t a b s .  W i t h

t e x t  t o o l ,  a n d  p a s t e .  ( W h e w ! )
formulas,  spreadsheet tables are also more power ful .

Quit ClarisWorks. When asked, don't save changes to My Quotations.
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Create new database
Creating a new database f i le begins with the definit ion of f ield

124 C l a r i s  W o r k s  D a t a b a s e names and type of data to be entered in each field.

Start ClarisWorks application:

Use steps on page 9.

I f  C lar isWorks  is  a l ready  runn ing,  choose  New on  F i le  menu.

2
C h o o s e  t y p e  o f  n e w  d o c u m e n t :

Double-click Database in New Document dialog box.

First task is to define field for each category of data.

3 Enter four field names in dialog box using directions below:

Define Database Fields

Field Name Field Type
Te a c h e r Text
Room Number
G r a d e Number
Student Text

Field Name Student Field Type Text

Create Modifu Delete Options.. .

S e l e c t  O p t i o n s  t o  c h a n g e  t h i s  f i e l d ' s  a t t r i b u t e s ,  o r  c h a n g e  i t s  n a m e

a n d / o r  f i e l d  t y p e  a n d  p re ss  M o d i f y.
D o n e

By  the  way Type Teacher in Field Name text box.
Yo u ' l l  b e  c r e a t i n g  d a t a b a s e s  w i t h

j u s t  a  fe w  f i e l d s  a n d  r e c o r d s  w h i l e
Click Create.

l e a r n i n g  a l l  t h e  i m p o r t a n t  t o o l s .

T h e  r e a l  p owe r  o f  t h e  t o o l s  c o m e s
You have created one text f ield. Next, you'l l  create two number fields.

w h e n  yo u  n e e d  t o  s e a rc h ,  s o r t ,  a n d

p r i n t  r e p o r t s  w i t h  l a r g e  d a t a b a s e s .
On Field Type pop-up menu, choose Number.

Type Room in Field Name text box.

Click Create.

Type Grade in Field Name text box.

Click Create.

Final ly,  add text f ield.

On Field Type pop-up menu, choose Text.

Type Student in Field Name text box.
Click Create.

Cl ick Done.

Untit led window appears with f ield labels to left  of empty f ield boxes. This
is standard layout for new database. You'l l  soon learn to change layout.



C o m p l e te  p rev i o u s  a c t i v i t y

before  go ing  on .

Make entries
The next step is to enter data in the empty fields. All  the

information for one student in your database is cal led a record. DB / 125

U s e  s t e p s  b e l ow  t o  e n t e r  d a t a  fo r  f i r s t  re c o rd :

Type Laura Karen in Teacher field box. Tap (TAB

I f  yo u  s e e  e r ro r  a f te r  t a p p i n g  TA B ) ,  h o l d  d ow n  S H I F T )  a n d  t a p  ( TA B )  to  g o  b a c k
and edit text.

Type 45 in Room field box. Tap TAB .

Type 3 in Grade field box. Tap (TAB.

Type Helen in Student field box.

Unt i t led 2 (DB)
Te a c h e r Laura  Karen

Ro o m 45

G r a d e
Field boxes

Edit S t u d e n t H e l e n

U n d o  Ty p i n g 9 8 2
Tool panel

Cut 9H
Copy 3 C
Paste 3 8 U

C lear Create new blank record:

S e l e c t  A l l 9 0 A
On Edit menu, choose New Record.

N e w  R e c o r d O R
Du p l i ca te  Re cord 3D
D e l e t e  R e c o r d Hold % down as you tap (R.
Copy Summaries

Writing Tools Enter more data:

Find/Change
P u b l i s h i n g

Type Laura Karen in Teacher field box. Tap (TAB) .

Preferences... Type 45 in Room field box. Tap TAB.
Show Cl ipboard Type in Grade field box. Tap TAB).

Type George in Student field box.

Enter rest of data from table. Use 8 R to create new records.

Te a c h e r Room Grade Student

Chad Brown 5 6 3 Abel

Chad Brown 5 6 4 Roger

Chad Brown 56 3 Juan

Name and save database document:

On File menu, choose Save.

If floppy disk My Files is not in drive, insert it now.

Type My Database in Save As text box.

Click Save.



Use list mode
The List command displays data in a spreadsheetl ike form that

126 /  C la r i s  Works  Database shows all  f ields of al l  records.

L i s t  records :

Click-hold Layout in menu bar. Notice check mark.

Browse mode is now checked.

Drag down to List. Release mouse button.

Presto !  You have layout  that  looks l ike a  spreadsheet .  This  is  l ist  mode.
Each record is one row. Each f ield is one column.

2
Use steps 3-10 to duplicate this format.

G r a d e  Te a c h e r Room Student
3 Laura Karen 45 Helen
4 Laura Karen 45 G e o r g e  |

3 Chad Brow
4 Chad Brow

56 A b e l l

Roger

3 C h a d  B r o w

56
56 J u a n

Move column posit ion:

Notice pointer shape as you move it over column heading name.

Grade

Click-hold Grade heading name.

Drag le f t  as  far  as  poss ib le  and re lease mouse but ton.

Change column width:

Notice pointer shape as you move it to borderline between column
headings.

G r a d e e a c h e r

Click-hold borderline between Grade and Teacher.

Drag to left until Grade fills column. Release mouse button.

Column to left of pointer is affected.

Change column widths for Teacher, Room, and Student.

Change height of al l  rows:

Click-hold and drag along extreme left side of list until all rows with data
are highlighted.

Notice pointer shape as you move it to borderline between row headings.

#
Click-hold any row borderline and drag down a little to change row height.



Use list mode continued DB / 127MREN
Change text font in Teacher column:

Move pointer to Teacher heading.

Teacher  0%

Click heading to highlight whole column.

On Format menu, choose Font, then choose Times.

7
Change text size in Room column:

Move pointer to Room heading.

Click heading to highlight whole column.

On Format menu, choose Size, then choose 18.

C h a n g e  t ex t  s t y l e  i n  S t u d e n t  c o l u m n

Highl ight Student column.

On Format menu, choose Style, then choose Double Underline.

Change text style in Teacher and Room columns:

Highl ight Teacher column.

Move pointer to Room heading.

Hold down SHIFT whi le cl icking Room.

Both columns are h ighl ighted.

On Format menu, choose Style, then choose Bold.

10 Change a l ignment of  Grade,  Room, and Student:

Highl ight Room and Student columns.

On Format menu, choose Alignment, then choose Center.

Highlight Grade column. Center data.

11 Switch modes:

On Layout menu, choose Browse.

In browse mode, you see original  layout.  Each record is l ist  of f ield labels

and field boxes. Notice that font and style changes in list mode did not affect
layout.

12  Save  changed f i l e .



C o m p l e te  p rev i o u s  a c t i v i t y
b e f o r e  g o i n g  o n .

