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Chapter 1: Introduction

This user’s guide introduces you to the ClarisWaykslication from Claris
Corporation. ClarisWorks is an all-in-one software package offering
seamless integration of word processing, outlining, presentations, drawing,
painting, spreadsheet computation and charting, database management, and
communications, including support for HTML and linking to the Internet.

Registration and customer support

How to start

Please take the time to complete and mail the product registration card that
is included in this package. Refer to our Web site at http://www.claris.com
for information about customer support.

U.S. and Canadian customers can also refer to the Claris Service Directory
included with the software. For customers outside of the U.S. or Canada,
refer to the Technical Support brochure included with the software.

Note In the U.S., you can register ClarisWorks by mail or fax by using the
Register ClarisWorks Assistant. For more information, see “Using an
Assistant” on page 2-3.

This user’s guide is designed to get you started quickly, whether you're a
new or experienced ClarisWorks user.

If Do this

You're new to ClarisWorks Become familiar with Windows 95 techniques, such as using
or want a complete the mouse and saving documents. For such information, see the
understanding of documentation that comes with your computer.

ClarisWorks

View the onscreen tour, “Introduction to ClarisWorks,” to
understand what ClarisWorks is all about. To begin the tour,
click the Start menu and chod&egrams. Then choose
Introduction to ClarisWorks from the ClarisWorks 5.0 menu.

Start ClarisWorks (click the Start menu, choBsgrams, and

then choose€larisWorks from the ClarisWorks 5.0 menu) and
practice using ClarisWorks while reading this user’s guide and
referring to onscreen Help.




1-2 ClarisWorks User's Guide

If Do this

You've used ClarisWorks Read the rest of this chapter to learn how to use this user’s guide
before and ClarisWorks Help together.

Start ClarisWorks (see “Starting ClarisWorks” on page 2-1 if
you need help). Then review the list of new features in
ClarisWorks 5.0 (see thelarisWorks Installation and New
Features Guidgor chooselarisworks Help Contents from the Help
menu, and then clickew features in ClarisWorks 5.0).

As necessary, review ClarisWorks Help topics and the chapters
in this book to learn more about specific procedures.

Using Help and the user’s guide together

In the Help index,* see:

» index entries relating to the
current section are listed here

This user’s guide and ClarisWorks Help, a comprehensive onscreen Help
system, are designed to work together.

Text marked with a bar, in the margin or within the text, lists index entries
to ClarisWorks Help topics. These Help topics provide more information
about a feature.

For information on In the Help index,* see:

A ClarisWorks feature » index entries for relevant topics are listed here

To look up an index entry in ClarisWorks Help, start Clarisworks, choose
ClarisWorks Help Index from the Help menu, and then scroll to the entry. For
complete instructions for using the index to onscreen Help, see “Using the
onscreen Help index” on page 1-5.

Special information in this user’s guide looks like this:
Note, Tip, ortitled messages give extra or helpful information about a subject.

Important messages alert you to situations that require attention, such as an
action that you can’t undo.

Glossary terms are defined in the user’s guide and ClarisWorks Help. They
appear in italic in the user’s guide, and underlined with a dotted line in Help.
Glossary terms are also listed in the user’s guide index. For example, to find
the definition ofcell range look upCell range, described

Use the ClarisWorks Quick Reference on the back cover of this user’s guide
to get at-a-glance information about performing common tasks quickly, using
ClarisWorks Help, and using the ClarisWorks tools, palettes, and controls.
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Using ClarisWorks Help

ClarisWorks Help completely documents all ClarisWorks features. As you
become comfortable working with ClarisWorks, you'll be able to find all the
information you need in ClarisWorks Help.

Opening and closing ClarisWorks Help

To open Help when ClarisWorks is running, click in the ClarisWorks
window. Then press F1 to display the Contents screen, or choose a command
from the Help menu.

To see Choose

Topic titles in a table of contents  ClarisWorks Help Contents

An alphabetical list of index entriesClarisWorks Help index

Information on navigating and usinglarisWorks Help Contents, and then cliclkeetting Help
ClarisWorks Help

In many dialog boxes you se2h  button. You can clicZlhe  button to get
Help for the task you're performing. (You can also press F1 for the current
task when the dialog box is displayed.)

_E

Hapgina P Displye

Click this button (or

El ¥ & how arpire press F1) for Help for
:w I:I = 5 hor paga puides the current task
ot
B F [ina Page Shaea Tha Hast
e IEI ™ Escang Pagar Sk p-Cxda
R [in
Froinalaz

I Wiwms Faging Fages R & Botkos of Pags

P Hi - ™ i Erd od [noisnand
F¥ dsiorastio Bhrwing

Siarl 2l Paga ] .
[ o ] cows |

Note Whenever you open ClarisWorks Help, you start the Windows Help
application, which runs independently of ClarisWorks. This means you can
open ClarisWorks Help even when ClarisWorks isn’t running. To do so,
click the Start menu and choddegrams. Then choos€larisWorks Help from

the ClarisWorks 5.0 menu.
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Using the Help contents

When you open ClarisWorks Help, you see a list of Help topics, much like
the table of contents in a book.

Click to search for specific words in the
Click to see the index ClarisWorks Help topics

ClyirWoikd Hedp

Click any time to return Cortartz |irdes | Fd |
to the contents window

Chok. g bogs v B ook Deapla Db o eiioa baby. seiacehy 9 D nlea.

[ Geting bt =
‘c Gl

& Shalois

B what's s

W Tioutlechading

Double-click a book icon _: ?'“m' N

to see a list of subtopics s

8L Dureng

e Do

"l."'--a-mg iy ] e
i

Double-click a topic———
you want to see

Salact opmcty and i amar
Tl Dusia phjct:
T Copy and pact comct
Tl Duplcats chjcts

Navigating ClarisWorks Help

When you select a topic, you see the ClarisWorks Help window. To navigate
ClarisWorks Help, click buttons and underlined text.



Click to retrace your
path through Help

Click to see
the index

Click to see the
table of contents

Click dotted text to
see a definition
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Click to print the current topic

oF Llanr='z1kc Help
e E® — Click to minimize onscreen
Help and leave it runnin
Contentt] b | Baok | B | ac | o | P 9
LT 1  Clickto move to the next
Draw objects or previous related topic
Thi: bapds fof dresving qiies s am in the ﬂ

fomi | el Thi dunng|-:u:ds T [

To dieew Gald GRacH BTe% oiei- e il Ak
Dbl & b @ whiiba B cakar

To drews an ohject Chck o tood and
orag the crosehar eler in the drasmg
wran Felears e mause buttan whan
b= chpect is the see pou want

To ks & tool regeeatedly: Daubik-dick
ibea foaal Yo can diew shapess of 1hai
1ype undil you click andibeir 1oal

Click an urdedned 1tie for mone
miarmaiin an diswng 2 specific chape

T

=1 [ o

= [ ———— Click underlined text to
: . jump to a topic or see a

El ‘ list of related topics

= [ . =l

Tip To see a sequential list of topics you've viewed, chdsplay History

Window from the Help window’s Options menu.

Using the onscreen Help index

To browse through the index, click t[ & |  button in the ClarisWorks
Help window or the Index tab in the Contents window, and then scroll
through the alphabetical list. To go to a specific index entry—for example,
if you're using the index entry in the user’s guide to direct you to a topic in
Help—type the first few letters of the entry. (To see one screen of entries at
a time, press Page Up or Page Down.)
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; * cap
You see this in the user's guide;i In the Help index,™ see:
» frames

Conttz Irchn |t |

1 [ppa e st Fass wders of Ba ssosivou's bokrg ioa

Type all or part of;p.m
2 Dok s ke g s s o] Bz, ook Displags

the index entry

Then double-click the
entry to select it

Chch o bopmc. than cick Diosiey.

You see a list of topics (if—|
there’s only one topic for that Aboud e

entry, you see the topic)

Double-click a topic
you want to see |

[oeew ] oo |

To return to the same place in the index, click[ i | button.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Learning more about onscreen Help

Refer to ClarisWorks Help for more tips on locating information and
customizing onscreen Help.

For information on In the Help index,* see:
Adding your own notes to a Help topic » Help, customizing
Copying Help topics into an existing document » Help, copying

Finding text within a Help topic » Help, finding

Marking topics you use often » Help, customizing
Printing one or more Help topics » Help, printing
Referring to a glossary of ClariswWorks terms » glossary

Getting additional help

Here are more ways to learn about ClarisWorks:

To Do this

Take an onscreen tour of the most importabhoosédntroduction to ClarisWorks from the
ClarisWorks features and concepts ClarisWorks Help menu.

Use automated assistance in creating ChooseNew from the File menu, and then select

various types of documents (such as UseAssistantor Stationery. Choose a category from the

newsletters and presentations) pop-up menu, and then select an Assistant from
the scrolling list. (For more information about
Assistants, see “Using an Assistant” on page 2-3.)

Use automated assistance in performit@hooseClarisWorks Assistants from the Clarisworks
complex tasks (such as adding footnotételp menu.
or tables to a document)

Use Tool Help to see the names of  Hold the pointer over the item for a few seconds.
ClarisWorks tools, controls, and buttonBor tools, controls, and buttons, you see a pop-up
(when they're displayed) label.

See brief descriptions of ClarisWorks Hold the pointer over the item for a few seconds.
menu commands, tools, controls, and You see information about the item in the status
buttons (when they're displayed) bar, at the bottom of the window.

Tip To show or hide Tool Tips or the status bar, ch@oences from the
Edit menu. In the Preferences dialog box, ch@esgal from the Topic
pop-up menu, and then select or desdiatTips or Show Status Bar.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Working with Clarisworks

With the ClarisWorks application, you can do all the jobs you perform most
often on a personal computer: word processing, outlining, drawing and
painting, presentations, spreadsheet computation and charting, database
management, and telecommunications. The rest of this chapter describes the
different types of work you can do with ClarisWorks.

First go through the introductory material (both in print and onscreen) that
you received with your computer. When you're ready to learn about
ClarisWorks, start by running the onscreen tour, “Introduction to
ClarisWorks.” For instructions on starting ClarisWorks and running the
onscreen tour, see “How to start” on page 1-1. The tour is an easy way to see
what ClarisWorks can do for you.

What's a document?

A ClarisWorks
document

Document types

You use the ClarisWorks application to create documentdaciimenis a
computer file in which you enter information. You can create, open, change,
save, print, delete, and duplicate documents. When saved, a document
appears as an icon in a folder.

When you create a document, it appears in its own window, with the tools
needed for that document type.

When a document is open, you see its contents (such as a letter or a drawing)
displayed in the window. When printed, a document looks just as it does on
the screen.

You can create six different types of documents with Clarisworks—
word processing, drawing, painting, spreadsheet, database, and
communications. As you look at the document windows on the following
pages, notice that each document type has its own menus and tools.

While each type of document is mainly for a certain type of work such as
writing a letter or drawing a picture, you can use ClarisWorks to combine
different kinds of work within a single document by usiritaaneg a view of

one document within a different type of document. For example, you can add
a spreadsheet to a letter without first creating a spreadsheet document.
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Text (word processing) documents

Use a word processing document to write a letter, report, story, outline, form
letter, or other project that is mostly text. If you want to add a spreadsheet or
pictures, you can do so without leaving the word processing document by
creating a spreadsheet frame or drawing directly in the letter.

Ee i Fage Fogl o il Dgies st fiel nbris]
jﬂﬂpﬂﬁﬂﬂ#ﬁlﬂﬂﬂﬂﬂﬂﬂﬂmﬂuﬂ | Word processing menus

SHAEE AR AN S button bar, and ruler '
= 3 T O N T B

b o] ] 0 L e
P — Draw a logo
. . . " L=
Write a letter in a word gt A

processing document 1 dem T

:.-_ 'r_::,', y }7 Create atable ina
P spreadsheet frame

Add a drawing and a spreadsheet frame

ClarisWorks word processing documents give you great flexibility in the
way you present what you write. Using multiple columns, for example, you
can create professional-looking catalogs and reports. You can write better
research papers by using ClarisWorks to outline your ideas and to add
footnotes or endnotes that number and renumber automatically. You can
format documents in sections (like chapters in a book), each with its own
header, footer, column configuration, and page numbering.

