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Introduction

Welcome to The Writing Center! This Quick Reference is
designed to get you started with the program and help you
produce your very first document. It also contains helpful
information on running under At Ease, and provides solutions
to problems you might encounter while using the program. On
the next five pages, you’ll find instructions on how to install
the program (if it isn’t already installed on your hard disk),
how to get on-screen help, and how to order the complete
User’s Guide for a full explanation of every feature of the
program.

Quick Lesson is a short lesson on how to use The Writing
Center. You’ll learn how to start the program and use many of
its most powerful features. Using a sample report, you’ll work
with text, graphics, and page setup, and you’ll learn all the
basics you need to get started on your own documents.

For At Ease Users provides important information for users
running under At Ease instead of the Finder, including how to
set up the program after reinstallation and how to change the
default picture folder.

Troubleshooting lists common problems that you might run
into and provides solutions.




INTRODUCTION

INSTALLING THE PROGRAM

If The Writing Center has already been installed on your hard
disk, you will see a folder called The Writing Center. Skip this
section and go on to Getting Help. If you need to install the
program, follow the appropriate instructions below (for the
floppy disk or CD-ROM version of the program).

Installing from Floppy Disk

The installation process expands the compressed files to their
normal size and places them in a folder it creates on your hard
disk. You will need 5.8 MB of available space on your hard
disk to install The Writing Center.

To install the program on your hard disk:

1.

ol

You cannot install The Writing Center while other
programs are running. Quit any applications that are
running and turn off all virus checkers. Remove any virus-
checking INITSs from your system folder.

Insert Disk 1 into a floppy disk drive.

Double-click on the Installer icon. After the welcome
screen appears, click on OK to continue. The installation
dialog box appears.

Make sure the drive selected is the one you want to use for
the installation. Click on Install. A dialog box will appear
to show you the progress of the installation. Follow the
instructions on the screen, inserting disks when requested
to complete the installation.

When the “installation was successful” message appears,
asking if you want to quit or continue, click on Quit.

Eject the last disk and store the disks in a safe place.




Installing the Program

Installing from CD-ROM

You’ll need at least 2 MB available on your hard disk to install
The Writing Center program only. To install the program and
the pictures, there must be between 8 MB and 12 MB available
on your system. The install program lets you choose what to
install.

1. You cannot install The Writing Center while other
programs are running. Quit any applications that are
running and turn off all virus checkers. Remove any virus-
checking INITs from your system folder.

2. Insert the CD labelled The Writing Center into your
CD-ROM drive. A drive window opens on your desktop.

3. Double-click on the Installer icon. After the welcome
screen appears, click on OK to continue. The Easy Install
dialog box appears.

4. Make sure the drive shown is the location you want for the
installation.

* If you want to install the program and the pictures, click
on Install.

e If you want to install just the program or just the pictures,
click on Customize. Then click on the option you want
and click on Install.

A dialog box appears to show you the progress of the
installation.

5. When the “installation was successful” message appears,
asking if you want to quit or continue, click on Quit.




INTRODUCTION

GETTING HELP

Most people need some help when they try a new program.
With The Writing Center, you can get help information right on
the screen when using the program. (More detailed help
information is contained in the User’s Guide. To order the
User’s Guide, see the instructions on the next page.)

On-screen help gives you quick and easy access to information
about the program. There are two ways to get on-screen help:

You can get on-screen help about what you are
currently doing by clicking on the Help button
whenever you see it on a screen or dialog box. For
example, clicking on Help on the Main Menu will give
you information about creating and opening
documents. After you read the information, click on
Done to go back to your work.

You can get help about any part of the program by
using the Help menu on the menu bar at the top of the
screen. The Help menu lists various parts of the
program. When you want to read information about a
certain part (like document layouts), just choose it from
the Help menu. The information appears inside a
window. After you have read the information, you can
read about any of the related items listed in the list box
at the bottom-left of the Help window, or click on
Done.

Consult your Macintosh and printer manuals to get answers to
questions about operating your Macintosh and printer.




Ordering the User’s guide

ORDERING THE USER’S GUIDE

The User’s Guide contains complete information on all of the
program’s features. It comes with a handy Ready Reference
Card that helps you find information fast. To order a complete
set of documentation, call The Learning Company at 1-800-
852-2255 or send your request with a check or money order for
$10 (payable to The Learning Company) to:

The Learning Company
6493 Kaiser Drive
Fremont, CA 94555
Attn: Customer Service







Quick Lesson

Are you ready to work with your first document in The Writing
Center? This lesson will get you off to a fast start in using
many of the program’s most powerful features. Just follow the
step-by-step instructions. And don’t worry about making
mistakes. You can “undo” just about anything in The Writing
Center. Just choose Undo from the Edit menu to undo the last
thing you did.

In this lesson, you will learn how to:
* Open a saved document.
*  Work with pictures and words in the Heading and
Body of a document.
¢ Change the page setup.
* Save and print a document.

If you are running under At Ease, you must place the Sample
Report in your user folder before completing this Quick
Lesson. From the Finder, locate The Writing Center folder and
drag the Sample Report icon to your folder in the Documents
folder. If multiple users are using this Macintosh, copy the
Sample Report to each user’s folder by holding down
while you drag the icon to each folder.




QUICK LESSON

STARTING THE PROGRAM

Since The Writing Center is already installed on your hard
disk, you can start the program immediately.

To start the program from the Finder:
1. Double-click on The Writing Center folder.
2. Double-click on The Writing Center icon or name.

To start the program from At Ease:
* Click on The Writing Center icon in the At Ease Items
folder.