Move through records
The notebook icon at the top of the tool panel lets you move

I28 C l o r i s Wo r k s  D a t a b a s e from record to record in a database.wt:/wWWwrorn
1 See one record at a t ime:

Right now, browse mode window shows al l  records.  Record with tal l

highl ighted bar at left  is "active" record.

On Layout menu, choose Show Multiple (now checked) to switch off.

Only active record appears. Notice record number just below notebook.

2 View previous records:

On tool panel at left edge of window, click top page of notebook.

N o t e b o o k

B o o k m a r k

Act ive record

Repeat until record 1 is in view.

Cl ick lower page of  notebook to  see record 2.

Move quickly to record (method 1):

Click-hold bookmark tab at right edge of notebook.

Watch number below notebook as you slowly drag bookmark down.

Release mouse button when number is 5.

Move quickly to record (method 2):

On Organize menu, choose Go To Record. In dialog box, type 3.

Go to record

C a n c e l OK

Cl ick OK.

Does moving to record make it  act ive?  F ind out next.

5 S e e  a l l  r e c o rd s :

On Layout menu, choose Show Multiple (now unchecked) to switch on.

Look for highlighted bar at left of active record.

Use notebook to make record 1 active.

Some commands apply only to active record, so you need to know which one
it  is .  Number below notebook always shows act ive record.



C o m p l e te  p rev i o u s  a c t i v i t y

b e f o r e  g o i n g  o n .

Edit entries
Clar is  Works makes i t  easy for  you to edit the entries in your
database or delete whole records. DB / 129

Switch to list mode:

On Layout menu, choose List.

You can also edit in browse mode, but most people prefer l ist mode.

2 Go to record 5:

Click on any entry in record 5 (fifth row).

Notebook and highl ight show record 5 is act ive.

3 Move from field to field:

Watch screen as  you tap TAB severa l  t imes.  Try  SHIFT TAB).

TAB and SHIFT TAB move through f ields in active record only.

Edit data in active record:

Use (TAB to go to cell with Juan.

Type a to change Juan to Juana.

In same record, click I-beam just after the d of Chad.

Tap DELETE)  to  remove one  le t ter.

Type rles.
C h a d  B row n  b e c o m e s  C h a r l e s  B row n .

5 Edit field in different record:

In record 3, click arrow at end of Chad in Teacher field box.

Record 3 becomes active. You can click any entry you see in l ist  mode.

Tap DELETE and type r les.  Make same change in record 4.

Delete whole record:

Click record 2 anywhere to right of last column.

Whole record becomes highlighted. It also becomes active record.

In tool panel, click bottom page of notebook twice.

Record becomes act ive,  but  record 2 is  st i l l  h ighl ighted.

Look at both records.

What wi l l  be deleted?  Act ive one?  Highl ighted one?  Both?  F ind out.

On Edit menu, choose Cut.

N ow  yo u  k n ow.

On Edit menu, choose Undo Cut.



My Database
m u s t  b e  o p e n .

Sort records
One way to f ind information in a database is to sort the records

/  1 3 0  /  C l a r i s W o r k s  D a t a b a s e in order of the entries in a f ield.
86-:18

O rg a n i ze S o r t  r e c o r d s  o n  s t u d e n t  n a m e s :

Show Al l  Records 088A
H i d e  S e l e c te d % 1 On Organize menu,  choose Sort  Records (or  tap (80).
H i d e  U n s e l e c te d 9€ )

Click Student in Field List box on left side.
Go  To  Record . . . 9 8  G

S o r t  Re c o rd s . . . Cl ick Move button.

M a t c h  R e c o r d s . . . 9 8 M
Sort  Records

Field List Sort Order

Teacher Clear .al Student
Room
Grade «  M ove  «
Student

OK

Cancel

. a l  ©  A s c e n d i n g  o r d e r
h i .  O  D e s c e n d i n g  o r d e r

By the way
W h o l e  r e c o r d s  m o v e  u p  o r  d o w n

Cl ick OK.

d u r i n g  a  s o r t .  I n  f a c t ,  t h e  e n t r i e s  i n

a  r e c o r d  a l w a y s  s t a y  t o g e t h e r  i n  a

Records move so that student names are in ascending order (A-Z).

d a t a b a s e .  T h e r e ' s  n o  w a y  t o  b r e a k Switch to browse mode. Note same order of records.
them apart .

Switch back to list mode.

2 Sort records on grades in descending order (10-1):

On Organize menu, choose Sort Records. Click Clear

This deletes al l  f ie lds in Sort Order scrol l  box.

Click Descending order button.

Double-click Grade field. Click OK.

Records move so that grades go from high to low.

3 Sort using two fields:

On Organize menu, choose Sort Records.

Click Clear

Double-click Teacher (first priority).

Double-click Student (tie-breaker).

If  teacher is same in two records, sort wi l l  be based on student name.

Cl ick OK.

Records move So that teachers are in alphabetical order and student names

under each teacher are also in alphabetical  order.

4 S a v e  c h a n g e d  d o c u m e n t .



M y  D a t a b a s e

m u st  b e  o p e n .

Find records
In a big database, you often want to f ind and view only certain
records of interest. DB / 131

Lauout
Find records on one field:

Browse 0  % B
Find 1 F On Layout menu, choose Find (or tap SHIFT 86 F).

Layout †  8 8 L in Teacher field box.List 1  8 8 1
Type Laura

D e f i n e  F i e l d s . . .  0  8 8 D
Cl ick (Find (toward bottom of tool  panel).

Insert  F ie ld. . . Computer  f inds two records with Teacher f ie ld contain ing Laura.  Mode
Insert  Par t . . .
Ta b  O rd e r. . .

automatical ly switches from find to browse. (If  only one record appears, go

/ Show Multiple to Layout menu, choose Show Multiple.)

New Layout . . .
On Layout menu, choose List (or tap SHIFT  83 D).

Edit Layouts... Same two records appear. Rest are hidden.

Layout  1 Grade Teacher Room Student
L a u r a  K a r e n 45 Helen
L a u r a  K a r e n 45  George

Records:  2 (5) on tool  panel  means "two records displayed out of  total  of
f ive records.'

2 Show al l  records:

On Organize menu, choose Show All  Records.

3 Find records on two fields:

On Layout menu, choose Find

Type brown in Teacher field box.

Search is not case sensitive. You may use uppercase or lowercase letters.

Tab to Grade f ie ld and type 3.

This t ime, both f ields must be matched.

Click Find On Layout  menu,  choose L ist  (or  tap SHIFT % D).

|  G r a d e  | Te R o o m  S t u d e n t
3  C h a r l e s  B r ow n 56 A b e l

3  Char les Brown 56 Juana

Find records with field less than (<) certain number:

On Layout menu, choose Find.