See chapter 4, “Text (word processing),” for more information about what
you can do with word processing documents and text frames.
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Draw documents

Use a draw document for artwork and page layout. A draw document
includes objects (such as rectangles, circles, and lines) that you can create,
select, move, and modify. If you want to add text, a spreadsheet, or clip art,
you can do so in the same document.

Fis B Fome deoege Dpiees fgins sk

_Iuhlﬂjﬂli]ﬂﬂuﬂ!!i_ljﬂiﬁlﬂ_l_lﬂjﬁhﬂ

Draw menus and
button bar

=]

Drawing tools and palettes——

Clip art

Createamapina
draw document

:}7 Spreadsheet frame
= 1

Add text and data to create a presentation

Draw documents are useful for creating presentations, newsletters, maps,
organizational charts, and illustrations. Draw documents are especially
useful for complex page layouts—you can link text frames in a draw
document so the text flows from one frame to the next.

See chapter 5, “Drawing,” for more information about what you can do with
draw documents and using drawing tools in all types of documents. For
information on linking frames, see chapter 9, “Beyond the basics.”
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Paint documents

Painting tools and palettes

Use a paint document primarily for creating illustrations. You can use the
same tools you use to create drawings, plus a set of tools for special effects
like paintbrush strokes and spray paint. If you want to add a spreadsheet,
text, or clip art, you can do so without leaving the paint document.

o e e e ] T IE]

x| & 00 B 0 el 2 R WA | paint menus

Mm&ﬂ and button bar
! Ir
._'i i -i Paint image

I [

- FAose Text frame

- I]-EI |
A picture in a paint document

See chapter 6, “Painting,” for more information about what you can do with
paint documents and paint frames.

Spreadsheet documents

Use a spreadsheet document to organize numeric information, make
calculations, and create professional-looking reports. You can also use a
spreadsheet for any type of information (such as a schedule) that you want
to present in a columnar format. You can add a headline or pictures, or turn
the numbers into charts to aid comprehension, right in the spreadsheet
document.
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Create a chart to add clarity or show data in perspective

See chapter 7, “Spreadsheet,” for information about what you can do with
spreadsheet documents and spreadsheet frames.

Database documents

Database documents are useful for managing and organizing collections of
information, such as address lists, student or customer records, or research
notes. In a database document you can accumulate information, sort it, and
print attractive reports. You can also perform sophisticated searches to find
and work with only the information you want. By creating different layouts
(views) of the data, you can organize and present the same data in many
different ways. You can also enhance the data by adding pictures, patterned
lines, or other objects to the database document.
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See chapter 8, “Database,” for more information about database documents.

Communications documents
A communications document is different from other ClarisWorks
documents. It uses the HyperTerminal application to connect your computer
to an online information service, a bulletin board, or another computer.
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A Windows HyperTerminal document

With a communications document, you can connect to a remote computer
and receive, send, and save data. For information on HyperTerminal, see
chapter 10, “Communications,” and the HyperTerminal documentation that

comes with your computer.
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Where to go from here

Now you're ready to start ClarisWorks and create some documents of your
own. If you haven't looked over the section “How to start” on page 1-1, do
S0 now. It shows you how to use the user’s guide and the onscreen Help
system together to find information. Then go to “Starting Clarisworks” on

page 2-1.



Chapter 2. Creating, opening, and printing document

This chapter provides basic information about using ClarisWorks that in
general applies to all document types. These topics are covered:

= starting and stopping ClarisWorks

= creating and saving documents

= printing documents

For information on working with windows, pages, libraries, and buttons, see

chapter 3, “Basics.” For information unique to a particular type of document
or frame, see the appropriate chapter in this user’s guide.

All features, including procedures and shortcuts, are described completely in

In the Help index,” see: onscreen Help. See “Using ClarisWorks Help” on page 1-3 if you are not
> Help, finding familiar with onscreen Help or how this user’s guide and Help work
together.

Starting ClarisWorks

To start ClarisWorks, click the Start menu and ch@agems. Then choose
ClarisWorks from the ClarisWorks 5.0 menu.

If you're new to ClarisWorks or unfamiliar with the new features in
ClarisWorks 5.0, run the onscreen tour. You can run the tour at any time by
choosingntroduction to ClarisWorks from the Help menu in the ClarisWorks
window.

Claris\work s

Creating a document

To create a document, you can:
In the Help index,* see:

) = start with a blank document
» documents, creating

= use the ClarisWorks Assistants, which help you create specific documents
to meet your home and office needs

= open custom templates, callst@tionery

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Creating a blank document

You can create a document when you start ClarisWorks or when

In the Help index,” see: ClarisWorks is already running. To create a document when ClarisWorks is
» New command running, choos#8lew from the File menu. Or, click the appropriate button in
the Default button bar. (If you don’t see the button bar, chgiosutton Bar

from the Window menu.)

If you selectedlew from the File menu, you see the New Document
dialog box.
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Select a document type ) Pk
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B Ciatubuca
Crasrwraalionm

LC7e 0k O ek s b p=tEire) d A BEEENL

o ] cows

When you create a document, you see the window for the selected
document type.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Document name, which you The order in which the
can change document was created

Document type:

WP for Word Processing
DR for Draw

PT for Paint

SS for Spreadsheet

DB for Database

CM for Communications I

o i =l T

The margins, page numbering, and display are set up for each type of
document. You can change these settings by chobsingent from the
Format menu.

Using an Assistant

Use an Assistant to lead you step-by-step in creating specific documents,
In the Help index,* see: such as a document for addressing envelopes. Some Assistants are

» Assistants available when you first create a document, and others are available while
you’'re working with a document.

To use an Assistant when you first create a document, cNeo$®m the
File menu. In the New Document dialog box, sel&setAssistant or

Stationery. Choose a category from the pop-up menu, and then select an
Assistant name from the scrolling list.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Select an Assistant
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You can use other Assistants to help you perform a specific task in a
document you've already opened. These Assistants are available in certain
types of documents only. For example, the Assistant for creating tables is
available with draw and word processing documents.

To use an Assistant for the current document, chClagsVorks Assistants
from the Help menu in the ClarisWorks window. Select an Assistant, and
then clickOK.
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An Assistant prompts you to supply information. Based on that information,
ClarisWorks creates the document for you.

This Assistant

Helps you to

Address List

Create a database listing of names and addresses for
business, personal, or student information

Business Cards

Create business cards for business or personal use

Calendar

Create a monthly calendar

Certificate

Create certificates, awards, or diplomas

Create Labels Assistant

Create a database layout for labels

Envelope

Position and print addresses (including return addresses) on
envelopes. For more information, see “Addressing
envelopes” on page 9-22.

Home Finance

Examine home finance questions, such as determining your
net worth, buying a home, or taking out a loan

Insert Footnote

Place a footnote in a document. For more information, see
“Adding footnotes and endnotes” on page 4-26.

Make Table Insert and format a table within a document. For more
information, see “Creating tables” on page 4-18.
Newsletter Create newsletters for your club, school, or business

Paragraph Sorter

Sort paragraphs alphabetically within a document. For more
information, see “Sorting paragraphs” on page 4-13.

Presentation

Create presentations to view on a computer or overhead
projector, or on paper

Register ClarisWorks

Register your copy of ClarisWorks. After providing the
requested information, the Assistant prints out a registration
sheet you can mail or fax to Claris.

Using stationery
To use stationery (a template with preformatted settings and options), choose

In the Help index,* see:
» stationery, using

New from the File menu, and then selBsd Assistant or Stationery. Choose a
category from the pop-up menu, and then select a stationery name from the
scrolling list. For information about setting up stationery, see “Saving
document formatting as templates (stationery)” on page 2-10.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



2-6 ClarisWorks User's Guide

.:Fam.alﬁe-puo-n;m o -
i E dizral Hansgarsant o :
Select a stationery document
£ BEwE ] oo 7 Llnm dyrsiziant: or 9 ki
_#Elﬂ“:ml
HEwW ol o -
A description for the currently i 0 et i sk o o, oo, dafeed, 01 btk s .
selected stationery appears here ' ' '
| 0, I Lol

Use stationery to create a document using a template such as a letterhead, an
envelope, or a fax cover sheet that you customize for your own use.

.
P The Socoer Comgany
Saenal
(= . o e
i i
.
i
iz
e
"wm
1 ne




Saving a document

In the Help index,* see:
» saving
» stationery

Contents of the selected
folder or drive (double-click
a folder to make it the
selected location)

Type a new name for the
document

Creating, opening, and printing documents  2-7

When you finish working with a document, you save it to retain all your
changes. You can also save text, draw objects, paint images, formatting, and
settings in stationery (templates) that you can later reuse. See “Saving
document formatting as templates (stationery)” on page 2-10.

To save a document, clidZ§]l  on the Default button bar, or ctSawser

Save As from the File menu.
= Choose5ave to save changes to a document you've previously saved.

= ChooseSave As to save another version of a document with a new name, in
a different format, or in a separate location.

You see the Save As dialog box any time you ch8asés from the File
menu. In the Save As dialog box, type a name for the document, and then
click Save.

See all your Move up one level in the folder hierarchy

folders and drives .
Create a new folder in the

selected folder or drive
Currently open folder ——gmm—— 4 Clas 'wimes 510 = &) &4 Em
Leges 25 Sanr_Pom L Show or hide file
Earmpbe Files and folder details
] detemt
o] [sisch
Houca
Dids_is
Flepwee  [iked o 3 — Click to save the
= - I—"—J_ document
Bt i b |:|.|.r||-.-.':r:|'-:-1 = Coned |

|
Choose a file format

If you try to save a document with the same name as another document in the
same folder, you see a message asking if you want to replace the existing
document with the current document.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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After you save a document for the first time, you can:
= resave it periodically to keep your work up to date
= save it with a different name to create two identical documents
= make a backup copy regularly to protect your data

Opening a document

In the Help index,* see:
» opening

When you open a document, it looks like it did when you last saved it. For
information about opening and using stationery, see “Saving document
formatting as templates (stationery)” on page 2-10.

To Do this
Open a ClarisWorks documentCIick on the Default button bar or choden from the
from within ClarisWorks File menu, choose the document, and then Gpek (The

names of the last four documents you opened or saved
appear at the bottom of the File menu. To open one of these
documents, select its name.)

If you're asked for a password, type the password, and
then clickOK. (For more information about passwords, see
“Protecting documents with passwords” on page 2-14.)

Open a ClarisWorks documentDouble-click the document icon in Windows Explorer, or
from Windows My Computer, or click the Start menu, cho®seuments,
and then choose the document name. ClarisWorks starts
up (if it's not already running) and opens the document.

If you're asked for a password, type the password, and
then clickOK. (For more information about passwords, see
“Protecting documents with passwords” on page 2-14.)

There are many ways to open documents from Windows.
For more information, see the documentation that comes
with your computer.

Open a document created by ChooseOpen from the File menu, choo$how All Files (*.*)
ClarisWorks for Mac OS from the Files of type pop-up menu, choose the document,
software and then cliclOpen.

If you're asked for a password, type the password, and
then clickOK.

In the Open dialog box, you can search for a document and choose the type
of document you want to open.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Choose a folder or disk to see  Move up one level in the folder hierarchy
documents and folders in that location
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Choose the type of document to open
(such as Painting)

Finding documents

When you need help locating a document on your computer, or in your
computer system when you have external drives, use the Find ClariswWorks
Documents Assistant. For more information, see “Using an Assistant” on
page 2-3.