OPENING THE SAMPLE REPORT

*  When the Main Menu appears, click on Open Saved
Document. A dialog box appears. Click on “Sample
Report” and then click on Open. The sample report is then
displayed in the document window on the screen.

Today | learned how to use a new program on my Macintosh computer.
It's called 7#¢ ho7ting Center: 1t didn’t take long to learn how to use 772
hiriting Center, and | especially enjoyed looking through the more than 200
colored pictures that come with the program. | was amazed

at how easy it is to add pictures and how quickly the text in the Body




Parts of the Report

PARTS OF THE REPORT

The sample report has two parts, separated onscreen by a
double dotted line: the Heading and the Body.

The Heading is a special area that can appear at the beginning
of a document. It goes across the width of the page. As text
and pictures are added, the Heading gets longer. In the
Heading, text can be typed over pictures, so you can create
some very dramatic headlines.

The Body is the main part of the document and appears below
the Heading. The Body can have up to nine columns of text
and as many pages as your computer’s memory can hold. In
the Body, text wraps around pictures.

Today | learned how to use a new program on my Macintosh computer.
It's called 7@ hriting Center: It didn’t take long to 1earn how to use 7Ae
kriting Centeér, and | especially enjoyed looking through the more than 200
colored pictures that come with the pragram. | was smozed

at how easy it 1s to edd pictures and how quickly the text (n the Body
wraps around them You can even rotate or

1p a picture, change its size, or crop
ft—right there on the page
To add emphasis to your writing, you cen
underiine some words, meke others
gl bigger end bolder, and even have text
gl thot (s colored Instesd of bleck. Before |
[l orinted my report, | used Check Spelling to
find and correct spellling mistakes
The best part of using 722 k77t/ng Centéris 1ooking st my finished

report after printing it out on our Imegewriter I} with a color ribban. The
text and color pictures look so good)

Reports are not the only thing you can create with 7ae h7ting Center
You can make newsletters, flyers, fancy letterheads, greeting cards, and
Tots more. | may put together s newsletter and have some friends
contribute articles {1lustrated with pictures from the progrom. We cen
even use pictures that come fram other pragrems or were made with a
psint program. The only problem | see now 15 how Lo decide whose turn it
1s Lo use 7pa Writing Center. How w)ll there ever be time for all of us to
use 1t?

Printout of Unchanged Sample Report




QUICK LESSON

WORKING WITH THE HEADING

The Heading of the sample report looks good, but you can
make it look better. Try moving the picture, adding some
words, and aligning the text by following the steps below.

Moving the Picture

1. Go to the Heading by moving the I-beam pointer anywhere
in the Heading. Then click (press) the mouse button. Look
to the left of the bottom scroll bar. The words “Page 1—
Heading” there tell you where you are currently working in
the document.

2. Before you can move the picture of the books, you need to
“select” it (highlight it to show the program which text or
picture you want to change).

To select the picture:

¢ Move the arrow pointer to the word Picture on the
menu bar. Hold down the mouse button to open the
menu.

*  Move the pointer down to highlight Work with Heading
Pictures and release the mouse button. A frame with
edit handles appears around the Books picture to show
that it is selected.

3. To move the picture:

*  Move the arrow pointer to the inside of the picture (not
on one of the edit handles). Hold down the mouse
button.

* Drag the picture (by moving the mouse) to the left side
of the Heading. Then release the mouse button.
(Actually, only an empty picture placement box will
move as you drag the mouse. But as soon as you
release the mouse button, the picture will appear in the
box in the new location.)

10



Working with the Heading

y EC | AL REPORT ON
/L ing Center

e Edited by

se a new program on my Macintosh computer.
\t's called 74 hoiting Center: 1t didn’t take long to learn how to use 7%e
writing Center, and | especially enjoyed 1ooking through the more than
200 colored pictures that come with the program. | was amazed

at how easy it is to add pictures and how quickly the text in the Body
wraps around them. You can even rotate

Page 1 - eadiﬁg

Can you see all of the picture in the Heading? If not, point and
click on the picture again and position it so that its placement
box is completely inside the Heading area. Release the mouse
button to place the picture where you want it.

Adding Text

Now add your name in the Heading title:

4. Move the I-beam pointer behind the “y” in “by” in the last
line of the Heading text. Click the mouse button. The
blinking vertical line you see (it’s called the “insertion
point”) shows you where the next letter you type will
appear.

5. Type your first name. Press while you type to make
capital letters. If you make a mistake, press (or

(backspace ] ) to erase, and type again.
Aligning Text

The Heading title is now centered on the width of the page.
But it might look better on the right side of the page. To move
(realign) it, you'll need to check that the Ruler is displayed and
then select the text.

11



QUICK LESSON

6.

Alignment icons

To display the Ruler:

Point and click on the Edit menu and choose
Preferences.

In the dialog box that appears, click on Show Ruler to
check the box next to it. While you are here, click on
Show Invisibles to check the box next to it, too. This
feature will show paragraph and other markers in your
document.

Click on OK. Notice that the Ruler now appears at the
top of the document window. You’ll also see markers
in the document—a ¥ to show where was
pressed, a ¢ where was pressed, and a Q where
the text ends in the Heading and Body.

Be sure the insertion point is still in the Heading. Then
point and click on the Edit menu and choose Select All Text
to select all the lines of text in the Heading.