Click Room field.

Ty p e <50

Click (Find Tap SHIFT 8 0.

Computer f inds room 45, which is  less than 50.



/  1 3 2  /  C l a r i s  W o r k s  D a t a b a s e Find records continued

F i n d  re c o rd s  w i t h  f i e l d  g re a t e r  t h a n  ( > )  c e r t a i n  n u m b e r :

On Layout menu, choose Find.

Click Grade field.

Type

Click Find Tap SHIFT 830.

Computer f inds grade 4,  which is  greater than 3.

F i n d  re c o rd s  o n  a l l  e n t r i e s  exc e p t  c e r t a i n  e n t r y :

On Layout menu, choose Find.

Click Grade field.

Type 3

Click

X appears  in  check box.

ClickFind Tap SHIFT 80.

Computer finds all records except those with grade 3. You asked to omit that

grade.

7 Show al l  records:

On Organize menu, choose Show All Records.

8 C l o s e  d o c u m e n t  w i t h o u t  s a v i n g  c h a n g e s .



S T O P
M y  D a t a b a s e  m u s t  b e  o n

f lop py  d i s k .  See  p ag e  124.

Store sorts & searches
Claris Works lets you give names to different ways of sort ing

and searching for records. You can apply them by name later. DB / 133

1 Open My Database.

2
Create a new sorting rule:

On tool panel, look at icons labeled in figure.

TO
S e a r c h  p o p - u p  m e n u

S o r t  p o p - u p  m e n u al e

Click-hold Li l  (sort pop-up menu). Choose New Sort.
Double-click Student in left scroll box.

Sort  Records dialog box has text box at  bottom. This is  new feature.

Type By Student in text box at bottom of dialog box.

Sort Records

Field List Sort Order

Teacher C l e a r . i l  Student
Room
Grade «  Move
Student

Cance l

N a m e  o f  s o r t By Student ©  A s c e n d i n g  o r d e r

h. O Descending order

Click OK.

3 C re a t e  a n o t h e r  s o r t :

On sort pop-up menu, choose New Sort.

Double-click Teacher in left scroll box.

Type By Teacher in text box at bottom of dialog box.

Cl ick OK.

Apply sorts by name:

Switch to list mode if necessary.

Click-hold Lil  (sort pop-up menu). Look at bottom of
menu.

Names of both new sorts appear there.

Choose By Student. Look at list of records.

Whenever you want to sort by student name, this is al l  you have to do.

Use same steps  to  app ly  By  Teacher  sor t .



1 3 4  /  C l a r i sWo r ks  D a t a b a s e Store sorts & searches continued
CRAARIEADI AANN SN

Create new find condit ion:

Cl ick-hold  (search pop-up menu).  Choose New Search.
B y  t h e  way

T h e  E d i t  S e a r c h  c o m m a n d  l e t s  y o u
Type Charles in Name for this search text box.

r e n a m e  a n  e x i s t i n g  s e a r c h .

Name for this search:

Char les

When you have finished defining this search
press the enter key.

Cance l O K

Cl ick OK.

You go  d i rec t ly  to  f ind  mode,  but  F ind   has  changed to  Store  on  too l

panel.

Type Charles in Teacher box. Click  Store

The program does not per form search immediately.

Create another new search:

On search pop-up menu, choose New Search.

Type Grade 3 in Name for this search box.

Cl ick OK.

Type 3 in Grade box. Click Store

7 Apply searches by name:

On search pop-up menu, choose Charles.

Note which records were found.

On search pop-up menu, choose Grade 3.

View al l  records again:

On Organize menu, choose Show All Records.

S a v e  c h a n g e d  d o c u m e n t .

Named sorts and searches are saved with document.



C o m p l e te  p rev i o u s  a c t i v i t y

before  go ing  on.
Create & rename layouts
Every new database comes with one standard layout. You see it

in browse mode. You can change its name and create new ones. DB / 135
N D 3 N 8 - 2 8 6 0 4  o l  5 / O c

Rename current layout:

On tool panel, look at icons labeled in figure.

L a y o u t  p o p - u p  m e n u TO
ule R e p o r t  p o p - u p  m e n u

On layout pop-up menu, choose Edit Layouts.

Cl ick Layout 1.  Cl ick Modify.

Layout  1  is  name automat ica l ly  g iven to standard layout  that  comes with

new database. You' l l  change name now.

In Layout Info dialog box, type Standard in Name box.

Click OK twice to close both dialog boxes.

Create new layout:

B y  t h e  way On layout pop-up menu, choose New Layout.

Yo u ' l l  a l s o  f i n d  t h e  N e w  L a y o u t  a n d

E d i t  L a y o u t s  c o m m a n d s  o n  t h e
Duplicate figure below:

r e g u l a r  L a y o u t  m e n u  a t  t h e  t o p  o f
t h e  s c r e e n .  U s e  e i t h e r  m e n u .

New Layout

Name Columnan

PType-

O  S tandard
O Dupl icate

O Columnar report
O Labe ls

O B lank Custom

Cancel O K

Cl ick OK.

With SHIFT held down, click-hold Teacher and drag down to highlight all
field names in Set Field Order dialog box.

Cl ick Move. Cl ick OK.

3
Apply both layouts:

On layout pop-up menu in tool panel, choose Standard.

This switches from l ist  mode to browse mode for or iginal  layout.

On layout pop-up menu, choose Columnar.

Here is new layout you created. Clar is Works is st i l l  in browse mode.

On main Layout menu at top of screen, choose List.

Now you  have  th ree ways to v iew data in  database.

4
Save database with new and renamed layouts.



C o m p l e t e  p rev i o u s  a c t i v i t y

before  go ing  on .
Create reports
You can give name

to a combinat ion of  a layout,  a  sort  ru le,
136  /  C la r i s  Works  Database and a search condit ion. That's what a report is.

1
Create new report:

On report pop-up menu, choose New Report.

R e p o r t  p o p - u p  m e n u

New Report  d ia log box appears.  Pop-up menus show th ings you can

combine in  one report .

N e w  Re p o r t

Report Name R e p o r i

Layout |(none)l

Search (none)•

Sort (none)

0 Pr int  the Report

Cancel O K

Type Charles's Class in Report Name text box.

B y  t h e  way On Layout pop-up, choose Columnar.

I f  y o u  p u t  a n  X  i n  t h e  P r i n t  t h e

R e p o r t  c h e c k  b o x ,  e v e r y  t i m e  y o u
On Search pop-up, choose Charles.

a p p l y  t h e  r e p o r t ,  y o u ' l l  a l s o  g e t  a

p r i n t e d  c o p y  o f  t h e  r e s u l t .

On Sort pop-up, choose By Student.

Cl ick OK.

Create another report:

On report pop-up menu, choose New Report.

Use  s teps like ones above to make dialog box look like figure. Click OK.