Linking to other documents

When you plan to use a ClarisWorks document onscreen or on the Internet
In the Help index,* see: or World Wide Web, you can creatdirgk (a connection or jump) from an

» links area in a document to a:

» URL buttons

= different document
= different area of the same document

= Uniform Resource Locator (URL), the address of a document,
application, or other information on the Internet

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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You select the text, object (such as a graphic object in a drawing),
spreadsheet cell, paint image, or frame from which to create the link, and
then specify the location to link to. For more information, see “Creating
links” on page 9-1. To create a link to information on the Internet, see
“Linking Web pages” on page 11-5.

Saving document formatting as templates (stationery)

Stationery is a template that you create once and then reuse many times. Save

In the Help index,* see: a document as stationery whenever you spend time customizing a document

> stationery and think you may want to use the same settings again. For example, you can
create stationery to design your own custom letterhead, a monthly
newsletter, or a customer tracking database that you and the rest of your
company can use regularly. Stationery can contain text, draw objects, paint
images, formatting, and other options you routinely use. There are two ways
to set up stationery in ClarisWorks: regular and default.

Setting up regular stationery
If you plan to reuse the same combinations of text, objects, or settings, you

In the Help index,* see: can create templates, callegyjular stationeryfor specific uses. For
» stationery, creating example, you might want to create regular stationery for your letterhead or a
newsletter.

You can set up regular stationery to open from the New Document dialog
box or from the Open dialog box. Stationery set up to open from the New
Document dialog box can be organized into categories to make it easier
to find.

To assign a category to a regular stationery document;
1. Chooseébocument Summary from the File menu.

2. Type a brief label in the Category box, and enter any other summary
information you want to save with the stationery.

If you don’t provide a category label, ClarisWorks assigns the stationery
document to thélone category.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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3. Click OK.
Your label shows in the Category pop-up menu in the New Document
dialog box (clickUse Assistant or Stationery to see the Category pop-up menu).

For more information about entering document summary information, see
“Identifying your documents” on page 2-13.

Setting up default stationery

In the Help index,* see:
» stationery, creating

If you plan to use certain settings every time you create a document, set up
a document adefault stationeryfor Optionsstationery) that opens
automatically whenever you create a new document of that type. For
example, you might want to change the default font used in a new word
processing document.

Creating stationery

In the Help index,* see:
» stationery, creating

In the Help index,* see:
» documents, creating

To create a stationery document, prepare a document with the settings and
information you want to save as stationery, and then follow these steps to
save the document:

1. ChooseSave As from the File menu.
2. In the Save as dialog box, type a hame for the document in the File name box.

= |f you're setting up default stationery, there are specific naming
conventions you must use.

Use this filename
WPOPTION.CWS

For this document type

Word processing

Draw DROPTION.CWS
Paint PTOPTION.CWS
Spreadsheet SSOPTION.CWS
Database DBOPTION.CWS

= |f you'’re setting up regular stationery, you can save the document as
any name. It's best to give regular stationery a name that you can easily
identify later (such aketterheagl.

3. From the Save as type pop-up menu, chBlaggNorks Stationery (*.cws).
ClarisWorks adds the .CWS extension to the filename.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Choose the ClarisWorks Stationery file format

4. Select the folder into which you want to save the stationery.

= |f you're creating default stationery, or if you plan to open stationery
from the New Document dialog box, save the stationery in the
ClarisWorks Stationery folder (which is in the ClarisWorks folder).

= If you're setting up regular stationery to open from the Open dialog

box, you can save the stationery in any folder.
5. Click Save.

Opening stationery

When you open a stationery (template) document, ClarisWorks opens it as a
new, untitled document, and the original document remains unaffected. You
change the document as necessary and then assign it a new name when you

save it.

To open default stationery:
1. ChooseNew from the File menu.

2. Select the type of document to open (sudhaasProcessing or Drawing), and

then ClickOK.

Note To create a document without the default stationery settings, select a
standard document type (suchSasdard Word Processing) from the scrolling

list in the New Document dialog box.
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» stationery, using
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You can open regular stationery from the New Document dialog box or from
the Open dialog box.

To open regular
stationery from the Do this

New Document dialog box ChooNew from the File menu, and then seldst
Assistant or Stationery. Choose a category from the Category
pop-up menu, select the stationery name in the scrolling
list, and then clickK.

Open dialog box Choosipen from the File menu, select the drive or
folder containing the stationery, select the stationery
name in the scrolling list, and then clidgen.

|dentifying your documents

In the Help index,* see:

» Document Summary Info
command

Keep track of different
versions of a document.

Identify important
information in the
document

Save a description of your document when you want to include notes to
yourself about the document’s contents or when you plan to save the
document as regular stationery. (See “Saving document formatting as
templates (stationery)” on page 2-10.) To save a description of a document,
chooseDocument Summary from the File menu, and then type the information.
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When you save a document as regular stationery and store it in the
ClarisWorks Stationery folder, you see the document’s summary
information in the New Document dialog box.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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What you enter for Appears in the New Document dialog box as the
Title Document name (in the scrolling list)

Category Category name

Description Document’s description

Note You can enter more than one category. For example, if you enter
Business, Home, Education , the document appears in the Business
category, the Home category, and the Education category.

Protecting documents with passwords

In the Help index,* see:
> passwords

You can protect a document or stationery by setting a password, which you
(and other users) must type before you can open the document or stationery
using ClarisWorks.

1. Chooseébocument Summary from the File menu.

2. Click Set Password, type a password (up to 255 characters of letters, numbers, or
symbols), and then click.

3. In the confirmation dialog box, type the password again, and theQKlick

Important Keep the following points in mind:

= |f you set a password for default (Options) stationery, you must type the
password each time you open the stationery document. If you don't type
the correct password when you try to open the document, ClarisWorks
opens a blank document of the same type.

= To maintain security, consider doing the following:

= Make passwords easy to remember, but not so easy that someone can
guess them.

= |f you write down passwords, store them in a secure place away from
your computer.

= Change passwords often.

= Passwords provide a minimum level of security to your documents and
should not be used to protect sensitive information. Setting a password
does not encrypt the file. To protect sensitive documents, consider taking
additional security measures.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Importing and exporting documents

In the Help index,* see:
» exchanging data

You can share ClarisWorks documents with other applications by importing
to or exporting from ClarisWorks documents.

To import and export documents, the ClarisWorks application uses
translators special files that translate information for many popular
software applications. These files, which come with ClarisWorks, are in
your Claris folder.

To Do this

Export a document so it cahooseSave As from the File menu, and then choose a file
be read by an application format, such as * WMF, from the Save as type pop-up menu.

other than ClarisWorks (If the file format you want to use isn't listed, try using one of

the commonly accepted formats—Text, DBF, DIF, Microsoft
Excel, or SYLK—to save the document. You may be able to
open the document in any application that supports that

format.)
Import (convert) a Choosedpen from the File menu. In the Open dialog box, select
document created with a the appropriate document type from the Document Type and
different application Files of type pop-up menus. Select the file, and then Ofigk

The original document is unchanged.

Insert an entire document, In the ClarisWorks document, click where you want to insert

such as clip art the file, and then cIic@ on the Default button bargtooose
(commercially produced Insert from the File menu. In the Insert dialog box, select the file
graphics) into a type from the Files of type pop-up menu, choose the file, and

ClarisWorks document  then clickOpen. (To insert information into fields of a
ClarisWorks database, see “Importing data from other
documents” on page 8-37.)

Open a document created lick E on the Default button bar, or chodgen from the
ClarisWorks for MacintoshFile menu, choosghow All Files (**) from the Files of type
pop-up menu, choose a document, and then Gfiek

You can import documents created in other applications using Object
Linking and Embedding (OLE). For more information, see “Including other
applications in your documents (OLE)” on page 9-30.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Closing a document and leaving ClarisWorks

Always close documents and windows before you leave ClarisWorks or turn
off your computer.

To Do this
In the Help index,* see: Close a document Chooslese from the File menu.
» closing Close all documents Hold down the Alt key while you choose
» Exit command Close from the File menu.

Leave ClarisWorks Chooggit from the File menu.

If you haven’t saved changes in open documents, ClarisWorks asks if you
want to save the new version.

Printing a document or Help topic

To print the current document, clif&  on the Default button bar, or choose
In the Help index,* see: Printfrom the File menu. To print a current Help topic, chdbiselopic from

» documents, printing the File menu.

» Help, printing

ClarisWorks uses the default printer and print settings in Windows Control
Panel. You can change these settings for printing in ClarisWorks, if necessary.

Before you print, you can preview a document on the screen and make
necessary adjustments.

To Do this in ClarisWorks

Choose a printer Choogent Setup from the File menu.

Change the page orientation, ChoosePrint Setup from the File menu.
page size, and other print settings

Preview a draw, spreadsheet, ChoosePage View from the Window menu.
database, or paint document o

Word processing documents always appear in page view.
the screen P 9 yS app hag

For instructions on hiding the margins and page guides in
a word processing document, see “Previewing pages for
printing” on page 3-11.

For more information about printing these document types, see “Printing a
spreadsheet document” on page 7-20 and “Printing a database document” on
page 8-38.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Chapter 3: Basics

This chapter provides basic information about working with windows and
documents; using libraries to store drawings, images, frames, and text that
you can reuse later; and using the button bar to speed up your work. The
information in this chapter applies in general to all document types. For
information unique to a particular document type, see the appropriate
chapter in this user’s guide.

All features, including procedures and shortcuts, are described completely in
onscreen Help. See “Using ClarisWorks Help” on page 1-3 if you are not
familiar with onscreen Help or how this user’s guide and Help work together.

Working with windows

Each document appears in a window, which contains standard elements for
working with applications. You also see elements unique to Clarisworks.

g:b:--mms-u-m-ms- _m_my
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control

Text ruler

[l g 1 ] i
T T‘ Y smneacn o o —— Status bar

Zoom percentage box -
Vertical pane control

Zoomcontrols ————————— I— Page indicator
Showr/hide tools control

The status bar at the bottom of the ClarisWorks window provides
information about your document.
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When you work with objects and frames, this code

changes to show the type of menus currently available Current date and time
Suiy tha Fll patiam. DA Modfed  REC | THSET 617 FM |
I | I
Displays information as you move the “Modified” means you When you record or play a macro,
pointer over a tool or menu command have unsaved changes  you see REC or PLAY here

Tip As you work in ClarisWorks, click the right mouse button to see a menu
of appropriate commands.

Viewing windows
You can view a window and its contents in different ways. For example, to

In the Help index,* see: see a drawing in detail, you can enlarge your view of it (zoom in). When you
> viewing documents finish, zoom out to return to its original size.
To Do this Example

or choose a to zoom out, or click the zoom

Zoom in or out, Click [uf] to zoom in, clickd] *

zoom percentage box and select a

ercentage ercentage.
p 9 P 9 Zoom out Zoom in
Split a window Click the horizontal pane m
vertically or control== in the upper-right | =

horizontally to  corner, or the vertical pane
display control] at the bottom of the 1 1 -IEf
different parts of window, and then drag the bar E

a document at to a new position. - +_| Dragdown

one time
| || ;I‘I I Drag right

Restore a split Double-click the vertical or 53 -
window horizontal line between the | 54|
panes. Kl a
| | Dol Feweaber Dok
L
(sl
=]
El Lopscind darka)
B 110 10
=T ol B
B 1100 [E2)
31.'“1 Hren AT
El
Double-click to restore

the window

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Basics 3-3

Arranging windows

ClarisWorks can tile or cascade open document windows so they are
In the Help index,* see: arranged neatly on the screen.
» Cascade command

To Do this Example
Tile windows ina grid ~ Click on the
Default button bar,

or chooseTile from
the Window menu.

Cascade (layer) windows  ChodZscade from
the Window menu.

Arrange minimized ChooseArange Icons
ClarisWorks documents from the Window
neatly at the bottom of themenu.
ClarisWorks window

Arranged icons

Tip To bring a document to the front, choose its name from the
Window menu.