To align (line up) the text on the right, click on the Align
Right icon at the bottom of the Ruler. (The Align Right
icon is the third icon in the middle group of icons.) The
text moves and aligns on the right.

ple Report 6=

A 2. . 13, . 4. B 16,

’
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¢ Today | learned how to use 8 new program on my Macintosh computer.
It's called 7#e hriting Center: 1t didn’t take long to learn how to use 7%e
hirrting Center, and | especially enjoyed 1ooking through the more than
200 colored pictures that come with the program. | was amazed 9

Page 1 - Headir'lg'
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Working with the Body

WORKING WITH THE BODY

Now that the Heading is finished, you can work on the Body of
the report. Since a picture is worth a thousand words, why not
add another picture to the report? And while you’re at it, you
can crop, flip, and resize the picture to make it look just the
way you want. Then take a good look at the text in the Body.
It needs a bit of repair—but fixing spacing and spelling errors
is a cinch with The Writing Center. And changing fonts, sizes,
and styles for just the right emphasis could hardly be easier!

Placing a Picture

1.

Go to the Body by clicking anywhere in the Body. The
words “Page 1— Body” appear to the left of the bottom
scroll bar.

To choose a picture:

Choose Choose a Picture from the Picture menu.

Click on the down arrow in the scroll bar until you see
the People folder. Click on People and then click on
Open Folder to open that folder. The names of the
pictures in the folder appear on the right in the list box.
The first picture in the list appears on the left.

Scroll down to Teens and click on it to see the Teens
picture. Clicking on the names of pictures is a good
way to preview pictures. (To get to another part of a
long list in a picture list box more quickly than by
using the scroll bar, simply type a letter. For example,
you could type “t” to quickly get to the Teens picture.)
Click on Place in Document to choose this picture. The
Teens picture then appears in the upper-left corner of
your screen. Notice that a frame with edit handles
appears around the picture to show that it is selected.

13



QUICK LESSON

3.

Move the arrow pointer onto the picture, hold down the
mouse button, and drag the picture anywhere in the Body—
down, up, right, or left. The report automatically scrolls
when you move the picture to the top or bottom edge of the
document window.

Release the mouse button to place the picture on the page.

Er=—=———————— sample Report 00— 15|
2 . .. 3. . 14 15 . 6 . . LA

_ 4
N == = = =l =

Edited by Kim

4 | 1earned how to use a new program on my Macintosh computer. It's called

ing Center. |t didn’t take Tong to learn how to use 7#g Wo7ting Cgpier, and |
y enjoyed looking through the more than 200 colored &
that come with the program. | was amazed 9 R AN «

T,

psy it is to add pictures and how quickly the text in o &
the Body wraps around them. | &3

You can even rotate or flip a

picture, change its size, or

.1/ crop it -- right there on the F m

i ipage q o

Page 1 - Body

If you placed the picture beside text, notice that the words
moved out of the way to “wrap” around the picture. If you
placed the picture outside of the page margins, part of the
picture will be missing. Move it so that the entire picture is
inside the page margins.

When the picture is where you want it on the page, deselect
the picture by clicking anywhere in the document window
except on the picture. The frame around the picture
disappears.

14



Working with the Body

Viewing the Whole Document

Unless you placed the picture at the end of the report, the
picture moved the text down. But you can’t see the whole
report in the document window. How would you like to see a
reduced view of the whole page? It’s easy to do, and it’s a
good idea to get an overview of your document every once in a
while—especially when you make a major change, such as
adding a picture.

6.

Choose Page Preview from the File menu. A reduced-size,
full-page view of your report appears in a dialog box.

Preview of: “Sample Report” - Page 1

@ Reduced Size O Full Size

[ NewtPage | [frouipus Page]

Click on Done to return to the document window.

15



QUICK LESSON

Changing the Picture

Part of the fun of working with pictures is changing them. You
can crop a picture so that part of it is covered. You can also
flip a picture, and you can change its size and proportions.

And it’s all so easy!

8. Click on the Teens picture to select it. If you can’t see the
whole picture, you might want to scroll the document by
clicking on one of the arrows at the ends of the scroll bar.

9. To crop the picture:

e Choose Crop Picture from the Picture menu. The
Teens picture appears in a dialog box with a frame and
four edit handles.

* Drag the left or right edit handle toward the middle of
the picture. Crop either the girl or boy from the picture
so that you have just one figure in the picture.

Crop Picture

Drag one or more handles. Then click on Done,

*  Click on Done to see the cropped picture in your
document.

16



Working with the Body

10. To flip the picture:

Make sure the picture is still selected. (Click on it if it
is not.)

Choose Flip Sideways from the Picture menu. The
figure in the picture will face the other way.

11. To resize the picture:

Make sure the picture is still selected. (Click on it if it
is not.)

Drag any corner edit handle. The picture becomes
bigger or smaller proportionally.

Drag any side edit handle. The picture stretches or
shrinks disproportionately.

Eml Sample Report E=Fi"r———11
2. ... 13 1 14 P L A
G =l =

U . 5 Uiy ak i Uiy J ed Y

Certer, and | especially enjoyed looking through "

than 200 colored pictures that come with the
| was amazed 9

||
at how easy it is to add

pictures and how quickly
the text in the Body
. 31| wraps around them. You |
i {can even rotate or flip ag—
4] picture, change its size, or crop it —
b right there on the page.q
8| ¢ To add emphasis to your writing, you
& can underline some words, make others

Page 1 - Body

Working with Text

There are several things wrong with the text in the Body of the
report. For one thing, there are two blank lines in the first
paragraph. For another, the spacing in the third paragraph is
wrong. And there is a spelling error in there somewhere.
Here’s how to fix things up and have a bit of fun with fonts, too.




QUICK LESSON

46

12. To remove the blank lines, click in front of the “a” in “at”
(the first word after the blank lines) and press (or

) three times. The paragraph markers (which
show where was pressed) disappear and the text

moves up.