New Report

Report Name Grade

Layout List View
Search Grade 3v

S o r t By  Teacher

0 Pr int  the Report

Cancel O K

Go to next page and apply new reports.



Create reports continued DB / 137

3
Apply reports:

On report pop-up menu, choose Charles's Class.

Note layout used. Note records picked out. Note sort order.

Teacher R o o m G r a d e S t u d e n t

C h a r l e s  B r o w n 5 6 3 A b e l

C h a r l e s  B r o w n 5 6 3 Juana

C h a r l e s  B r o w n 5 6 R o g e r

On report pop-up menu, choose Grade 3.

Note l ist mode used. Note records picked out. Note sort order.

Grade  Teacher R o o m  S t u d e n t

Char les  Brown 56 Juana

3 Charles Brown 56 A b e l
L a u r a  K a r e n 45 Helen

Edit report:

On report pop-up menu, choose Edit Reports.

You' l l  ed i t  Grade 3 report .

Cl ick Grade 3. Cl ick Modify button.

On Layout pop-up, choose Standard.

On Sort pop-up, choose By Student.

Click OK twice.

5
Apply changed report:

On report pop-up menu, choose Grade 3.

Note changed layout and sort  order.

View al l  records in Columnar layout:

On Organize menu, choose Show All  Records.

On Layout menu, choose Columnar.

7
C l o s e  d o c u m e n t  a n d  s a v e  c h a n g e s .



S T O P
M y  D a t a b a s e  m u s t  b e  o n

f l o p py  d i s k .  S e e  p a g e  1 24.

Print labels
You'l l  print a label showing teacher and grade for each student

138  /  C la r i s  Works  Database in My Database. The method is the same for address labels.
D x N - O D E N O E A O R I N D N H R T O

1 Start ClarisWorks if necessary, and open My Database.

2
Choose type of labels layout:

On layout pop-up menu (or regular Layout menu), choose New Layout.

New Layout  d ia log box appears.  Labels  are just  specia l  k inds of  layouts.

Use steps below to make dialog box look like this:

New Layout

Name Avery  5160.5260.5660

-Ty p e

O Standard
O Dupl icate

O Columnar report
Labe ls

O  B lank Avery  5160. . .

Cance l O K

Click Labels button.

Click-hold pop-up menu below Labels.

Drag to choose Avery 5160 (or whatever label you plan to use).

Cl ick OK.

If  you see message about needing larger print area, you'l l  take care of that

6  i n  s t e p  6  b e l ow.  C l i c k  O K  t o  c l o s e  m e s s a g e  b ox .

3 S e l e c t  o rd e r  o f  f i e l d s  t o  g o on label :

Use steps below to make dialog box look like this:

Set Field Order

Field List Field Order

Teacher Clear Student
R o o m R o o m
G r a d e Move Teacher
Student

C a n c e l

Double-click Student.

Double-click Room.

Double-click Teacher.

Cl ick OK.



Print labels continued DB / 139

C h e c k  l i s t  o f  l ayo u ts :

Cl ick-hold T ( layout pop-up menu) in tool panel.  Look at bottom ofmenu.

Click-hold Layout in menu bar. Look at bottom of menu.

New layout is  l isted and checked in both menus. You use label  layouts l ike

any others.  For example,  you can use them in reports.

Preview records in new layout:

On View menu, choose Page View.

This is how printed page would look. Avery 5160 labels are three across and

ten down page. Chosen data from each record goes on one label.

Change page setup:

On File menu, choose Page Setup. Click Options button.

Click Larger Print Area to place X in check box.

Click OK for both dialog boxes.

Print labels:

On File menu, choose Print, then click Print.

If warned that margins may still be too small, click OK.

With proper peel-off labels in printer, each would contain one record.

8
C l o s e  d o c u m e n t  w i t h o u t  s a v i n g  c h a n g e s .
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f loppy  d isk .  See  page 124.
Edit layout: change header & body
After creat ing a columnar layout,  you can easi ly  change the

140  /  C la r i s  Works  Database height of the header and the body areas of each record.

Open My Database document:

If necessary, change to Columnar layout you created on page 135.

2 Go to layout mode:

Layout
B rows e 0 96B

On Layout menu, choose Layout.

F ind †  8F Layout mode shows design of  layout  and a l lows you to make changes.
Layout v*L

/List 1  8 8 1 On View menu, choose Show Rulers.

R o o m G r a d e S t u d e n t
e a c h e r Ro o m G r a d e Student

View layout and browse modes at same t ime:

On View menu, choose New View.

B y  t h e  w ay

Columnar layouts always have
On View menu, choose Ti le Windows.

h e a d e r  a n d  b o d y  a r e a s .  L a b e l s  i n

t h e  h e a d e r  a r e a  a p p e a r  a s  c o l u m n

On Layout menu, choose Browse.

h e a d i n g s  o n  e v e r y  p r i n t e d  p a g e . You can now see layout and browse modes in separate windows.

Change size of header and body area in layout:

Cl ick layout mode window-it  has grid l ines.

Notice that t it les and data in browse mode window are close together.

Cl ick-hold and drag down to 1-inch line.

Look in browse mode window. Column headings are separated from data.

Cl ick-hold and drag down to 2-inch line.

Layout  mode window should look l ike  th is .0 3 4 561
Te a c h e r R o o m G r a d e Student

Te a c h e r Hoom Grade S t u d e n t

Tip
Look in browse mode window for results.

D o n ' t  c o n f u s e  d a t a b a s e  h e a d e r s
w i t h  d o c u m e n t  h e a d e rs .  B o t h  c a n  b e

5 Decrease header and body area in layout:

u s e d .  D a t a b a s e  h e a d e r s  a re  fo r

c o l u m n  h e a d i n g s .  D o c u m e n t Click-hold Ermoer and drag up until just under Teacher.

h e a d e rs  a re  fo r  d e s c r i p t i ve  t i t l e s ,

p a g e  n u m b e r s ,  d a t e s ,  a n d  t h e  l i ke .
Click-hold 5 and drag up same amount.

Tit les and data are closer together in browse mode window.



C o m p l e t e  p re v i o u s  a c t i v i t y

before  go ing on.
Edit layout: move fields
You can also use drawing tools to move fields from one place to

another  on  the  layout . DB / 141

N o t i c e  g r a p h i c s  t o o l s :

Cl ick layout mode window-it has grid l ines.

Look at drawing tools in panel. Look at arrow shape. Look at menu bar.

Layout mode has al l  graphics tools you learned earl ier Items in window are

graphic objects.  You move, resize,  and format them in famil iar  ways.

2 Move Teacher label and f ield box:

Click in middle of Teacher label in header area.

Handles (four t iny black squares) show label is selected.

Watch both windows as you tap & several times to make Teacher label

align with left edge of Header title.

Label  a lso moves in browse mode window.