*  Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Going to a page

To go directly to a page, double-click the page indicator at the bottom of the

In the Help index,” see: window, type the number of the page you want, and then@fick you
> going to a page don’t see the page indicator, cho®sage View from the Window menu.

(100 [.u]udlET[ Page 1 [15

Page indicator

Using the tool panel

The tool panel contains icons that represent the tools used to work in

In the Help index,* see: ClarisWorks. You use these tools to paint images, draw objects and frames
> tools (a special type of object), and change the appearance of objects and frames.
(For more information on frames, see the next section.)

Use the arrow pointer to
select, move, and reshape Use the text tool to create
objects and frames e | A text frames and type text
Use the spreadsheet tool to CEArd Use the paint tool to create
create spreadsheet frames aint frames
p S p
[ ]
o Q Use the drawing tools to draw
o s objects in documents and frames
Use the painting and drawing | .
tools to paint images in a ] =)
paint document or frame ==
)
[l B
E:E g
HIIR Fill sample
o | Use the fill sample and
Pen sample il | palettes to select the fill color,
J EEI pattern, gradient, or texture
for objects and images
Use the pen sample and HE
palettes to select attributes ==
for lines and borders of

objects and images

If you don't see the tool panel, click the show/hide tools cofg=p! or
chooseshow Tools from the Window menu.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Using the button bar

When you open a ClarisWorks document, you see the button bar at the top
In the Help index,* see: of the document window (below the menu bar). The button bar saves time
» button bars by providing shortcuts to activities that would otherwise take several steps
to complete. The button bar is preset to include buttons for some common
ClarisWorks actions.

Clasiroskn 5.0 - [ursided CWE PP

Ed Fomyal Fool Sim dpe Ol rcos Haip .-.IIJ.EI
Clk tosee optons——- | ) &3 i 2 0 ) = ) 5 o o 24 2 3 31 21 ) 2] w6l &6
button bar ﬂﬂﬁﬂﬂﬂﬂﬂﬂ !lﬂ!jﬂ
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, Ia tr Tn

The Default button bar for word processing documents

To change the way you work with the button bar, you can:
= show or hide it

= change its position

= customize its appearance

= add or remove buttons

= create your own buttons to perform the tasks you choose (see “Creating
and editing custom buttons” on page 9-28).

There are several preset button bars. You can switch to a different one or
create your own button bar. For more information, see “Creating your own
button bar” on page 3-7.

Switching button bars

You can display only one button bar at a time, and the buttons on the button
bar change depending on the type of document. The Default button bars
include buttons for the most common actions for the current document type.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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ClarisWorks provides specialized button bars. For example, the Assistant
button bar includes all the Assistants for the document type. To switch to a
specialized button bar, choose the name of the button bar you want to display
from the[=] menu on the button bar.

Showing, hiding, and positioning the button bar

ClarisWorks is preset to show the button bar above the document window.
To hide or show the button bar, choafiie Button Bar or Show Button Bar from
the Window menu.

You can position the button bar above, below, or to the left or right of the
document window, or as a floating palette. To change the button bar, drag it
so it becomes a free-floating palette. To change its size, hold the mouse
button down over the lower-right corner of the palette, and then drag the
corner diagonally until the button bar is the size you want. To change its
position, drag it to where you want it to go. You can also chiudtse Bar

Setup from the[=] menu on the button bar, and then choose an option from
the Position pop-up menu.

Customizing the button bar

To customize the button bar, cho@stion Bar Setup from the[=] menu on the
button bar, and then choose one of these actions:

To Do this

Increase or decrease the numbeFype a number for rows or columns, up to 20.
of rows or columns of buttons

Show or hide the palettes or In the Show Popups and Indicators areas, select or deselect
pop-up menus on the button baroptions.

Tip To move a button to a new location on the button bar, hold down
Ctrl+Alt and drag the icon to where you want it.

Adding and removing buttons

In the Help index,* see:
» buttons

To add or remove buttons, chodsButton Bars from theE menu on the
button bar. In the Edit Button Bars dialog box, choose the name of the button
bar you want to edit, and then cliikdify. In the dialog box, add and remove
buttons, and then clicBK.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Double-click a button to
add it to the button bar

Select a button to add or
remove and then click to add or
remove the selected button

Basics 3-7

Select a category from which you
want to add or remove buttons

Echit [helill Button Ba

— Shows a brief
description of the
button’s purpose when
you click a button

Note The buttons you see in the button bar depend on the type of document
or frame you're working in. For example, you see the button for rotating
objects 90 degrees only when you're working in a paint document or frame.

Creating your own button bar

Using palettes

In the Help index,* see:

» palettes, types
» palettes, using

You might want to create a new button bar with the buttons you use most
often. To create your own button bar, cholkeseButton Bar from the[=] menu

on the button bar. In the New Button Bar dialog box, type a name for the
button bar, add buttons, and then cligk For information on adding and
removing buttons, see the previous section.

A paletteis a window with options you can apply to documents, frames, and
objects. You can open and close palettes, such as the fill, pen, library, and
stylesheet palettes.

Note You can resize some palettes, such as the library and stylesheet
palettes. To resize a palette, hold the mouse button down over the lower-right
corner of the palette, and then drag the corner diagonally until the palette is
the size you want.

* Choose Index from theHelp menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Click to view the palette
and select an option

Fle B Fomy Spwege Do 'aivedoss  Hepe =] =
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47 .
—— CCIItCrII<+tcciigll<ocsﬁ)§:§ gﬁlgggn palettes)
e (
o
5| Drag the palette

onto the working
area to keep it open
while you work

Use the

I=

To For more information, see

Fill palettes

Fill an object with a color, “Changing the appearance of objects” on
pattern, gradient, or texture page 5-9

Pen palettes

Change the color, pattern, or
width of a line or an object’'s
border, or add arrowheads to a
line

Library palette

Add ClarisWorks clip art to d'Using libraries” on page 3-17
document, or store items that
you want to reuse

Mail merge Merge database information “Merging data into documents (mail
palette with a word processing or  merge)” on page 9-19
spreadsheet document, or a
text frame in a draw document
Stylesheet Create, apply, and edit styles“Using styles” on page 9-5
palette for formatting text,

paragraphs, spreadsheets,
outlines, and graphic objects

Links palette

Create and edit links “Creating links” on page 9-1
(document links, URL links,
and book marks)

OLE Tool
palette

Edit OLE objects » Object Linking and Embedding (OLE)
in the Help index
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Working with frames

In the Help index,* see:

» frames, tools
» frames, creating

In ClarisWorks, you can add different types of information (spreadsheet
data, text, and paint images) to the same document. These different types of
information are stored in special objects caftathes A frame is an object

that acts like a window to another type of document. You can draw frames
in every type of document.

To create a frame, click to select a frame tool in the tool panel, position the
pointer over the page, and then hold down the mouse button and drag the
pointer until the frame is the size you want. You can now work in the frame,
and you see the appropriate menu commands for that frame (for example,
you see spreadsheet commands when you work in a spreadsheet frame).

Tip Look in the status bar at the bottom of the application window for the

two-letter code (WP for word processing, DR for drawing, and so on) that
tells you which commands are currently available. You can also click the

right mouse button to see a menu of appropriate commands.

L b i1 | griad iy [ | B

o ¥ ]
Use the text tool to

draw a text frame Use the spreadsheet tool to
draw a spreadsheet frame

Use the paint tool to
draw a paint frame

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Working in a ClarisWorks document

This section describes methods you can use to work with most ClarisWorks
documents.

Cutting, copying, and pasting

In ClarisWorks you can cut, copy, and paste text, objects, or images within
a document or frame, between ClarisWorks documents, and between a
ClarisWorks document and another application’s document.

To Do this For this result

Copy Select the text, object, or ~ Puts a copy of the selected text, object, or
image to copy and clic[E onimage on the Clipboard. The original item
the Default button bar, or stays in the document or frame.
chooseCopy from the Edit

menu.
Cut Select the text, object, or  Removes the selected text, object, or
image to cut and clic onimage from a document or frame and

the Default button bar, or  places it on the Clipboard.
chooseCutfrom the Edit menu.

Paste Position the insertion point Places the cut or copied text, object, or
where you want to place the image at the insertion point, or the last
cut or copied text, object, or place you clicked.
image, and cIic on the
Default button bar, or choose
Paste from the Edit menu.

Note You can't paste objects into a spreadsheet cell. In a database document,
you can paste objects only in Layout mode or into a multimedia field.

Changing your mind

If you make a mistake or change your mind while you're working in
ClarisWorks, you can undo the latest change or go back to the last saved
version of your document.

To Do this

Undo your most recent action CIi on the Default button bar, or chinds&om
the Edit menu.

Remove all the changes you'veChooseRevert from the File menu.
made since you last saved the
document
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Previewing pages for printing

In the Help index,* see:
» pages, viewing
» Show Margins command

You can preview a document on the screen in page view before actually
printing it. In page view, you see the margins, headers, footers, and page
numbers, if there are any.

For information on printing a document, see “Printing a document or Help
topic” on page 2-16.

Word processing documents always appear in page view. To preview a word
processing document without margins and page guides, cbaosent
from the Format menu, and then dese$aaw margins andShow page guides.
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View without margins and
page guides

Normal view showing margins
and page guides

To preview a draw, paint, database, or spreadsheet document, choose
Page View from the Window menu.

*  Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Using rulers

In the Help index,* see:
» rulers

Change between text
and graphics rulers

=0 ﬂ

F .. '_|'| e e e e o e o
: ' I-.
Il i .

A Ll

.l

§———

Normal view é"'_ g2 W

Page view

The text ruler and graphics ruler help you measure and align text, objects,
and frames. You can show one ruler at a time. To show or hide a ruler,
chooseShow Rulers or Hide Rulers from the Window menu. To change the ruler
settings, choosulers from the Format menu, and then select the settings you
want in the Rulers dialog box.

Fluds Typm Lmity

I Trst W jackey 1 biledes

I Graphas C Pugs T Canlivess Select the unit of measure
" Pty

Dviora | OF. I Carecal
Specify the number of J I

divisions per unit

For more information about rulers, see “Changing paragraph formats” on
page 4-8 and “Using the graphics ruler and grids” on page 5-7.

Creating headers and footers

In the Help index,* see:
» headers

You can have a document display the same information at the top or bottom
of every page in a header or footer. To create a header or footer, choose
Insert Header or Insert Footer from the Format menu.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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In headers and footers you can:

= type text

= use the text ruler to set indentation, tabs, justification, and line spacing

= include other elements such as a page number, date, or graphics

For example, you can create a header to display a chapter title at the top of

each page, and create a footer to display the current page number at the
bottom of each page.

(T e The header displays the
— same text at the top of
= SRS each page
101 Cam Pag
A mmimeae mi e

E ko
T e
——— Title page contains
no header or footer
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You see the header and footer on the page when you print and on the screen
when you're in page view. See “Previewing pages for printing” on page 3-11
for more information.

To remove a header or footer, choBawrove Header or Remove Footer from the
Format menu.

Note You can divide a word processing document into sections, each with its
own distinct header and footer. See “Dividing a document into sections” on
page 4-22. Headers and footers, if any, do not appear on the first page of a
word processing document (or section) that has a title page. See “Creating a
title page” on page 4-19.

Adding a date or time

In the Help index,* see:

» headers
» Insert Date command

You can display the current date or time on any page of a document.
ClarisWorks updates the date and time with the current date and time when
you close and reopen the document.

To change the format for the date, see “Setting preferences” on page 3-20.

Important Dates and times in this documentation are shown in U.S formats,
using U.S. conventions. In English-speaking countries other than the United
States, dates and times might be formatted differently.

To repeat the date or time on every page of a document, put it in a header
or footer. See “Creating headers and footers” on page 3-12 for more
information.

