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Microsoft File

Data Management Program

Use Microsoft File to record, organize, sort, and

report information.

m Set up filing systems for everything from mailing lists
to payroll records.

m Perform faster calculations by including computed fields
in your files.

m Analyze or summarize information for reports and
presentations.

Build the filing system that does the most for you.

m Create files that combine dates, numbers, text — even
pictures.

m Customize file forms to suit your needs, then save them
for use with different data.

m Design forms that let you view information in the way
that's most meaningful to you.

m Preview and refine reports before you print them.

Get the most out of your Macintosh with Microsoft

products.

m Work with products that take full advantage of the
Macintosh's capabilities and ease of use, such as pull-
down menus and dialog boxes.

®m Learn to use one and it's even easier to learn the others.

m Use them together for even higher performance. For
example, customize form letters using Microsoft File
and Microsofts Word.

Ask your dealer for a demonstration of all the
high performance features of Microsoft File.

'Microsoft is a registered trademark of Microsoft Corporation.
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Use Microsoft File to organize everything from personal
expenses to personnel records.

“m

Combine dates, numbers, text — even pictures —in
your files.
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Information in this document is subject to change without notice
and does not represent & commitment on the part of Microsoft
Corporation. The software dcscribql in this document is furnished
under a licensc agreement Of nondisclosure agreement. The
software may be used or copied only in accordance with the terms

of the agreement. It is against the law to copy Microsoft File on

cassette tape, disk, or any other medium for any purpose other than
the purchaser’s personal use.

sMicrosoft Corporation, 1984

If you have comments about this manual or software, complete the
So'ftware Problem Report at the back of this manual and return it to
Microsoft Corporation.

MiCl‘OSO'ft is a registered trademark of Microsoft Corporation. Apple
is a registered trademark, and the Apple logo, Macintosh 10g0;

Maci )
acintosh, The Finder, MacWrite, and MacPaint are trademarks of
Apple Computer, Inc.
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With the high Microsoft Chart
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do. And how you want to do it. So your Macintosh will
be everything it was meant to be.
It’s as easy as it looks. With Microsoft software on
the Apples Macintosh you'll use the mouse for every-
h Pt entering your own text and

figures. Even for complex tasks. In the Microsofts Lisksd spreadohanis. Salesand
Multiplane electronic worksheet, for example, you frotsfoom s gt o)
simply point at numbers or columns you want to add, Row L3 shows the rviationship of
move, or delete, mm..m G

Microsoft productivity tools work together, too. S e
Move your business graphics from Microsoft Chart and matically pded.

put them into any document in Microsoft Word. Let
Microsoft File help you target a receptive audience, and
then team it up with Microsoft Word to send everything
from letters to invoices. Permanently link the informa-
tion in Multiplan to your graphics in Microsoft Chart to
get automatic updates, And that's just the beginning.

So take a look inside. See more of the infinite
possibilities Microsoft programs offer on Macintosh.
There's no limit to what you can do.

Did you say bar charts? lere s the bar chart gallery Just pick nd
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- Microsoft Word

your Macintosh into a serious word processor.

intosh’s memory. So you won't go to
your longer documents into biwﬂmph‘dlmu%

even does windows. For instance, you

can hay
outline in one window, the report you're writing in
in a third, and so on.
documents.

another, a reference document

onds. Edit anywhere, in any window
fiom document o domument o

document while yw'leﬁm tering,

your own

fonts and font sizes. And Word

summary text.
Of course, Word supports all of Macintosh's
font supports daisywheel

and other Jetter-quality prnters.
Al your correspandence W il
have the impressive appearance
sour business deserves. You'll
soover superior form letter

and menge capabilities, 00. So each letter appears to
be typed by hand. -

‘But there's s0 much more that words can't
describe here, Like the way you can store your most
frequently used words, phrases, and paragraphs. Sim-
ply keep them in the glossary and then insert them
anywhere, in any document, at any time, Or like the
way you can write and edit in multiple columns with-
oat creating a mess of your text. How about footnotes?
Most word processing programs simply have no way
w automatically number footnotes and place them
on the appropriate page. Microsoft Word does. But
that's not surprising, It's just another reason why
Word's getting around. Fast

Print Merge. Terrifc urform
. The window i the upper
S right catains the information
Word stumatically insrts i for
o o each perscralzed leter

to prepare reports. h|3l'l!l|l§h'h i
pull-down menus make It easy
because you don't have L0
remember computer-like
commands to get the job done —
fast. Microsoft File's built-in reporting capabilities
include sorting and summaries, t00. Such as totals on
any field. Averages. Counts. So File isn't just a record-
Keeper, Its ability to retrieve specific information
‘makes Microsoft File indispensable for drawing con-
clusions from raw data and creating reports. In fact,
you can use Microsoft File for everything from ana-
Iyzing market research to mailing: catalogs. And, of
course, File works with other Microsoft software. For
example, you can easily send form letters using File
and Microsoft Word.
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MacPaint and BASIC. Microsoft
BASIC on Macintosh even

there's more.

Microsoft BASIC handles
a wide variety of computer tasks. It's easy to write
and run powerful programs using the simple English-
like commands. So it's e;ndl;vnl for beginners who
. Yot