Repeat  above  steps  w i th  Teacher  f ie ld  box  in  body  area .

LL
R o o m Labels

Te a c h e r Room = F i e l d  b o x e s

Remove handles in corners of field box:

Click outside field box.

Yo u  d o  t h i s  t o  d e s e l e c t  o b j e c t .

Move two or more fields at once:

In header area, click Room label.

Hold down SHIFT, then click Grade and Student labels.

With SHIFT) still down, go to body area and click Room, Grade, and
Student field boxes.

Release SHIFT.

All  six objects should have handles at each corner.

3
Te a c h e r Room G r a d e student

Te a c h e r Room | G r a d e Student

Tap left arrow key several times until fields are next to Teacher field.

It's best to leave small space between boxes. You'll  learn next how to resize
boxes to best show their data.

Deselect all by clicking anywhere outside fields.



C o m p l e te  p rev i o u s  a c t i v i t y

b e f o r e  g o i n g  o n .
Edit layout: resize & align fields
You can change the sizes of the field boxes to make them the

1 4 2  /  C l a r i sWo r ks  D a t a b a s e right size for the data entries they hold.
AMANFNUODNOCAH

Re s i ze  o b j e c ts :

In header area, click Room label.

13
Te a c h e r Ro o m Grade

T R o o m Grade  |

Tip Click-hold with tip of arrow pointer exactly on one of  handles  at  r ight .

I f  a n  e r r o r  o c c u r s ,  i m m e d i a t e l y

c h o o s e  U n d o  o n  t h e  E d i t  m e n u ,  o r
Shor ten  ob jec t  by  dragg ing  hand le  to  le f t .

tap 8 Z). Do same for Room field box.

12
Roor

Te a c h e r T R o o m

R e s i z e  t wo  o b j e c t s  a t  o n c e :

In header area, click Grade label.

In body area, hold down SHIFT and click Grade field box.

Drag any right handle (on either object) to left.

C l ick  outs ide a l l  ob jects  to  dese lect  a l l .

Use same method to double width of Student label and field box.

Re p o s i t i o n  o b j e c ts :

Tip Use methods on previous page to move objec ts  as  needed.

I f  yo u  c l i c k  i n s i d e  a  l a b e l  w h i l e  i t  i s

s e l e c t e d ,  t h e  p o i n t e r  c h a n g e s  t o  a n
Make layout mode window look l ike this.

I - b e a m .  J u s t  c l i c k  a g a i n  a w a y  f r o m

a n y  o b j e c t s  t o  g e t  t h e  a r r o w  b a c k . R o o m G r a d e S t u d e n t

Te a c h e Room Grade S t u d e n t

Notice results in browse mode window.

F i n e - t u n e  p o s i t i o n s  o n  l ayo u t :

On Options menu, choose Turn Autogrid Off.

Click field box or label you want to fine-tune.

On keyboard, tap appropriate arrow key to move object.

Leave small  space between field boxes.

When you are finished, choose Turn Autogrid On on Options menu.



C o m p l e te  p rev i o u s  a c t i v i t y

before  go ing on.
Edit layout: change text styles
You can apply to a field any of the text styles you learned about

when using the word processor. DB / 143
NS809R2N8H:/NSPS

Change font, size, and alignment:

By the way Cl ick layout mode window-it  has grid l ines.
A n y  c h a n g e s  y o u  m a k e  i n  l a y o u t

m o d e  a f fe c t  o n l y  t h e  c u r re n t  l ayo u t , Click away from all objects to deselect any now selected.
not  the whole database.

Hold SHIFT down and click all field boxes in body area.

Release SHIFT.

Format Look at browse mode window as you m a ke  c h a n g e s  b e l ow.
DocumSnt...
Rulers.. . On Format menu, choose Font, then choose Times.

Font On Format menu, choose Size, then choose 14 Point.
Size
Style On Format menu, choose Alignment, then choose Center
Text Color

That's not very attractive. Go back to left  al ignment.

Al ignment
Spacing

On Format menu, choose Alignment, then choose Left.

Insert Header C h a n g e  c o l u m n  h e a d i n g s  t o  i t a l i c  s t y l e :

Insert  Footer
Dese lec t  every th ing .

Select  a l l  labels  in  header  area.

On Format menu, choose Style, then choose Italic.

3
Room G r a d e S t u d e n t

R o o m ] |Grade Student

Deselect everything.

3
Adjust space between records:

C l ick-ho ld  EHeader  and drag up par t  way.

C l ick-ho ld  Bodu l  and  drag  up  as  fa r  as  poss ib le .

2
R o o m G r a d e S t u d e n t

Room Grade Student

Tit les and data are closer together in browse mode window.

Make more adjustments if you want to.

5
S a v e  c h a n g e d  d o c u m e n t .



C o m p l e t e  p re v i o u s  a c t i v i t y

before  go ing  on .
Edit layout: change number formats
You can format number f ields with dol lar signs, percent signs,

/  1 4 4  /  C l a r i s W o r k s  D a t a b a s e and fixed decimal places.

1 Open Number Format dia log box:

You' l l  be using Grade f ie ld for these experiments.  Make sure layout mode

and browse mode windows of  My Database are open.

In body area of layout mode window, double-click Grade field box.

B y  t h e  w ay Dia log box below wi l l  af fect  Grade f ie ld  now.

To  u s e  n u m b e r  fo r m a t s ,  t h e  t y p e  o f

t h e  f i e l d  m u s t  b e  n u m e r i c .  I f  y o u

f o r g o t  t o  c h o o s e  t h e  N u m b e r  f i e l d

t y p e  w h e n  c r e a t i n g  t h e  G r a d e  f i e l d

Number Format

( o n p a g e  1 2 4 ) ,  d o u b l e - c l i c k i n g © General

w o n ' t  o p e n  t h i s  d i a l o g  b ox .  To

Commas
O Cur rency L Negatives in 0)

c h a n g e  t h e  t y p e ,  c h o o s e  D e f i n e O Percent

F i e l d s  o n  t h e  L a y o u t  m e n u ,  c l i c k O Scient i f ic Precision

G r a d e ,  a n d  c h o o s e  N u m b e r  o n  t h e O F ixed

F i e l d  Ty p e  p o p - u p  m e n u . Cancel O K

Look at buttons at left.

These are avai lable  formats.  Current  format  is  ca l led General .

2
Apply new number format:

Click Fixed button once.

Type 1 in Precision text box.

Look at browse mode window as you click OK.

Al l  Grade entr ies appear with one decimal place, even though they don't

have any  dec imal  par ts .

3 Change number format:

In body area, double-click Grade field box again.

Click Currency button once.

Type 0 in Precision text box.

Look at browse mode window as you click OK.

Repeat  above  s teps ,  th is  t ime  choos ing  Percent  fo r mat .