To insert Do this Example
The current date or time in @lace the insertion point in the
text frame or word document or frame and choose ‘;"‘;':;d
processing document Insert Date or Insert Time from the
Edit menu. Date inserted in document or frame

Dates and times are updated
when you close and reopen the
document.

The current date or time in @lace the insertion point in the  gayised 404057
header or footer header or footer and choose
Insert Date or Insert Time from the ~ Date inserted in header
Edit menu.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To insert Do this Example

A fixed date or time (one Hold down Alt as you choose
that does not update wheninsert Date or Insert Time from the
you close and reopen the Edit menu.

document) in a text frame,

word processing document,

header, or footer

Numbering pages

You can display the current page number or page count on any page of a
In the Help index,* see: document. The page number is updated when you add or remove pages, or
> Insert Page # command change the starting page number.

To repeat the page number on every page of a document, put it inside a
header or footer. See “Creating headers and footers” on page 3-12.

To insert Do this Example

The current page Place the insertion point in the Fax Cower Shoal

number or page countdocument or frame and choose . e

in a text frame or word Insert Page # from the Edit menu. E: Pitried Lokt

processing document Then seled®age Number to insertthe 1. pricsaiie ca
page number, document Page Count

to insert the total number of pagesPage number and document
in the document page count shows a range

.1

The current page Place the insertion point in the

number or page countheader or footer and chodseert Fags

in a header or footer Page#from the Edit menu. Then
selectPage Number to insert the page
number, oDocument Page Count to
insert the total number of pages in
the document.

Page number inserted in a footer

A fixed page number Hold down Alt as you choosesert
that does not update Page#from the Edit menu.
whenever pages are

added or removed

ClarisWorks is preset to paginate a document using numbers. To use Roman
numerals or letters, choose an option from the Representation pop-up menu
in the Insert Page Number dialog box.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To set the starting page number, chdamement from the Format menu,
enter a number fd3tart at Page in the Document dialog box, and then clitk

You can also number sections in a word processing document. See
“Numbering sections” on page 4-25.

Setting margins
ClarisWorks presets the margins for each type of document.

In the Help index,* see:

» Show Margins command For these document types Margins are set to
Word processing 1inch on all sides
Spreadsheet 0.5 inch on all sides
Draw, paint, database The smallest possible margin for the type of printer

you've chosen

To change the margins for a document, ch@osgnent from the Format
menu to show the Document dialog box. Type the margin widths you want
in the Top, Bottom, Left, and Right margin boxes, and then 6Kck

To show or hide the margins and page guides, select or deshelemtrgins
andShow page guides in the Document dialog box. These options are available
only when page view is on. (To turn on page view, chBag&/iew from the
Window menu.)

Changing the page orientation and size

You can change how the page is oriented in the document. You can also
In the Help index,* see: change the page size.

> paper size = To change the page size, choBs Setup from the File menu, choose
paper options from the pop-up lists, and then @ickYour paper size
options depend on the type of printer you're using.

= To change the page orientation, chorgeSetup from the File menu,
select an orientation, and then clizik

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Using libraries

In the Help index,* see:
» libraries, overview

Drag the selection
from the library into
the document

Click to see fewer options___[= | b |
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[ v

i

™ Lgedeoaps

Portrait orients the page so it's tall

Landscape orients the page so it's wide

Note Page Setup options may vary with different systems or printers. For
more information about Print Setup options, see the documentation that
comes with your computer and printer.

A library is a palette that stores items you can reuse in a document. Libraries
are useful if you want to store copies of items you’ve created. A library can
contain draw objects, spreadsheet cells, text, paint images, movies, and
frames. You can add clip art (commercially produced graphics) to a library,
or you can add items you create yourself.

Tip ClarisWorks includes several libraries with ready-made objects. If
the libraries are installed on your hard drive, you can find them in the
ClarisWorks Libraries folder in the ClarisWorks 5.0 folder.

EFSTETENEH Click to close the library
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Scroll to see more items
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* Choose Index from the Help menu and type the first few letters of the entry. Double-click the

entry and then double-click a topic.
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Creating, opening, and saving libraries

In the Help index,* see:

» libraries, creating
» libraries, opening

You create and open libraries as you do other Clarisworks documents.

To From the File menu, choose

Create a library Library, and then chooséw. ClarisWorks opens a new library and names
it Library, followed by a number.

Open alibrary  Library, and then choose a library from the submenu. If you don't see the
library you want, choos@pen, and then locate the ClarisWorks Libraries
folder (in the ClarisWorks 5.0 Folder). Select a library and €jek.

To save or close a library, you choose commands from the File menu on the
library palette.

To From the library palette’s File menu, choose
Save a copy of a library or renam8ave As
- a library
oo
Save a library you've previously Save
——— saved
Close a library Close

Tip You can open libraries more quickly if you store them in the Library
folder. If a library is in the ClarisWorks Libraries folder (in the same folder
as the ClarisWorks application), you can open that library by cholalsiang
from the File menu, and then choosing the name of the library.

Working with the library palette

In the Help index,* see:
» libraries, items in

To Do this

Add an item to a library Select the item in the document and Aditkn the
library palette.

Use a library item in a document  Select the item from the library palette antJselick
(You can also drag the item from the library to the
document.)

Find a library item Ihecessary, click the triangle in the lower-left corner of the
library palette to expand the palette. Type the item’s name
(or a partial name) in the Name box, and then Elick

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To Do this

Rename a library item If necessary, click the triangle in the lower-left corner of
the library palette to expand the palette. Select the item
in the library palette, type a new name in the Name box,
and then cliclRename.

Duplicating, deleting, and moving library items

In the Help index,* see:
» libraries, items in

g5 §1ee0

To duplicate or delete library items, or move them between libraries, select
a library item. (Shift-click to select more than one item.) To deselect selected
items, or to select noncontiguous items, Ctrl+click the items. To select every
item in a library, choosgelect All from the library palette’s Edit menu.

Select the object(s) and from the

To library palette’s Edit menu, choose
Duplicate library items Duplicate
Delete library items Delete

Move items between libraries  Cut or Copy, and then open the other library and choose
Paste from that library palette’s Edit menu. Or you can
drag library items between libraries.

Viewing library items

In the Help index,* see:
» libraries, palette

o bt
e B

Choose a command from the library palette’s View menu to change the way
items are shown on the library palette.

To From the library palette’s View menu, choose

View library items as pictures By Object

View library items as a list By Name (when you view by name, you see an item’s
scaled size)

Alphabetize items in a library  Alphabetize

Set the number of pixels used to View Options, and then type a size (in pixels) forizontal
display items on the library palettendVertical
when you view by object

Set the number of rows (when yobiew Options, and then type numbers fRows andColumns
view by name) and columns (when

you view by object) on a library

palette

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Setting preferences

You can customize ClarisWorks by setting options in the Preferences dialog
In the Help index,* see: box. Some options you set apply to the current document only, and others
» preferences apply to new documents you create. To have settings take effect whenever
you create a new document, clidhke Default in the Preferences dialog box.

Tip You can also set specific preferences in a document and save the
document as stationery that you can reuse. For more information on
stationery, see “Saving document formatting as templates (stationery)” on
page 2-10.

ChoosePreferences from the Edit menu. In the Preferences dialog box, choose
a category eneral, Text, Graphics, Spreadsheet, Palettes, or Communications) from
the Topic pop-up menu. Select options, and then BKck

Fieteiesces I “wntlled D BHE
Choose the category of ——88

options you want to set I [ - |

Fripgan Daorg  inchart
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Set options to
customize the way you ————
work in ClarisWorks iy Sulckan Optora
v 1 F aukomestioads Breoth Freshand
e Wiuss Bl Conirsnd fis "
Click to use the current: |
settings whenever you
create a document MJ ﬂj
From the Topic pop-up
menu, choose To set preferences for
General General display of alerts, warnings, settings for saved

documents, and startup settings

Text The preset font for new documents, character display (smart
quotes, invisible formatting characters, and character spacing),
and date format

Graphics Object selection, polygon closing, mouse control, and
gradients

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



From the Topic pop-up
menu, choose

Basics 3-21

To set preferences for

Spreadsheet The way the arrow and Enter keys select text and cells in a
spreadsheet

Palettes The number of colors displayed in the color palettes, and
opening and saving color, pattern, texture, and gradient palettes

Communications Default communications software




Chapter 4. Text (word processing)

This chapter explains how to work with text to produce attractive,
professional word processing documents. All text features, including
procedures, buttons, and troubleshooting, are described completely in
onscreen Help.

When to use a word processing document

Create a word processing document when you want to write and format text.
For example, you can use a ClarisWorks word processing document to:

= compose letters and memos
= create lists and outlines
= keep a personal journal

= write research papers, lesson or business plans, reports, contracts, and
meeting minutes

= write copy for newsletters, announcements, brochures, and
advertisements

15 March 1997
45 S. Webster Avenue
Santa Fe, NM 87155

Tyrone Damon
872 Newton Road
Lakewood, CO 54321

Lorem ipsum:

Lorem ipsum dolor sit amet,
consectetuer adipiscing elit, sed
diam nonn y nibs e vismod tincidunt
ut laoreet dolore magna aliquam
erat volupap.

Ut wisi enum ad minim veniam,

quis nostrud exercitation ullam
corper suscipit.

Adipiscing,

Laura Epson

Create a word processing document to contain text
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Text basics

You can work with text in a word processing document or in a text frame. In
either case, you use the same techniques, tools, and commands to enter and
format the text.

Creating a word processing document or frame

To Do this Example

Create a blank ChooseNew from the File e ——
word processing  menu, clickWord Processing, and JE“EF_.]‘:':; T

» frames, creating document then clickOK. a1~ b TR e |

> Opening Or, click & on the Default —

button bar. (If you don’t see the

button bar, choosghowButton A word processing document
Bar from the Window menu.)

In the Help index,* see:

Create a text frameSelect the text tod% (choose e or
within another type Show Tools from the Window
of document menu if it isn’t visible). Then,

S

drag the I-beam pointer 5 @ *
diagonally in the working area "“*! e

iy

of the document to draw a text
frame, and begin typing.

| insiyinaien HiE

(|n a word processing Atext frame in a draw document
document, hold down the Alt

key as you draw the frame.)

About the word processing window

When you open a word processing document, you see the word processing
menu bar, button bar, text ruler, page guides, anohdeetion point.The
insertion point is a short, blinking vertical line that shows where text appears
when you type or insert text.

In the Help index,* see:
» drawing, tools

» rulers

» word processing

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Word processing menus 1

e T = "
= B DN e S B GG A A || ocessing documents
Rt : and text frames
Text ruler o3 : T E
Text insertion point —— Margin

Page guides

Text in a word processing document looks the same on the screen as it does
when it's printed.

Working with text frames

Use a text frame when you want to add a block of text to a spreadsheet, draw,
or paint document, or to a database document in Layout mode. (You can't
create a text frame in a database document in Browse, Find, or List modes.)

In the Help index,* see:

» frames, creating
» frames, working in

+ ot ool When you finish working with the text inside a text frame, click outside the

frame to make the frame’s handles reappear and to restore the main
document’s menu bar and functions.

When you draw a text frame in a word processing, draw, spreadsheet, or
database document, you can move, resize, or reshape the text frame. Select
the arrow pointer on the tool pal&  and select the text frame. To resize or
reshape the text frame, click a corner handle and drag it to a new position.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Typing text

In the Help index,* see:
» deleting, text

» text, shortcuts

» undoing actions

[

-
F

CoMEE R EE
sl P STE:

gaF — Draga handle to resize
ClarisWorks 1997 g

or reshape the text frame

Draw document with a text frame

Note If you create a text frame and then click outside the frame before you
enter text, the frame disappears.

To type text, place the pointer where you want the text and click the
mouse. Then:

To Do this

Type a paragraph Begin typing the text. Don't press Enter when you
reach the end of a line—ClarisWorks wraps the
words to the next line.