13. To change the spacing in the third paragraph (scroll down if
necessary), click at the beginning of the paragraph (it begins
with “The best part...”) and drag across the text to select it.

ILine-spacing icons

sample Report S===e—==—p3|

L L 12 1 13 L 14 1 13 L 16 !

"=l Ei

i wraps around them. You
{can even rotate or flipa °°
picture, change its size, or crop it
Rl right there on the page.q
+ To add emphasis to your writ
can underline some words, mak

bigger and bolder, and even have text that is colored inste
black . Before | printed my report, | used Check Spelling to find
correct spellling mistakes.q

0

SurEs s lonbing at tay in

toand calor prctyres Tonk 22 qood! q

i+ Reports are not th
Page 1 - Body Kok

(You can also triple-click anywhere in the paragraph to

select it.) Then click on the Single Space icon at the

bottom of the Ruler. (The Single Space icon is the first

icon in the last group of icons on the right.) The text

changes to single-spacing.

14. To check the spelling in the report:

¢ Click anywhere in the Body of the document.

e Choose Check Spelling from the Reference menu.

* In the dialog box that appears, make sure that there is
an X in the box next to Suggest Spelling. If it is
unchecked, click on Suggest Spelling.

18



Working with the Body

Click on Start Checking. The program automatically
“reads” the report from top to bottom, including text in
the Heading and in the Body. When it finds a word
that is not in its dictionary, it displays the word at the
top of the dialog box.

If the program displays your name, click on Add to add
this word to the TWC User Dictionary. (The next time
the program “reads” your name, it will recognize it.)
When the program displays the word “spellling,” click
on the correct spelling of the word (“spelling”) in the
list under Suggest Spelling (if it is not already
highlighted).

Sample Report
1 Jl ! |2 L 13 I 14 I |5 1 16 K
—--lt — =0 Spelling Checker SFi)FFceseY——F
The § Word: & NrTeing
esped :
pictul “spellling”
easy Ehange To: g
chang - 5
X Suggest Spelling Change A1l
spilling
i | | splaying
| I (_Done ]
i Help...
{asill BT i f}g' ‘Erfél instead of black . Before |
ﬂimm 1} IH@’E& }E il printed my report, | used
Page 1 - Body K] ' =

Click on Change to change the spelling of the word in
the report.

When you see the message that no more misspelled
words were found, click on OK. The word “spelling”
will be highlighted in the report and spelled correctly.

19



QUICK LESSON

15. To change the font, size, and style of a word:

Locate the word “so” —the next-to-the-last word in the
third paragraph (scroll down if necessary). Double-
click on the word to select it.

Choose Font from the Text menu.

In the dialog box that appears, click on “Times” to
change the font. If you can’t see “Times,” scroll
through the list of fonts until you see it. Then click on
14 in the size box and on Bold, Italic, and Shadow in
the style box. Notice that the sentence in the Sample
box changes to reflect your choices.

Click on OK to return to the document window to see
how the word “so” looks now. Your changes made
quite a difference!

Sample Report I

Miselgurcklbrovalioxlumpsloyendihel azydd o eI

_Font

Sample

Font Size Style(s)
Los Angeles 9 A i
Mobile 10 % :I:II: oL
:Ionavco ; 12 X /t8tic

ew York [ Underline
San Francisco 18 O owtlin® (Help... )
Symbol X Shadeomw -

s D .

Uenice

Click on your choices. Then click on 0K.

Page 1 - Body

16. Now that you have finished editing the text, you may want
to hide the Invisible markers again. Choose Preferences
from the Edit menu and then uncheck Show Invisibles by
clicking on it. Then click on OK.

20



Working with Page Setup

WORKING WITH PAGE SETUP

You’ve worked in both the Heading and the Body of the report.
Now add the finishing touches by placing a border on the page.
And just for fun, experiment with a two-column report.

Adding a Page Border

1. Choose Page Setup from the File menu.

2. Click on Page Border (in the Page Layout box on the
bottom-left) in the Page Setup dialog box. The Page
Border dialog box appears.

Page Border
Sampie = s

Border Sides Border Lines Border Style
X Top [1 Hairline @ Black

X Bottom @ Single Line (O Gray

i Right (O Double Line (O Light Gray
X Left O Triple Line { Shadow

LCIick on your choices. Then click on DK.

3. To add a border on all four sides of the page, make sure
that all four boxes are checked under Border Sides. Then
click on the kinds of border lines and styles you want.
Notice that the border in the Sample box changes to reflect
your choices.

4. Click on OK to return to the Page Setup dialog box. Then
click on OK to return to the document window to see the
page border.

21



QUICK LESSON

Creating Two Columns

Although most reports usually have one column of text, would
you like to see how your report would look in two columns?

It’s simple! Here’s how.

5. Choose Page Setup from the File menu.

6. Click on 2 Columns (in the Columns box at the bottom) in

the Page Setup dialog box.

Imagellriter

¥27 0K ]

Paper: @ US Letter
QO US Legal
(O Computer Paper

Orientation Special Effects:

(O A4 Letter
(O International Fanfold

[X Tall Ad justed
[ 50 % Reduction
[JNo Gaps Between Pages

Page Layout

[J Document Heading
[J Page Numbers
Line Between Columns

Page Border...

Columns Margm Settings
@ 1 Column 1.00
Q 2 Columns Bottom|1.00
O3 Cnlumns
Onther Left|1.00
Right|1.00

Click on your choices. Then click on OK.

7. Click on OK to see the Body of the report in two columns in

the document window. How does it look?