Go back to or iginal  format:

These number formats make no sense for grade student is in.

Use above method to change Grade field back to General format.

Precision number is ignored is in General format.

5 C l o s e  b o t h  w i n d o w s  w i t h o u t  s a v i n g  c h a n g e s .



Calculations: create database
You can create a field that displays a result calculated from data
in other fields of the same record. DB / 145

1
Open new Database document:

On File menu, choose New.

Double-click Database.

Def ine F ie lds d ia log box appears.

2 Create text field in new database:

Type Description in Name text box.

Tap RETURN or click Create.

3 Create two number fields:

Type Qty Sold.

On Field Type pop-up menu, choose Number and tap RETURN .

Type Price and tap RETURN.

C re a te  c a l c u l a t i o n  f i e l d :

Type Cost.

On Field Type pop-up menu, choose Calculation and tap RETURN).

New dialog box lets you enter formula for doing calculat ion. Cost f ield wi l l
show quant i ty  sold mult ip l ied by pr ice of  i tem.

Watch Formula text box as you click Qty Sold in Fields l ist.

Cl ick * in Operators l ist.

Aster isk  (star )  i s  mul t ip l icat ion  symbol  in  C lar isWorks .

Click Price in Fields list.

Enter Formula for Field "Cost"

F ie lds Operators Function
Descr ip t ion A B S ( n u m b e r )

Qty Sold |  A C O S ( n u m b e r )

Price A N D ( l o g i c a l l  , l o g i c a l 2 , . . . )

A S I N ( n u m b e r )

A T A N ( n u m b e r )

ATA N 2 ( x  n u m b e r s y  n u m b e r )

AV E R AG E ( n u m b e r  1  , n u m b e r 2 , . . )

F o r m u l a

ty  So ld ' * 'P r i ce )

Format  resu l t  as  Number Cancel

Formula text  box shows complete formula.  You could have typed i t  in,  but

th is  way avoids typing er rors .

Cl ick OK. Cl ick Done.



C o m p l e te  p rev i o u s  a c t i v i t y
before  go ing  on.

Calculations: enter data
Informat ion in  calculat ion f ie lds appears automat ical ly  as you

1 4 6  /  C l a r i sWo r ks  D a t a b a s e enter data in other f ields.

ngAcodAANBRAAANKRE R O T U A N O  R A E E S

Create new columnar layout:

Layout f i ts more records on page.  Data entry  is  same in  a l l  layouts.

On Layout menu, choose New Layout.

Type Table in Name text box.

Click Columnar report button.

Cl ick OK.

Double-click each field in left column.

Cl ick OK.

2 Enter data for first record:

Click below Description heading.

Notice Cost f ie ld has no text box,  just number 0.

Descr ip t ion Qty Sold P r i c e Cost

0

Type Copiers and tap TAB].

Ty p e and tap TAB.

Type 900.

Watch Cost  f ie ld as you tap (TAB).

Cost  ca lcu lat ion appears  automat ica l ly.

3 Enter data for four more records:

Us ing  steps  above,  enter  data  in  tab le  be low.

UseX R to create new blank record for each row.

Descr ipt ion Qty Sold Price

Copiers 4 1500

Computers 5 2 0 0 0

Moni tors 6 700

Computers 7 1 2 0 0

Switch modes:

Swi tch  to  l i s t  mode  and  make  any  changes  necessary.

Switch back to browse mode.

5
Save document with name Calculations on My Files floppy disk.



C o m p l e te  p rev i o u s  a c t i v i t y
before  go ing on.

Calculations: change formats & styles
You change the format, al ignment, and text style of a calculated

f ie ld the same way you do with a regular  f ie ld. DB / 147
MATROMAOSGONRNZRWABUO

View layout mode and browse mode windows:

On View menu, choose New View.

On View menu, choose Ti le Windows.

On Layout menu, choose Layout.

When making changes in layout window, you can immediately see results
in  browse window.

2  Add  cur rency  symbo l  and  comma to  amounts :

Cl ick layout mode window-it has grid l ines.

In body area, double-click Price field box.

Make dialog box look like figure (three changes).

Number Format

O General X  Commas
® Cur rencu

O Percent
.  Negat ives in ()

O Sc ient i f ic Precis ion
O F ixed

Cancel O K

Cl ick OK.

Do same for Cost field box.

Change a l ignment :

Hold down SHIFT as you click Qty Sold label and Qty Sold field box.

On Format menu, choose Alignment, then choose Center.

Dese lec t  both  ob jec ts  by  c l i ck ing  away  f rom a l l .

Hold down SHIFT as you click Price and Cost labels and field boxes.

On Format menu, choose Alignment, then choose Right.

Deselect  a l l  four  ob jects .

Browse mode window should look l ike f igure.

D e s c r i p t i o n Qty  So ld P r i c e C o s t

Copiers 3 $9 0 0 $ 2 , 7 0 0

C o p i e r s 4 $ 1 , 5 0 0 $6 , 0 0 0

C o m p u t e r s 5 $2 ,0 0 0 $ 1 0 , 0 0 0

M o n i t o r s 6 $ 7 0 0 $4 , 2 0 0

C o m p u t e r s 7 $ 1 , 2 0 0 $ 8 , 4 0 0



Comple te  p rev ious  ac t i v i ty
b e f o r e  g o i n g  o n .

Calculations: add grand summary
A summary f ie ld is  a special  k ind of calculat ion f ie ld for

1 4 8  /  C l a r i s  W o r k s  D a t a b a s e s h o w i n g  s u m s  a n d  a v e r a g e s  o f  n u m b e r s  i n  a  g r o u p  o f  a  r e c o r d s .

Create new summary field:

Layout
Browse D  3 0 B

On Layoutmenu, choose Define Fields.

F i n d 03F
/ Layout +  3 0 L

Type Total Cost in Name field.
L is t 0  9 8 1 On Field Type pop-up menu, choose Summary and tap RETURN.

Detine Fields. L#D Like calculat ion f ie ld,  summary f ie ld needs formula.
Insert Field...
Insert  Part . . . Type SUM in Formula text box.
Ta b  O rd e r. . .

/  S h ow  M u l t i p l e
Click Cost in Fields l ist.

New Layout..
Type) .

Edit Layouts... Formula  SUM('Cost ' )  shou ld  appear  in  text  box .

Layout 1 Cl ick OK.
Table

Click Done.

New field does not appear in layout, but it 's now part of database.

2 Insert field in layout:

On Layout menu, choose Insert Field.

Double-click Total Cost (new field).

B y  t h e  way Insert Fields

T h e  I n s e r t  F i e l d  c o m m a n d  h a s

another use. I f  you create new Total Cost

l a y o u t  a n d  p u t  o n l y  a  f e w  f i e l d s  o n

i t ,  yo u  c a n  u s e  t h e  c o m m a n d  t o  a d d

o t h e r s  a l r e a d y  i n  t h e  d a t a b a s e .
Insert grand summary part:

New f ie lds  a lways  appear  in  body area-wrong p lace  for  summary  f ie ld .