End one paragraph and start another Press Enter once to end the paragraph. Press Enter
again to insert a blank line.

Move the insertion point Move the |-beam pointer to where you want to
insert text and click. (You can also move the
insertion point by pressing an arrow key.)

Use a line break (or soft return) to endHold down Shift and press Enter.
one line and start another without
creating a new paragraph

Insert a non-breaking space to keep twédold down the Ctrl key and press the Space bar.
words on the same line

Delete the character to the left of the Press Backspace.
insertion point

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Typing equations

In the Help index,* see:
» Equation Editor

You can use Equation Editor to add equations to a ClarisWorks word
processing document or frame. (Equation Editor, an application by Design
Science, Inc., is installed on your hard drive with ClarisWorks.)

To add an equation at the insertion point of a text document or frame, choose
Insert Equation from the Edit menu. You see the equation editor, which you can
use to add the mathematical components to build the equation. To edit an
equation you've already created, double-click the equation, and then make
your changes in the equation editor. For more information, cliqasien

Editor Help from the Help menu.

Note When you finish adding an equation, you can format (move, resize,
rotate, and so on) the equation as you can with a draw object. See chapter 5,
“Drawing,” for more information about working with draw objects.

Selecting text

In the Help index,* see:
» selecting text

Before you can change text, you must select it. To select text, move the
pointer to the beginning of the text you want to select, and then drag to the
end of the text.

Lo i dodat
e D v g

Selected text

praesent Daptatam sl
dil ol auge dus

You can also select text by using the following methods:

To Do this
Select a word Click twice on the word.
Select a line Place the pointer in the line and click three times.
Select a paragraph Place the pointer in the paragraph and click
four times.
Extend a selected range of text dH(I)'Idkdown the Shift key, move the pointer,
and click.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



4-6 ClarisWorks User's Guide

To Do this

Select everything in a document or frame Chdeket All from the Edit menu.

Select a text frame as an object Select the arrow pointer and click the text frame.

(When you select a text frame as an object, you
can change the appearance of the text inside.
Changes you make while a text frame is selected
affect all the text in the frame.)

Cutting, copying, and pasting text

Once you've selected text, you can cut or copy it to the Clipboard and paste
In the Help index,* see: it elsewhere in the document (or in a different document or frame). See
» copying, text “Cutting, copying, and pasting” on page 3-10.

Tip To move text quickly, select the text you want to move, hold down
Ctrl+Alt, and then click where you want to move the text.

Showing formatting characters

When you press certain keys, such as the Space bar or Tab or Enter, you
In the Help index,* see: place special characters in your document, cétledatting characterghat
» invisible characters contain instructions for formatting your text.

ClarisWorks is preset to hide formatting characters. However, it may be
easier to edit with formatting characters visible. For example, you can find
where you typed two spaces together (where you want only one), and then
delete the extra space.

To show formatting characters, cho8gferences from the Edit menu, choose
Text from the Topic pop-up menu, and then sedeaw Invisibles. To hide
formatting characters, desel&bow Invisibles. To show or hide formatting
characters as you work, clif§ on the Default button bar, or type Ctrl+;
(semicolon). For more information, see “Setting preferences” on page 3-20.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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,7 Space character
195!

* 12 ki
&

Wiris B i LR D —— Return character

34 A S Saurmird

5001 PR A S

Franc

Note Formatting characters never appear in the printed document.

Changing text appearance

In the Help index,* see:
» modifying text

You can change the appearance of text in your document by applying
different fonts, type sizes, and colors. To change the appearance of
characters, you can apply various text attributes using commands in the

word processing menus or button bar. If you don't see the button bar, choose
Show Button Bar from the Window menu.

To change Select the text or frame and choose

The font A font from thdas= 7| pop-up menu on the
button bar or from the Font menu

The size A point size from ti1z_=] pop-up menu on the button

bar or from the Size menu

The attribute (such as bold, italicAn attribute from thdz =] pop-up menu on the button
underline, subscript, superscript,bar or from the Style menu
superior, or inferior)

The color A color from th{®] pop-up menu on the button bar
The style Astyle from th(&=______ =] pop-up menu on the
button bar

*  Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Tip You can creatstyles—combinations of formatting information—and

In the Help index,” see: apply the styles to text with a single click using the stylesheet palette. (To
> styles show the stylesheet palette, cl[&  on the Default button bar, or choose
Show Stylesheet from the Window menu.) For example, if you create a

style calledBold, Italic, you can apply it to text any time you want. When
you change a style, all the text with the same style also changes. For
information on creating and using styles, see onscreen Help and “Using
styles” on page 9-5.

Select the text you want to change

Leratn Gt amet Loram. sl aldarsit st
Before After
T .
[Tl
Then click to apply a Trs
style that you've created - .
Tt i P —— Properties of the
Tl iz style Bold, Italic

= M | _owa |

To see a style’s properties, click
Edit, and then select the style

Changing paragraph formats

Each paragraph has a particular format (indentation, tab settings, and line
spacing). The text ruler indicates the format of the current paragraph (the
paragraph that contains the insertion point). Using the text ruler or the
Paragraph dialog box, you can change the format of paragraphs before or
after you type them. ClarisWorks is preset to show the text ruler in a word
processing document. If you don't see the ruler, ch8laseRulers from the
Window menu.

In the Help index,* see:
» rulers

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Paragraph and
outline labels

Left margin marker (drag —

top part only

First-line indent and left margin
marker (drag bottom part only)

In the Help index,* see:
> styles

-
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Line-spacing controls Column controls

Alignment controls Tab markers

M B & W= W
T T3 | !3 L L | Ta T

|~ B L | | E LI |

iirst-line indent marker Right margin marker

To display the Paragraph dialog box, chd@sagraph from the Format menu.

Tip You can use preset paragraph styles supplied by ClarisWorks, or
paragraph styles you create, to change a paragraph’s formatting in one step.
For example, you can apply a style to format paragraphs with hanging
indents and bullets in the margin. To show the stylesheet,ick  on the
Default button bar (or choo$how Stylesheet from the Window menu). Then
select the paragraphs to format and dtidkt. (To format a single paragraph,

click anywhere in that paragraph and clolket.) For information on

applying styles or creating your own, see onscreen Help and “Using styles”
on page 9-5.

Lisein g Lixceinn igenin
+ [shoa s e
Select the text you want—| H et
to change OO [N HOOAERnT i
Before After
EE——
[T I t®6 00000
Propasmid
L V—
Then click to apply— =3 EEr——— )
a preset spt‘;/I)el “as. La% maasn s e T Properties of

o Tl Lk | Bl

the style Bullet

I
To see a style’s properties, click
Edit, and then select the style

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the

entry and then double-click a topic.
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Setting and changing tabs

In the Help index,* see:
» tabbing

Use tabs when you create tables or need to control hoadigxs (lines up)

in a document. The text ruler has preset left tabs every one-half inch. (Preset
tabs do not appear on the ruler.) You can move the tabs to different locations,
remove tabs, add tabs, and use different tab alignments. When you set tabs,
any preset tabs to the right of the tabs you set remain effective.

To set tabs, select all the paragraphs you want to change. Then, click the type
of tab marker you want and then click a position on the text ruler.

To remove a tab, drag the tab marker up and off the ruler.

Click one of these tab markers and drag
to the ruler position you want
Right tab marker

Left tab marker ~ Center tab marker Align-on tab marker with fill character

CEERE Q| e - =

Fle T 1T 1T 1 T T T T
z A : o A" LA T

SRR 0 e LK coec it 1218 S T .
T LIV AP R by 1.5 A LV 42
|Fidgra ICT ] magna  23E R 2]

To set the fill character, double-click the tab marker

Indenting paragraphs

In the Help index,* see:
» indentation

To change the indentation for a paragraph, position the insertion point in the
paragraph and drag the first-line indent marzer , left margin mgker , or
right margin markers to a new position on the text ruler.

;lllll.?'

Iy £ LT kg T
e

E|==&=

LI Al &l i i
il LU i o &

0 s ol s
1T ST ]

Learsd i o L o0 b e
S L SRS Ul

i A | i
DRI G S OO

LOres i 540
el DA el il

Dhies it | i
By - s ST

To make a hanging indent,
drag the left margin marker
(grab the top part only)

To indent the first line of
a paragraph, drag the
first-line indent marker

To indent a paragraph, drag
the left margin marker (grab
the bottom part only)

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Tip for hanging indents After setting up your tabs, you can set apart hanging
indents by typing a character, such as a number or bullet, in the margin to the
left of the paragraph. (To type a bullet, hold down Alt and then type 0149 on
the keypad.) Press Tab, and then begin typing the paragraph. To type other
special characters, use the Windows Character Map. For more information,
see the documentation that comes with your computer.

Adding bullets, numbers, and checkboxes to paragraphs

In the Help index,* see:

» bulleted lists
» labels, paragraphs

ClarisWorks comes with a series of special characters—qadiedjraph
styles—that you can use to convert paragraphs to lists, such as bulleted lists,
numbered lists, and checklists.

Satnrday's trip Wosbland Chidws Clirgs Sexmsedula
& Call Lnda Click to check —ar Arrange decodalins 1. Eaglizh
& Pk off items of SHOP 107 GO0 e 3 Hisnaey
& Call oted o Wrap gt i fmamistey
& Thkwis oilides Eruit 4 Franich
Tty S Literature
& Chack pariiig
W Pok up lanidey
Bulleted list Checklist Numbered list

Tip If you want to label most or all of the paragraphs in a document, use an
outline style. See “Outlining” on page 4-13 for more information.

To create a list, select one or more paragraphs and cli*=the pop-up menu on
the text ruler and choose a paragraph style. Or cRaagaph from the Format

menu, and choose a paragraph style, sudlileisCheck Box, or Numeric from the

pop-up menu, and then clioK. If you don’t see the paragraph label on your
text, type a number (such as .25)lfgirindent in the Paragraph dialog box.

To reordetabeled paragraphs, click to the left of a paragraph label and drag
the paragraph to a new place in the outline. (Or chodseaommand from
the Outline menu.) In an ordered list, ClarisWorks relabels the moved item.

1. Truis aukem [T T
+! Cisahalner 2
| TR 5. Consectutusr
Before After

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Aligning paragraph text

To align a paragraph, place the insertion point in the paragraph and click an
In the Help index,* see: alignment control on the ruler.

» text, alignment

HisRIi e R E] TNFRTin Wi il b1 et Lpasa s binpd = penamard | opiio Wharalti pmamni Tyl

ol il F bl e TR 3 S ==l dnbirar papm srxm il dademi

Anis Jalge e (v DgEd G koo e Fapah brxrdcion w Swpsi ey xn dak W

oolls P A Lopen [ willa (sriis. Loso ipsimn s faciin. Lomm Eras i cralls Pacdlixd

T 3 A1 DA T Ao B a1, BRI TR dodar aft wxa i, corsec i lomm pran dakor

mlipsoing eli, =l dim s plearing w1, 3 i adipbrrg ol , md diss T EEEi, oo
h L4 iy
alan, sl diem

Aligned left @ Centered E Aligned right E Justified E

Changing line and paragraph spacing

To set line spacing, click the decrease spacing or increase-spacing control on
In the Help index,* see: the ruler, or the alignment buttons on the button bar.
» paragraphs

Line-spacing indicator ————— L‘i“.l'&fﬂd:‘i’-&t“ﬁm ikl reend Lupd aron 22l
=[ 151 5] Foguivmle farlis Lo AHeRx st dula ik
AR BUIIT AL P, VR gl wils el Lo
i ; L L €, ed dam :
Decrease-spacing control Increase-spacing control s gt KT M R, )

e dipharing €17, 20 dion

Single-spaced text Spacing increased to 1.5 lines
Tip Double-click the line-spacing indicator to display the Paragraph dialog
box and change the unit of measure.