8. Before saving and printing your report, choose Undo Page

Setup from the Edit menu to return the Body to one

column.
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Saving Your Report

SAVING YOUR REPORT

Now that you’ve made all your changes to the report, it is
important to save the document. When you save your report
(or any document) on a hard disk or floppy disk, you’re storing
it in a file that you can come back to any time you want. In
fact, it’s a good idea to save your document often as you work
on it. Then you won’t lose your work even if you turn the
computer off.

1. Choose Save As from the File menu.

2. In the dialog box that appears, type a new name for the
document. You won’t want to save it under the name
“Sample Report” because if you do, your new, changed
document will take the place of the original one already
saved on the disk. Then no one else will be able to do this
lesson with the original Sample Report document.

Sample Report

[ 12, 13 4, 15 . . 6 O
Save Document
Pop-up menu €3 Writing Center Current
0 Help Fite k3] = Hard Disk —d' K
2 Main BiQtivasry — IS
0 sampie Reporl
List box £ Templates FrreTeen
& he Hhiting Centay™
03 TWC Pictures I N
ave document as:

The best p ~
printing it ou IKlm‘s Sample Report J Help...

[ save as ASCI File (Text Only)

Reparts ar — —
make newsletters, figers, fancy letterheads, greeting cards, and lots more. |

- Yo

<

put o | trai
age 1 - Body [

3. Click on Save to save the document in the folder shown in
the pop-up menu. To save it in a different folder, click on a
folder name in the list box or click on the pop-up menu and
choose another folder. To save it on a floppy disk, insert
the disk in the drive, make sure the disk name shows, and
then click on Save.
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QUICK LESSON

PRINTING YOUR REPORT

Are you ready to see the results of all your work? Then print
your report to see what it looks like.

1. Choose Print from the File menu.
2. Click on OK to start printing.

* %k sk

Congratulations! You’ve just produced your first document
with The Writing Center! Now you are on your own to explore
the program and create your own original documents. To learn
new things and discover more program features, experiment
with menus and dialog boxes in the program, or explore the
User’s Guide. (To order the User’s Guide, see Chapter 1:
Introduction.) And whenever you need help, use the Help
menu or click on Help in a dialog box.
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3 For At Ease Users

This version of The Writing Center is designed to run under At
Ease, the alternative interface from Apple Computer. Before
running The Writing Center under At Ease, however, the At Ease
Administrator must run the program at least once from the Finder
to change some settings. If the program was pre-installed on your
hard disk, the program is already configured to run under At Ease
and you can skip this step.

Since At Ease can be set to prevent unauthorized access to your
Macintosh’s hard disk, the Administrator should also run The
Writing Center from the Finder to change the default picture
folder. Note: Users will be able to change the default picture
folder if the Administrator changes the At Ease Setup to allow
user to open files anywhere on the hard disk.

SETTING UP THE PROGRAM

If The Writing Center needs to be reinstalled, it must be
reinstalled by the Administrator, then set up to ensure that the
program runs properly under At Ease.

1. Reinstall The Writing Center as described in the instructions
provided by Apple Computer.

2. Start The Writing Center from the Finder by opening the The
Writing Center folder and double-clicking on the The Writing
Center icon.

3. Set the default picture folder preference as described in the
following section.

4. Select Check Spelling from the Reference menu. This will
create the TWC User Dictionary if one does not already exist.

5. Copy the Sample Report document, Checklists folder, and
Templates folder to each user’s folder. These folders are
located in the Documents folder which At Ease creates on
your hard disk.
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FOR AT EASE USERS

SETTING THE DEFAULT PICTURE FOLDER

The default picture folder is the folder that is automatically
opened when users choose Choose a Picture from the Picture
menu. The default picture folder is set to “Pictures,” the folder
of pictures that comes with The Writing Center. However, any
folder of pictures can be the default picture folder and you can
change it at any time. For example, you can choose a folder of
pictures from clip art collections or pictures created with paint
programs as long as they are in the PICT file format.

To set the default picture folder:

1. Start The Writing Center from the Finder by opening the
The Writing Center folder and double-clicking on the The
Writing Center icon.

2. Open the Edit menu and choose Preferences. The
Preferences dialog box appears. The dialog box shows the
name of the default picture folder that the program is now

using.
Preferences
Ruler m
X Sound @ Inches (O Picas
[ Show Ruler { Centimeters (O Points -l:am:el
[ Show Invisibles -

[X] Convert Color Pictures to Black & White on Screen

[ Set Default Picture Folder... ] “Pictures”

Click on your choices. Then click on OK.

2. Click on Set Default Picture Folder. Another dialog box
appears.
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Setting the Default Picture Folder

Set Default Picture Folder

Pop-up menu

List box

{‘SI Pictures'

3.

_ _l]pen folders until the name of the folder you want

Current

O Activities = HD :
0O Animals _ disk
0O Community
By K
0 Fun and Fantasy

1 RHistory

[0 Lines and Shapes
[ Maps

[ Miscellaneous

[0 Nature/Science
[ Nice for Headings

| Help... |

appears in the small (pop-up menu) box. Then click
on Select.

Click on Drive (or Desktop) if you need to change disk
drives. Use the directory pop-up menu (above the list box)
to find more folders. If all the folder and file names don’t
fit in the list box, click on the up or down arrow to scroll
the contents until you can see them all.

In the list box, click on the folder you want, then click on
Open. The folder name appears in the closed pop-up menu
box.

When the name of the folder you want to have as the
default picture folder appears in the pop-up menu box, click
on Select. The Preferences dialog box now shows the name
of the folder you selected as the default picture folder.
Click on OK. Now when you use Choose a Picture, the

program will automatically open the new default picture
folder.