On Layout menu, choose Insert Part.

Cl ick Trai l ing grand summary button.

Cl ick OK.

Move new f ield into grand summary area:

Click layout mode window.

With SHIFT held down, click Total Cost label and Total Cost field box.

Drag both into grand summary area as in figure below.

Move B66E line up as high as it will go.

cr ipt ion Qty Sold P r i c e C o s t .

Pe s c r i p t i o n Qty Sold P r i c e C o s t

Total Cost. Total Cost
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View results:

Cl ick browse mode window.

Oops !  New f ield is missing. Here's how to make it a p p e a r.

On View menu, choose Page View.

Summary f ie lds appear w h e n  Pa g e  i s  V i e w  i s  s w i t c h e d  o n .  Yo u  n ow  s e e  t o t a l

of  numbers  in  Cost  f ie ld .  Recal l  that  formula  was SUM('Cost ' ) .

C h a n g e  To t a l  C o s t  s t y l e s :

Click title bar of layout mode window.

Both objects in grand summary area should sti l l  be selected. If  not, cl ick

each whi le  ho ld ing  SHIFT down.

On Format menu, choose Alignment, then choose Right.

Double-click Total Cost field.

Make Number Format dialog box look l ike figure on page 147.

Cl ick OK.

B y  t h e  w a y
Ad d  l i n e  b e fo r e  To t a l  C o s t  n u m b e r s :

T h e  l i n e  y o u  a d d  h e r e  i s  j u s t  o n e

e x a m p l e  o f  t h e  m a n y  g r a p h i c
Go to tool panel and click (line-drawing tool).

o b j e c t s  y o u  c a n  a d d  t o  a  d a t a b a s e

layout to improve i ts  appearance.
Click-hold with crosshair pointer above left corner of Total Cost label and
below body line.

Hold down SHIFT and drag pointer right to draw straight line over Total
Cost label and field box.

Browse mode window wi l l  look  l ike  th is :

D e s c r i p t i o n Qty  So ld Price C o s t

C o p i e r s $9 0 0 $2 , 7 0 0

C o p i e r s 4 $ 1 , 5 0 0 $ 6 , 0 0 0

C o m p u t e r s $2 ,0 0 0 $ 1 0 , 0 0 0

M o n i t o r s 6 $ 7 0 0 $ 4 , 2 0 0

Computers 7 $ 1 , 2 0 0 $8,4 0 0

Tota l-Cost $31,300

8
Save changed document.



Comple te  p rev ious  ac t i v i t y
b e f o r e  g o i n g  o n .

Calculations: add sub-summary
If you put  a summary f ie ld in  the sub-summary area,  you can

150  /  C la r i s  Works  Database s e e  s u m s  a n d  a v e r a g e s  o f  s u b g r o u p s  o f  r e c o r d s .

Create new summary f ield:

On Layout menu, choose Define Fields.

Type Subtotal Cost in Name field.

On Field Type pop-up menu, choose Summary and tap RETURN.

Like calculat ion f ie ld,  summary f ie ld needs formula.

Type SUM( in Formula text box.

Click Cost in Fields list.

Type ).

Formula  SUM('Cost ' )  shou ld  appear  in  text  box.

Cl ick OK.

Click Done.

New field does not appear in layout, but it 's now part of database.

2 Insert field in layout:

On Layout menu, choose Insert Field.

Double-click Subtotal Cost (new field).

3
Insert sub-summary part:

Summary f ield must be moved from body area to proper part.

On Layout menu, choose Insert Part.

Make sure Sub-summary when sorted by button is selected.

Make sure Description field is highlighted.

Insert Part

O Header Descript ion

O Leading grand summary Qty Sold
© Sub-summary when sorted by Price
O Trai l ing grand summary Cost
O Footer

C a n c e l O K

Click OK to accept choice.

New dialog box asks whether part should go above or below records in body.

Click Below.

Sub-summary area appears just  below body area of  layout.



Calculat ions: add sub-summary continued DB / 151

Move new field into sub-summary area:

If necessary, click layout mode window to make it active.

With SHIFT down, click Subtotal Cost label and Subtotal Cost field box.

Drag  both  in to  sub-summary  a rea  as  i n  f igu re  be low.

Move Bodu line up as high as it will go.

Move  Subraummaru by Desor fpt ion l ine  up as  in  f igure.

pcription Qty.Sold Pr ice Cost

D e s c r i p t i o n Q t y  S o l d Price Cost

" S u b to t a i  C o s t S u b to t a l  C o s t

To t a l - C o s t To t a l  C o s t

Sort by sub-summary field:

Cl ick browse mode window.

Sub-summary field is missing, even with Page View switched on. Here's how

to  make  i t  appear

On Organize menu, choose Sort Records.

Tip Double-click Description in left column.

I t ' s  easy  to  make  the  sor t  au tomat ic .

F i r s t ,  s t o r e  t h e  s o r t i n g  r u l e  w i t h  a
Recal l  that Descript ion was highl ighted when you chose sub-summary part

n a m e  ( s e e  p a g e  1 3 3 ) .  T h e n  c r e a t e (see top figure on previous page).

re p o r t  ( s e e  p a g e  1 3 6 )  t h a t  u s e s  t h e

Calculat ion layout  wi th  the named
Cl ick OK.

s o r t i n g  r u l e .  E v e r y  t i m e  y o u  c h o o s e

t h e  r e p o r t ,  s o r t i n g  w i l l  b e  d o n e .
Presto !  There they are. But they need small  changes.

C h a n g e  S u b t o t a l  C o s t  s t y l e s :

Click title bar of layout mode window.

Both objects in sub-summary area should sti l l  be selected. If not, click each
whi le  holding SHIFT) down.

On Format menu, choose Alignment, then choose Right.

Double-click Subtotal Cost field.

Make Number Format dialog box look l ike figure on page 147.

Cl ick OK.



1 5 2  /  C l a r i sWo r ks  D a t a b a s e Calculat ions: add sub-summary continued
w w w.c o E xe n l d l  t c s t t o e o n e

7 V i e w  re s u l t s :

Click browse mode window.

Click zoom box (upper-right corner) of browse mode window.

Browse mode w indow wi l l  look  l i ke  f igure .