To set the spacing between paragraphs, chaggeph from the
Format menu.

Type the number of units you

want before the paragraph
Lakirgrt B Llrafperg i [Lraz R =l
Foel L. for fuamfree | |Lees ) _:I Choose a unit of
Aigh Indent- Fr osedls [ m .:I measure from a

pop-up menu

Labet s ] s | [ =
gooy | [ OF ] _Cocal |

Type the number of units you
want after the paragraph

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Copying text ruler settings

In the Help index,* see:
» rulers

Sorting paragraphs

In the Help index,* see:
» Assistants

Outlining

In the Help index,* see:
» outlines

After setting tabs, indents, and line and paragraph spacing, apply these
settings to new or existing paragraphs by copying and applying the ruler.

= To copy the ruler, place the insertion point in a paragraph that has the
formats you want, and clids§  on the Default button bar, or cheapge
Ruler from the Format menu.

= To apply the ruler, place the insertion point in the paragraph you want to
format, and clicks§| on the Default button bar, or chokpsly Ruler from
the Format menu.

You can use the Paragraph Sorter Assistant to sort (reorder) paragraphs
alphabetically, numerically, or by date in a word processing document or
text frame.

To sort paragraphs, select the paragraphs you want to sort and then choose
ClarisWorks Assistants from the Help menu. SeleRdragraph Sorter, and then click

OK. Then select how you want the paragraph sorted. ClarisWorks sorts the
paragraphs based on the selected text or the contents of the entire paragraph.
See “Creating a document” on page 2-1 for more information about Assistants.

An outline summarizes the major ideas of a written wotkjics (major
headings) andubtopicqsubordinate ideas). You can indent the subtopics to
different levels to show their relative importance in the outline.

As you're organizing your ideas, move topics up or down to change their
level. Hide (collapse) subtopics to highlight main ideas and show (expand)
subtopics to focus on small details.

ClarisWorks provides three preset outlines for you to use. You can modify

the preset outline or create new outline styles. For information on modifying

styles, see “Modifying an outline style” on page 4-17. To create a style, see
“Using styles” on page 9-5.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Paragraph and
outline labels

Chagk Pus
Hpreprd
Laplr

Luthr Cagn
Latigr
Fomrar i
Pomrar ey
Poarsn

In the Help index,* see:

» topics, outlines

1. Plaaaag l F‘l:nmn._' & PLanding
11 F'.':.'!:Ci‘ 2 F'-:":Ill-li -!FIJI'IJII'I':_
A Grass 2 I Gragis e raits
B Lo B F Faams # Loass
1. Dnstatutssna P —— i vt efeal
Z ifowarnmenl 222 Goversacari e Erirrai L
% Private Setor | BT et St Pravates Sechor
111. Buitding 4 E"‘.:'dln'.- & Buitdiag
Harvard format Legal format Diamond format

You can add an outline at any point in a text document or frame by choosing
an outline label from the pop-up menu on the text ruler. To format existing
text as an outline, select the text and choose an outline label. When you're
finished typing the outline, you can begin typing paragraphs again by
choosing a paragraph label from pop-up menu on the text ruler.

See the next section for more information about creating and adding topics
to an outline.

Tip If you want to organize your thoughts, but you don’t want to create an
outline, you can create a list, such as a bulleted list or checklist. See “Adding
bullets, numbers, and checkboxes to paragraphs” on page 4-11.

Creating an outline

To create an outline, choose an outline label fron*=]e pop-up menu, and
then type the first topic. To add another topic at the same level as the current
topic, press Enter. To add another topic indented to the left or to the right of

the current topic, choos$ew Topic Left or New Topic Right from the Outline menu.

==
L]
Drigrmoad

Dl 1. Flunming 1. Flanming L. Plasning

k P 10 Fandi
Choose an outline label —— iR 1. Fundtng A -.‘?ﬁ-u]

Lapiyr
Legl
'{:::: Tapa First topic New topic New right topic
Fomrar i
P Cary

| Limer

To create a new line without a label, press Shift+Enter. This is especially
useful for creating a blank line within a numbered list without affecting the
sequence of numbers.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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1. Plamimireg i
ILait tham this powid tece thivk fetmthi. ——— Unlabeled line

11, Fareils
" |_‘.$|'\-|.|5
B. Loang

Modifying and removing outline labels

To change the outline label for specific topics, select the topics and choose
the format you want from tH*=] pop-up menu.

[. Flannirg [ Pk,
L. Furett [T Foidifg
A o adis
1] & Loans
Harvard labels Diamond labels

To remove an outline label (such as the Roman numeral in a line of a
Harvard-style outline), select one or more lines and chidmsé&om thel*= ]
pop-up menu.

[. Flanimineg 1. Flurarcireg

[[. Furet 1l. Furdin
- rnis
n Loans

Harvard labels No labels
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Rearranging outline topics

To move topics Do this Example (before and after)
. * . Left or right Select the topic and choose # st : 'f:I“:
In the Help index,™ see: between outline MoveLeftor MoveRightfrom the  * "' e
» topics levels Outline menu. 2. desvraman I Bernimrarsn
1 FTivane S 1 Frimwis Seciar
Move Left
And subtopics  Select the topic and choose + Gt A
up or down in  Move Above or Move Below from '
the outline the Outline menu. You can
also drag topic labels up and W Freaix
down to reorder topics. . . .
Move Above Subtopics move with topic
Up one level Select the topic and choose# st i
Raise Topic from the Outline  ~ L"'_“_ e mammanry
menu. 2. Jrierarnamt 2. Frivils Seclor
1. Frimnsie e freiiatiansi |
Raise Topic

Collapsing and expanding outline topics

: T You can collapse (hide) or expand (show) subtopics to highlight main ideas
In the H?'p index,™ see: or show more details. When the subtopics below a topic are collapsed, the
> collapsing topic’s paragraph label changes as follows:

= text labels, such as Roman numerals, numbers, and letters, are underlined
(you don’t see the underline character when you print)

= diamonds change from black to gray

Tip To collapse or expand an item quickly, double-click it.

To Do this Example (before and after)
Collapse a topic Select the topic or outline and s, i . DD

or outline so that chooseCollapse from the e ¢ B
subtopics are  Outline menu. % Gowermmat

hidden 5 Privule Sechod

Expand a topic Selectthe topic oroutlineand , _ o

or outline so that chooseExpand from the . B Lo
subtopics are  Outline menu. L st
VlSlbIe = LedPEITimenl

5§ Frivals Seler

*  Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To Do this Example (before and after)
Expand the Click in the topic or select the ! iz

current topic or entire outline. Choosxpand e

an entire outline To from the Outline menu, B Lean

to a specific  and then type a number in the i s
level dialog box. i Py

Outline expanded to
level 2 subtopics

1. Buildirg

Outline fully expanded

Collapse or Select all the topics inthe I Fammmg F Pl
expand all topics outline, hold down Alt and ;1 pases A Goexhs
in an outline chooseCollapse All or Expand All B Lo

from the Outline menu. Collapsed outline en

11 Budding

Expanded outline

Modifying an outline style

In the Help index,* see:
> styles
» styles, editing

You modify an outline style by changing teoperties(formatting options)
in the stylesheet palette. For more information about working with styles and
the stylesheet palette, see “About the stylesheet palette” on page 9-6.

To modify an outline style:

1. Click [5] on the Default button bar, or choStew Stylesheet from the
Window menu.

2. Click Edit on the stylesheet palette.
The pointer changes g

3. From the scrolling list on the left, select the name of the style to modify (for
example, selettarvard or Legal).

4. Click the arrow next to the style’s name, to make it point downward.
5. In the scrolling list on the left, select the outline level you want to modify.
6. Change the properties of the outline level.

You change a style’s properties using the document controls you'd
normally use to format text and objects (such as the tools, palettes, ruler
controls, and menu commands). For example, you may want to change
the indentation, line spacing, and the font size.

7. Repeat steps 5 and 6 for any other levels you want to change.
8. When you finish, clicloone on the stylesheet palette.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Creating tables

In the Help index,* see:
» Assistants

» spreadsheets, tool

> tables

There are several ways to create a table in ClarisWorks word processing

documents. You can:

= use the text ruler to set a tab for each column (after you enter the text, you
can convert the tabbed table to a spreadsheet frame using a shortcut)

= draw a spreadsheet frame that contains the number of rows and columns
you want, and then enter the text

= use the ClarisWorks Assistant for making tables, which sets up a

spreadsheet frame for you

Tab stops
: ]
-=|=|-| |=|_|- |:| o - N - |I:I|||!
CRBAMEES AR g 1 | Cik | e
1 . Lorem B Fmum
:ﬂ::n'!; '.I;“-;:-- :HH::. wdpecing  seddem  alquam
sukamad [reee, T :
| I
Tabbed table Table in a spreadsheet frame

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the

entry and then double-click a topic.
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Creating a titl

In the Help index,* see:
> Cover pages
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Use any of the following methods to make a table:

To make a table Do this

By setting tabs Use the pointer to drag tab stops to the text ruler. See “Setting and
changing tabs” on page 4-10.

To convert the tabbed table to a spreadsheet frame, select the text in
the table and clicﬁ on the button bar. See “Using the button bar”
on page 3-5.

By creating a Select the spreadsheet t{&]  from the tool panel and drag the
spreadsheet frame spreadsheet pointer diagonally. (If you don't see the tool panel,
chooseShow Tools from the Window menu.)

To make the spreadsheet frame move along with the text when you
make changes in the document, insert the spreadsheet frame as an
inline object, as if it were a character in the text. For more

information, see “Adding pictures and frames to text” on page 4-31.

For more information abut creating and using a spreadsheet frame,
see “Spreadsheet basics” on page 7-2.

Using an Assistant  Choo§#risWorks Assistants from the Help menu. Seleldbke Table and
click OK. See “Creating a document” on page 2-1 for more
information about Assistants.

You can change the design of all or some of the pages in a document by
formatting text in columns, putting text in tables, and adjusting page and
column breaks.

You can also add headers and footers to pages and show the current page
number, date, and time in the document. See “Creating headers and footers”
on page 3-12, “Adding a date or time” on page 3-14, and “Numbering pages”

on page 3-15.

e page
If you've added a header or footer to a word processing document, you can
create a title page so that the header or footer doesn’t print on the first page.

To create a title page, chodsetion from the Format menu. In the Section
dialog box, selecititle Page, and then clicloK.

For information on creating more than one title page in a document, see
“Dividing a document into sections” on page 4-22.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Creating and changing columns
You can arrange text in multiple columns on every page of a document. As

In the Help index,* see: you type, text flows from the end of one column to the beginning of the next.
» columns, text When you make changes to the width or number of columns, the text adjusts
accordingly.

Note You can set up different column formats from page to page, or on the
same page, using sections. See “Dividing a document into sections” on
page 4-22 and “Varying the number of columns on a page” on page 4-25.

Lorem panridaler  frnpi mals decikrin e
rokiy i coroag i, vET EmraE T G
al e dalors blaral i prarei v i
faogist redls voa ri | gk ol dakeE
facilivir st vuremr  pnpsadui. UH wind
pipcre. Qe bHeradii | pron el miwis
ErarEEi paar baniyem Tn dism.

Text formatted in columns

To specify the number of columns in your document or text frame, choose
Sectionfrom the Format menu, type the number of columns, and therdglick
You can specify up to nine columns, their widths (equal or variable), and the
amount of space between each one.

To add or subtract columns of equal width, click the increase-columns or
decrease-columns control in the text ruler.

Click to subtract columns —[@] 1 Jm]— Click to add columns

Shows the number of columns

Important If your document already contains columns of variable width,
clicking the increase-columns or decrease-columns control changes them to
equal width.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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You can change a column’s width and the space between two columns by
using the mouse to drag tbelumn guidgborder).