27



28



4 Troubleshooting

The items in bold below are problems you might encounter when using
The Writing Center.
The text below them contains possible solutions to the
problems. If you need more assistance or have any questions,
call our Customer Service Department at 1-800-852-2255.

INSTALLING THE PROGRAM

1.  During installation, you see the message, “There is not enough room
on the hard drive.”

The installation process requires 5.8 MB of hard disk
space. Quit the installation program and remove or
compress some of the files on your hard disk. (You can
copy programs and files to floppy disks and then delete
them from the hard disk.)

Choose Control Panels from the ® menu. Then choose
Memory and turn off Virtual Memory.

2.  The installation process has stopped.
Sometimes a program such as a screen saver, virus detector, or
a compression utility might interrupt the installation process.

Cancel the installation.

Turn off or remove from your System folder all non-Apple
Control Panel devices (CDevs) and INITs. If the installer
created a program folder, remove it from your hard disk
(drag it to the trash and empty the trash). Then restart your
computer, and start the installation process again.
(Remember to turn on or replace the CDevs and INITs after
you finish installing the program.)
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TROUBLESHOOTING

RUNNING THE PROGRAM

3.  The program is working very slowly.

The program runs more slowly when you have many pictures

or have long paragraphs in a document.

* Remove some of the pictures from your document or break
your document into two parts. To split a document, copy a
section of the text and paste it into a new document. Place
the pictures that go with the text into the new document.
Then delete the copied text and its pictures from the
original document.

« Break up the long paragraphs into smaller ones by inserting
Return-key presses.

4. A message appears that says, “Low on memory! The action you are
trying to perform may not work. Save the document and restart the
program.”

All the internal memory (RAM) of your computer is used up.

 If this message appears when trying to start the program,
close any other programs that may be open.

« If this message appears while you are working in the
program, there may be too many pictures in the document,
too many documents open, or too many different type
styles on one page.

a. Be sure to save your document.

b. Remove some pictures or split the document into two
parts. See Troubleshooting item 3.

¢. Close some documents.

d. Remove some of the text style changes. There should
be no more than 50 style changes on a page.

e. Quit The Writing Center program and then open it
again to renew the program’s memory buffer.

e If a document is starting to print on a LaserWriter printer
when the alert message comes up, go to the Chooser dialog
box at the 8 menu and turn off Background Printing. See
the manual that came with the printer for more information.
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Troubleshooting

10.

Page Preview shows a blank page even though there is work on it.
Your computer may be low on memory. See Troubleshooting
item 4.

Message appears that the computer is out of disk space.
The program has a virtual-memory feature that uses your hard
disk or a floppy disk as if it were computer memory (RAM).
This enables low-memory computers to handle larger documents.
e Remove files from your hard disk to free more space.

The Spelling Checker and the on-screen Help don’t work.

The “Main Dictionary” and ‘“Help File” must be in The Writing

Center folder.

» Check that those files are in The Writing Center folder. If
you cannot locate them, use Find from the Finder’s File
menu to look for the files. When Find locates the files,
click on the file names to get more information about their
location. If this doesn’t work, reinstall the program.

Help is not available in the program.
See Troubleshooting item 7.

Text or pictures stored on the Clipboard are lost.

If you cut or copy text or a picture, it replaces the old

information stored on the Clipboard. The old information is

thrown away. The information in the Clipboard is also lost

when you turn off the computer.

» Try using the Scrapbook (on the 8 menu) to store cut or
copied information. It can store multiple cuts or copies and
saves the information to disk when the computer is turned off.

The Help balloons from System 7 interfere with the program.
* Click on the balloon icon on the right side of the menu bar.
Then choose Hide Balloons.
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TROUBLESHOOTING

11. The picture folder isn’t visible when setting the default picture folder.
If you are using At Ease, you must run the program from the
Finder, not from At Ease. See Setting the Default Picture
Folder in Chapter 3: For At Ease Users for instructions.

12. The message appears that says, “A User Dictionary could not be
created. You will not be able to add new words.”
If you are using At Ease, the program was not set up properly
after it was reinstalled. See Setting Up the Program in
Chapter 3: For At Ease Users for instructions.

WORKING WITH TEXT

13. Select All Text does not select the text in the entire document.
When you have a Heading and a Body in a document, Select
All Text only selects the text in the section where the insertion
point is.
* Click in the other section of the document, and choose
Select All Text to select the text in that part of the
document—the Heading or the Body.

14. Text or numbers do not line up uniformly with Tabs.
* Choose Preferences from the Edit menu. Click on Show
Invisibles to show the hidden Tab and paragraph markers.
Look at the markers to be sure each line has the same
number of Tabs. If not, select the entire section and reset
the Tab stops.

15. The insertion point cannot be placed in another column or blank
space.
You can only place the insertion point with the mouse or arrow
keys where text characters, spaces, or blank lines already exist.
» If the space is empty (contains no key presses), you must
use Return-key presses, Tabs, or the spacebar to move the
insertion point to the blank area.
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Troubleshooting

Make sure that the area is not filled with a picture that is
cropped to be all white. To do this in the Heading, choose
Work with Heading Pictures from the Picture menu to select
any pictures that might be there. In the Body, move the
I-beam pointer over the area. If it changes to an arrow,
click the mouse and the picture will be selected. The
picture can then be moved or deleted.

16. The insertion point or text is not visible in the Heading.
The insertion point or text may not be visible through a picture.

17.

18.

Click in the Heading to be sure the insertion point is there.
Drag the I-beam pointer through the pictures to highlight
any text placed over them.