D e s c r i p t i o n Q t y. S o l d P r i c e C o s t

C o m p u t e r s 5 $ 2 , 0 0 0 $ 1 0 , 0 0 0

C o m p u t e r s 7 $1 ,200 $8, 4 0 0

S u b t o t a l - C o s t $ 1 8 , 4 0 0

C o p i e r s 3 $9 0 0 $ 2 , 7 0 0

C o p i e r s 4 $ 1 , 5 0 0 $6,0 0 0

S u b t o t a l  C o s t $8 , 7 0 0

M o n i t o r s 6 $ 7 0 0 $4, 2 0 0

S u b t o t a l  C o s t $4,2 0 0

To t a l - C o s t $ 3 1 , 3 0 0

8  Save  changed document  and c lose  both  w indows.



Data-entry: lists & ranges
You can create l ists of values from which to pick. You can also

set al lowed ranges on data to be entered.
DB / 153

1 Open new database:

On Fi le menu, choose New.

Double-click Database.

Define database fields shown in figure below:

Be  sure  to  choose  cor rec t  F ie ld  Type  before  creat ing  f ie ld .

Use Modify button to correct any spelling or fieldtype errors.

Do NOT cl ick Done button.

Define Database Fields

Field Name Field Type
Name Text
Spent Number
Site Number Number
ID Number Number
P O  N u m b e r N u m b e r
Date Date

Field Name Date Field Type Date

Create Modi fu Delete Options...

S e l e c t  O p t i o n s  t o  c h a n g e  t h i s  f i e l d ' s  a t t r i b u t e s ,  o r  c h a n g e  i t s  n a m e

a n d / o r  f i e l d  t y p e  a n d  p re ss  M o d i f y. D o n e

3 Create list of common values for Name field:

Value l ist  wi l l  include a l l  names you' l l  want  entered in  Name f ie ld.

Click Name (first item in list of field names).

On Field Type pop-up menu, choose Value List.

Cl ick Modify.

Opt ions d ia log box appears.

Options for Value List Field "Name"

-Items for  control - D e fa u l t  D a t a •

I te m Automatically Fill In

- D a t a  Ve r i f i c a t i o n -

Cannot Be Empty
I tem Text Must Be Unique
tem 0 Alerts for Unlisted Values

Modify Delete
Cance l O K
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e N M R O D c O C E O G O N O O

Type George in Item Text box and tap RETURN.

Do same for next four names in figure below.

Options for Value List Field "Name"

• I te m s  fo r  c o n t ro l • -Defau l t  Data•

George Automat ica l ly  F i l l  In
Helen
C h a d

Laura
Ruthanne - D a t a  Ve r i f i c a t i o n •

.  Cannot  Be  Empty

I tem Text Must Be Unique
Ruthanne 0 Alerts for Unlisted Values

Create [  Modify] Delete
Cance l

Go to Automatically Fi l l  in text box, type
Ruthanne.

Click OK.

You have just  created value l ist  for  Name f ie ld.  I t  wi l l  appear  when you
enter  data .

Create range limitation in Spent field:

Double-click Spent field title.

Click Must Be In Range to place X in check box.

Type 500 in From text box. Tap (TAB.

Type 1000 in To text box.

Cl ick OK.

Now,  i f  you make entry  less  than 500 or  more than 1000,  warn ing wi l l

appear.



C o m p l e te  p rev i o u s  a c t i v i t y
before  go ing on.

Data-entry: set auto entries
You can create f ields in which Claris Works enters data

automat ica l ly  wi thout  any act ion at  the keyboard. DB / 155

1 S e t  S i t e  N u m b e r  f i e l d  a s  a u t o m a t i c  e n t r y :

Double-click Site Number field title.

Double-cl ick is shortcut for cl icking Site Number and then Options button.

Go to Default Data dialog box. In Automatically Enter box,type 133.
Click OK.

Now, each t ime you create new record, 133 is automatical ly entered in Site
Number field.

2 Set ID Number field as automatic serial number:

Click ID Number in l ist of field names.

On Field Type pop-up menu, choose Serial Number.

Click Modify. Click Options.

Opt ions  d ia log box appears

Look at Automatic creation. Leave numbers in boxes.

Cl ick OK.

Now,  f i rst  record you create automat ica l ly  has 1  in  ID Number  f ie ld ;  in

each new record, ID Number is 1 greater than before. 1

<
S e t  D a t e  f i e l d  a s  a u t o m a t i c  e n t r y :

Double-click Date in list of field names.

Options for Date Field "Date"

-Verification. -Default  Data
O Cannot Be Empty Automat ical ly  Enter

Must Be Unique
Must  Be In  Range Current Date

From

To
Cancel

Go to Default Data dialog box. Click Current Date button.

Cl ick OK.

Now, each time you create new record, present date is automatically entered
in Date f ield.

Complete definition of fields in new database:

Click Done to close Define Fields dialog box.



C o m p l e te  p rev i o u s  a c t i v i t y

before  go ing on.
Data-entry: use new tools
Once you have created value l ists, auto-entry f ields, and range

156 C l a r i s  Wo r k s  D a t a b a s e l imits ,  data entry  is  much easier.

1 Begin data entry:

Standard layout appears in browse mode, ready for data entry. Notice value
l ist  below Name f ie ld box.

Double-click Laura.

Now notice f ield boxes that already have data. These are auto-entry f ields

you created.

N a m e L a u r a

Spent

S i te-Number  133

I D . N u m b e r

P O . N u m b e r

D a t e 7/31 /95

2 Continue data entry:

Type 2000 in Spent field box.

Tap TAB until  you get to PO Number field.

Type any number you want.

Use 9 R to create new blank record.

Range warning message appears:

Field Spent is defined to contain a value
in the range from 500 through 1000.
Allow this value which isn't in the range?

No Ye s

Cl ick No.

Remove 2000 by typing 750.

Create new record:

Use 3 R to create new blank record.

Double-click Chad.

ID Number f ie ld  becomes 2.  Other  auto-entry  data remain same.

Enter data you desire in blank fields.

C l o s e  d o c u m e n t .  S a v e  w i t h  n a m e  E n t r y  O p t i o n s .

5 Quit ClarisWorks.





S Y I O M S U P D

Don't tell 'em, show 'em!

d a j s

That's the teaching philosophy authors George and Helen Lynch

have developed during their many years of presenting successful

E

Macintosh Version

computer workshops to beginners. And that's the philosophy

you'll find throughout this book.

d a i s

There are no long paragraphs with abstract explanations. Instead,
you'll find on every page a list of specific, concrete steps to carry

out at your computer. Do the steps and you'll understand the
topic far better than just reading about it. Besides, who has the

8

patience for reading when sitting at a computer?

The authors also recognize that not everyone is interested in the

same topics in the same order. So they've organized the book to

going. If
make it easy to jump to the things you're interested in and get

topic depends on an earlier one in the book. a signpost
icon at the top of the page gives directions.

a If you're a teacher or trainer, you'll find the division of the book

into separate short topics-more than a hundred in all-makes it

easy to use for everything from a one-hour beginner workshop on
ClarisWorks to a ten-week course on computer applications. A

separate Instructor's Guide with lesson plans and reproducible

proficiency tests is available.
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