Choose Select All Text at the Edit menu to highlight the
text. Then go to Color on the Text menu and change the
color of the text, so that it is more visible through the
pictures.

You removed some text you wanted to save or you performed some
function that you did not want to and want to go back.

To take back a change, you can choose Undo ( )
from the Edit menu. If you undo a change and then decide
you want it after all, you can choose Redo ( (3] z]) from
the Edit menu to make the change again. (Undo changes to
Redo after you choose it. Redo changes back to Undo
when you make another change).

The line spacing of an entire paragraph changed when changing

highlighted text from single- to double-spacing.
Single/double-spacing, as well as text alignment, paragraph
margins, and borders around text, are paragraph-based functions.

Press at the end of the sentence or text you want to
change to define the end of the paragraph.
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TROUBLESHOOTING

19,

20.

21.

A text border remains after you delete the text in the border.
*  With the insertion point inside the border, uncheck the
border sides in the Text Border dialog box.

The text border of a paragraph that flows across two or more
columns only shows in one column.
It is best not to add borders to text that flows across columns.
*  With the insertion point in the paragraph, uncheck all
border sides in the Text Border dialog box. Break the big

paragraph into smaller ones (by pressing ) that don’t
span columns. Then add borders around the paragraphs.

The text at the bottom of the page(s) of the document has moved.
The program’s page numbers occupy the bottom line of each
page. Any text on that line will move to the next page or
column when page numbers are added.

* Check the format of text after adding page numbers to your
document.

* Add page numbers to a document before adding text or
pictures.

WORKING WITH PICTURES

22.

23,

Choosing Choose a Picture does not open any picture folder.
* You must set the default picture folder in the Preferences
dialog box from the Edit menu to open a picture folder.
* If you are using At Ease, see Setting the Default Picture
Folder in Chapter 3: For At Ease Users for instructions.

A Heading picture can’t be selected.
¢ Click in the Heading before trying to work there. Choose
Work with Heading Pictures from the Picture menu. If
there are two or more pictures in the Heading, hold down
and click on the pictures you don’t want to work on
to deselect them.
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Troubleshooting

24.

25.

26.

27.

A picture in the Heading completely covers up text and pictures in
the Heading.
A picture dragged from the Body to the Heading does not act
like a Heading picture and covers up text and pictures in the
Heading. Don’t drag pictures from the Body to the Heading.
* Drag the picture back into the Body or delete it.
* To move a picture from the Body to the Heading, cut or
copy and paste it.

When choosing Work with Heading Pictures to work on one picture,
all the pictures in the Heading are selected.
* Hold down and click on the pictures you don’t want
to work on to deselect them.

Text shows through a picture and does not wrap around a picture.
You are working in the Heading where text does not wrap
around pictures.

* Use|[tab],[ spacebar ], or [ return]to move text away
from pictures in the Heading.

* If you want to see the text over the picture, try changing the
color and style of text to make it more visible through a
picture.

* If you want the text to wrap around the picture
automatically, cut and paste the text and then the pictures
from the Heading to the Body of the document. Then
remove the blank Heading by unchecking (clicking on)
Document Heading in the Page Setup dialog box.

When changing a document’s page margins or page orientation (from
landscape to portrait or vice versa), some of the pictures disappear.

When the page margins change, pictures near the edge of the

page may be hidden in the margin.

* Choose Page Setup from the File menu and change the
page margins to zero. Move the exposed pictures in your
document away from the edges of the page. Then return
the page margins to their original settings.
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TROUBLESHOOTING

28. A picture doesn’t move when the text around it is moved or
reformatted.
Pictures do not move with text in The Writing Center. Plan
your documents from the top down to avoid problems.
« Inthe Body, it is best to place and move pictures after
formatting text in the Body.

29. When working with a picture, it loses clarity.
« Try using Resize to change the picture to its original size,
or remove it and then place it again.

30. A picture (graphic) file can’t be chosen at the Choose a Picture dialog
box.

The Writing Center only accepts pictures from paint programs

that have been saved in the formats called PICT1 and PICT2.

« To bring files created in any other format (such as TIFF or
EPS, etc.) into The Writing Center, paste them into the
Scrapbook or Clipboard, which convert images into PICT
files.

PRINTING DOCUMENTS

31. When printing a document, a message warns that the system is “out
of memory” and printing stops.
 If you are printing on a LaserWriter printer, choose the
LaserWriter printer, then turn off Background Printing in
the Chooser dialog box.

32. Printing is very slow.
« In the Picture Options box in the Print dialog box from the
File menu, choose Standard Quality Grays or Best Quality
Grays instead of Leave Alone.
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Troubleshooting

33. The edges of a document are lost when printing a document on a
LaserWriter printer.

e Use a margin of at least 0.5" (half an inch) on all sides of
your documents if you plan to print them on a LaserWriter
printer. To do this, choose Page Setup from the File menu
and change the margin settings to be greater than 0.5".
Then click on OK.

* Whenever the selected printer is changed in the Chooser
dialog box, be sure to go to Page Setup to check the
settings. Then click on OK. This needs to be done
individually for every document started before the printer
was changed, and for open documents that were saved with
different page-setup settings.

34. The colors in a printed document do not match the colors onscreen.
The ImageWriter II printer can only print 8 of the 16 colors
used by the program for the pictures and text. These colors
are: red, orange, yellow, green, blue, magenta, purple, and
black. Light and medium gray text or picture color will not
print out on the DeskWriter, ImageWriter I1, or StyleWriter
printers.

35. When trying to print with a color ribbon on an ImageWriter
printer, the entire document prints in the wrong color.

* Make sure the ribbon cassette is properly seated in your
printer (pushed in place). See the manual that came with
your printer for more information.

* Turn the printer off and then on again.

SAVING DOCUMENTS

36. You see a message that a document you are opening is “locked” and
““you will not be able to save any changes.”
Files created with The Writing Center can be locked to prevent
users from accidentally saving over them or deleting them.

37



TROUBLESHOOTING

37.

38.

39.

» Use Save As to save edits you make to locked files.

 If you want to unlock the files, at the desktop highlight the
file name, and choose Get Info from the File menu. Then
click on the Locked box to uncheck it.

You see a message that there “was a problem saving (file is locked).
The Save command has been cancelled.”
» See Troubleshooting item 36.

An existing file was replaced when saving a new document with a
different capitalization of an existing file name.
Whenever you save a document twice with the same name (in
the same folder on the same disk), the new document replaces
the existing one on the disk, even if the name has a different
capitalization.
» To keep the existing file, save the new document under a
name that differs from the existing file name by at least one
character.

The Heading of a document disappears when the document is saved
in the text-only (ASCII) format.
Only the text in the Body is saved when a document is saved in
the text-only (ASCII) format.
» To save Heading text, move it to the Body before saving in
the text-only format.

If you have any questions, call our Technical Support
Department at 1-800-852-2255.
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CUSTOMER SERVICE

We are proud of the special relationship we have with many
satisfied parents and teachers. If you have a problem, a question, or
a suggestion, please call our Customer Service Department at 1-800-
852-2255 or 1-510-792-2101.

The Learning Company warrants to the original purchaser only that
the software program will perform in accordance with the
descriptions in this Quick Reference when used with the specified
equipment.

This warranty is in lieu of all other warranties, whether oral or
written, expressed or implied. Any implied warranties, including
those of merchantability and fitness for a particular purpose, are
limited in duration to 90 days from the date of purchase of this
product.

The Learning Company shall not be liable for incidental and/or
consequential damages for the breach of any expressed or implied
warranty including damage to property and, to the extent permitted
by law, damages for personal injury even if The Learning Company
has been advised of the possibility of such damages. Some states do
not allow the exclusion or limitation of incidental or consequential
damages or limitations on how long an implied warranty lasts, so the
above limitations or exclusion may not apply to you.

This warranty shall not be applicable to the extent that any provision
of this warranty is prohibited by any federal, state, or municipal law
which cannot be pre-empted. This warranty gives you specific legal
rights and you may also have other rights which vary from state to
state.

Unauthorized reproduction, adaptation, distribution, performance, or
display of this document, the associated computer program, or the
audiovisual work is strictly prohibited.
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The Learning Company'

Word Finder

Electronic Thesaurus

Congratulations on your purchase of The Writing Center™, one of the most acclaimed, and
easy-to-use, writing products for students, families, and social groups.

A very important concept within the design of The Writing Center is the on-line access to a
variety of reference works.

As an introductory bonus, we want to offer you an-exciting addition to your on-line reference
library. Word Finder is an electronic thesaurus containing 220,000 synonyms. With Word Finder
you can find the right word for your thought without taking your hands off the keyboard or your
eyes off the screen. Just highlight a word and pop up a window with a list of alternate words
with similar meaning. Put the cursor on the word you want on the list and double-click . The new
word instantly replaces the old word in the document, even retaining the exact punctuation,
capitalization, font, size, and style.

Would you like to do a little language exploration? Here's how: Use Word Finder’s look-up
feature. Look up synonyms for any word that is displayed in the synonym window. By repeating
this process you can explore the richness of the English language right at your keyboard.

Word Finder is being offered to The Writing Center users for $19.95.
Word Finder is valued at $59.95. That is a $40.00 savings!

To order your copy today, please call us at 1-800-852-225 5 .

Your VISA or MasterCard order will be quickly processed over the phone. If you prefer to order
through the mail, please take the two simple steps listed on the other side of this offer and mail
in your order today.

As always, every product from The Learning Company comes with a 30-day 100%-satisfaction

guarantee. If for any reason you are not satisfied with Word Finder, we will gladly fully refund
your purchase price.

Offer is void where prohibited by law. Please allow 4-6 weeks for delivery.



NEW! Exciting Clip Art Libraries . . . Special Discount!
for

s\ﬁmﬁmam Center | Asarecent purchaser of a Writing Center product, you are invited to take advantage of our
<8 e special offer of additional libraries of educationally rich, professionally drawn pictures.
Products These high-quality color and black & white images are perfect for students.
: : gn-quality 8 P

Having just the right picture in a document can need graphics to support the topic they are
attract a reader’s attention and clarify meaning. writing about and to help convey the point they
Young writers often select a picture they are are making. And what newsletter or sign would
interested in and then base their story on the be complete without a high-impact picture to
picture. Middle school and high school students  catch your eye?

We have assembled two exciting libraries to enhance the reports, newsletters,
journals, letters, and signs that you create with the Writing Center products.

The Nature & m&m:om‘_.mcami,

A stunning selection containing pictures of plants, ecology, anatomy, space exploration, science tools,
and animals, including dinosaurs.

 The Social Studies Library

A collection that includes images of maps of the 50 states, maps of other parts of the world, world and
US history, transportation, and world landmarks.

CALL TODAY 1-800-852-2255
See other side for more details!

The Learning Company
C <
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To order a complete set of documentation (User’s Guide
and Ready Reference Card) for The Writing Center,
call 1-800-852-2255 or send your request with a check or
money order for $10 (payable to The Learning Company) to:

The Learning Company
6493 Kaiser Drive
Fremont, CA 94555
Attn: Customer Service