To Do this Example

Change a Press Alt and move the pointer Lamsm tpes= foisr i sl fa il w
column’s width  preciselyovera Column guide e toim w45 Liein poe o1 bt

fongii pels varar | Fograreom ol dolexi
until the pointer looks like this e | | mearapepr

+HH. Then press the mouse buttoi.

and drag right or left. Before
Lamre fprre o et T [l
dolar malers Elurd i e
CIErE] B, al e ool dalews
e dalom e wara s . LUH wind
Irapini xuls wax axrr: i Timin

After column is moved left

Change the width Press Alt and move the pointer Lomm paen s
of two adjacent betweerthe column guides until coeaugem st | ..:.. des, Ui

columns and keep the pointer looks like thisme . Frmicane | e s
uyist realle vpa bapireri Dn dismn

the space betweenThen press the mouse button anéjf

them the same  drag right or left. ore

Lequwijpanr = bambewi Dn dism
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After column is moved left

Using text frames to create columns In complex columnar documents such as
newsletters or brochures, try using linked text frames in a draw document
instead of columns in a word processing document. You'll have more
flexibility to resize text frames and place them where you want.

Breaking a page or column

In the Help index,*

» columns, breaks in

see:

Each page is preset to break (end) at the bottom of the page. Text continues
at the top of the next page or column. You can end the page or column before
it fills up by inserting a break at the insertion point.

To set a page or column break, position the insertion point where you want the
break, and then choomsert Column Break or Insert Page Break from the Format

menu. IfShow Invisibles is selected in the Preferences dialog box, you see a page
or columnzt break character where you inserted the break. (For more
information about preferences, see “Setting preferences” on page 3-20.)

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Tip To show or hide formatting characters quickly, cf[#  on the Default
button bar, or type Ctrl+; (semicolon).

To remove a break, click at the beginning of the line that follows the break
and press Backspace.

Scrolling pages

In the Help index,* see:
» pages, guides

In a multiple-page word processing document, you can scroll pages from
side to side, or one page on top of the next.

To change how the pages scroll, chdamement from the Format menu. In
the Document dialog box, selete Page Above The Next or Facing Pages Side-By-
Side, and then clickK.

Dividing a document into sections

In the Help index,* see:
» sections

In ClarisWorks, sections in documents act like chapters in books: each
section can have a different format. You can change its header and footer
text, page numbering, and number of columns. You can also place a special
title page with no header or footer at the start of a section (see “Creating a
title page” on page 4-19).

21

- 2iriuredol0r ———
] | A

paaicuem
- i ut laore GO MG Lo i

You can also divide a single page into multiple sections, each with
different formatting.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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USIMOD

Loem ipsum dolor it amet, Loem ipsum dolor it amet,
Gbsectetyer cibsectetyer

volupat. Ut wisi enim a volutpat. Utwisi enim ad
minim beniam, quis. minim bersam, quis

nostrud exerci tation ullamcor  nostrud exerci tation ullamoor
suscipit obortisnis ut dliquip  suscipit lobortisnisl ut dliquip

Duisautem vel eum iriure Duisautem vel eumiriure.
dolor dolor

vl llum dolore eu feugiat el llum dolore eu feugial

@iusio odio. etiusto odio.

 cibsectetyer =

aliquem exal volutpet. Utwisi enim ad minim beriam, quis
nostrud exerc tation ullamcorper suscipit [obortsnis! ut aliquip ex
commodo cosequat.

easten.

ros e accumsen e 1Usto odo.

You can insert sections into a word processing document only. You cannot
insert a section into a header, footer, footnote, or text frame.

Inserting and deleting a section

To insert or delete a section, clﬂ] on the Default button bar, or type Ctrl-;
(semicolon) to display the formatting characters. Then:

In the Help index,* see:

» breaks
> deleting, text
» sections

To Do this

Insert a section ~ Choodm®ert Section Break from the Format menu.
You see a section break charaBr where you inserted the section.

When page guides are visible, you see a section break line at the end of
each section. (See “Previewing pages for printing” on page 3-11.)

Delete a section ~ Select the section break charSjter  for the section you want to delete,
and press Backspace.

For more information about formatting characters, see “Showing formatting
characters” on page 4-6.

Formatting sections
A new section uses the settings of the section preceding it. To change the

In the Help index,* see:

» columns, text
» sections

format of a section, click anywhere in the section, and then ciSedise
from the Format menu. In the title bar of the Section dialog box, you see the
number of the section you're formatting.

If more than one section is selected, you see the number of the first section
in the title bar of the Section dialog box. Changes you make in the Section
dialog box apply to the first section in the selection only.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Note You cannot insert a section with the Section dialog box. For
information on inserting a section, see “Inserting and deleting a section” on

page 4-23.
Shows the number of the
section you'e formattng | -
4l Gactin Crhurre
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To Do this
Set where the section begins Select an option from the Start Section

pop-up menu.

Change the starting page number for  SelecRestart Page Number and type the starting
a section page number for the current section.

Make the header and footer informationSelectDifferent For This Section.
different from the previous section

Use different headers and footers on th&elect.eft & Right Are Different.
left and right pages in a section

Add a title page to the current section Seldleage.

Specify the number of columns in Type a number fokumber Of Columns.
a section

Vary the widths of columns (if you have Select/ariable Width Columns, and then type widths
multiple columns) for Space Before, Column Width, andSpace After.

Create a mirrored column layout (left-  SelectMirror On Facing Pages.
facing pages and right-facing pages have
the opposite column layout)

Set the width of equal-width columns Type widthsGolumn Width andSpace Between.
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Varying the number of columns on a page

If you add more than one section to a page, you can vary the number of
columns on the page. For example, to create a page with one column on the

In the Help index,* see:
top half of the page and two columns on the bottom half, add a second

» sections . . .
section to the page (set the section to start on a new line), and then add
another column to that section.
Lom lm ettt e oty e e ot
eI || SRRl
:::Wl:- ol am I uraedd of | beredeart i ol ;::t:- ol am Hurs I et in b st
e e van et ™ W rin i s v Al ot AR
Tobortrld atil m awdn Ta 8 odesospunt 3uls ke ebartmdd util yip 8 4V40 28 8 5 S0t
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Place the insertion point where [ttt et omtonm o st
you want to insert a section rviivietant ol el
§xi'£’2"‘:"£”€' 5&1’&’2’*3’3“' Insert a second
e e At column in the section
LI, BEmRInATI,
Page before section break Page after section break
: " You add columns using the column controls or the Section dialog box. Use
In the Help index,”™ see: the column controls to add or subtract equal-width columns. Use the Section
> columns, text dialog box to create variable-width columns or to enter precise column

widths. For more information on adding columns, see onscreen Help,
“Creating and changing columns” on page 4-20, and the previous section.

Numbering sections

You can place the section number in a header or footer, and have it print on
every page of the section. Doing so is useful if a section represents a chapter
in a book, and you want to show chapter and page numbers. For example,
you can show:

= a section number by itself (“Chapter 3", “Chapter 4”) or with the current
page number (“Page 3-11", “Page 3-12")

= a page number within a section (“Page 1 of 10" and “Page 2 of 10” where
there are ten pages in the section)

= the total number of pages in a section (“This chapter contains 32 pages”)

In the Help index,* see:
» Insert Page # command

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To insert the section number, the page number, or the total number of pages
in the section or document, chodrssert Page # from the Edit menu. Then
select an option in the Insert Page Number dialog box.

To assign letters or Roman numerals instead of numbers to a section, select
an option from the Representation pop-up menu.

Adding footnotes and endnotes

In the Help index,* see:
» footnotes

In the Help index,* see:
» Assistants

Annotate your documents with footnotes (notes at the bottom of a page) or
endnotes (notes at the end of a document). To add footnotes or endnotes to a
document, place the insertion point where you want the footnote reference
and choos#énsert Footnote from the Format menu. You can later change a
footnote to an endnote in the Document dialog box explained in the table on
the next page. ClarisWorks assigns the footnote an incremental number and
creates space at the end of the page or document for the footnote or endnote
text. As you type the footnote text, the document text adjusts to
accommodate the length of the footnote. When you're finished typing the
footnote text, click the main text area or press Enter on the numeric keypad.

USIMOD USiop
. . . L%‘m
Loem ipsum dolor sit amet, cibsectetyer
aduouscubg ekut, sed diam nonummy nibh evismod USIMOD
tincidunt ut laoreet dolore magna aiquam erat o
volutpat. Ut wisi enim ad minim beniam, quis Ll
nostrud exerci tation ullamcorper suscipit lobortis 9MaD ~
nis ut aliquip ex easden commodo cosequat. - ¢ e S ™!
msw“’"s i 1O 8%
Loam P g et o, 4
Duisautem vel eumiure dolor in hendrerit oo e 0
in bulputate velit esse molestie consequat, vel illum . U e o
dolore e feugiat nullafacilsis at vero eros et ecd it
acoumsan et iusto odio. 2 AP
amie e o
e TG s
Loem ipsum dolor sit ame, cibsectetyer ﬁﬁﬁﬂﬂﬁg’g"sa
‘aduouscubg ekut, sed diam nonummy nibh evismod %,‘mﬁ o
tincidunt ut laorest dolore magna aliquam erat st ;;‘“,,
volutpat. Ut wisi enim ad minim beniam, quis Lo PN sﬂnﬂﬂ“ﬂmﬂ”s .
nostrud exerci tation ullamcorper suscipit lobortis B e
nisl ut aliquip ex easden commodo cosequat. 3 i ‘M:m wﬂ;’,ﬁomﬂ“’
e C Ll
Duis autem vel eum iriure dolor in hendrerit g wm‘uueﬂ“:‘,‘;@ﬂ'f 1!
in bulputate velit esse molestie consequat, vel illum sl s M2 o
dolore eu feugiat nulla facilsis at vero eros et mh‘%s"&!gwqw"‘m‘
accumsan et iusto odio te feugait nullafaclisi. wene 7
1" Dolore magna' Aliquam erat, 1972
2"Esse’ Molestie consequat, 1987
3 Feugiat nullafacilsis
Footnotes Endnotes

If you need help adding or formatting footnotes or endnotes, use the
ClarisWorks Assistant for inserting footnotes. ChoClags\Works Assistants
from the Help menu.&ectinsert Footnote, and then cliclkOK. See “Creating
a document” on page 2-1 for more information about Assistants.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To set options for footnotes and endnotes in the Document dialog box,
chooseDocument from the Format menu. Then:

To Do this in the Document dialog box

Change all the footnotes in the document to SelectAt Bottom of Page or At End of Document.
endnotes, or change all the endnotes to footnotes

Use footnote characters other than numbers Deseleciutomatic Numbering.
(such as t or*)

Start numbering footnotes at a number other Type a number foBtart At.
than 1

When you move and delete footnotes or endnotes, the remaining footnotes
or endnotes are renumbered and the document is adjusted accordingly. To
delete a footnote, select the footnote reference and press the Backspace key.

Finding and changing text

In the Help index,* see:
» finding text

Click to match text
only to entire words

Click to match upper- and ——— ok pess

lowercase exactly

You can use the ClarisWorks Find/Change command to save time finding a
particular word or phrase in your document or to find and replace some or
all occurrences of specific text.

To find and replace text, choosired/Change from the Edit menu, and then
chooseFind/Change.

Type the word or phrase
you want to find
Click to find the next occurrence
without making a change
robask: ah
e - Ii-l Click to replace this occurrence
Chevgein [ and then find the next one

T~ Wakh gk i

Click to replace only this occurrence
and end the search
Changa 5

! Click to replace all
Type the text to be used as the occurrences at once

replacement (optional)

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



4-28 ClarisWorks User's Guide

If you leave the Change to box empty, clicking any change button deletes the
text that is found.

Once you close the Find/Change dialog box, you can find the text for which you
last searched by choosifigd/Change from the Edit menu and thé&md Again.

Finding special characters

In the Help index,* see:
» hidden characters

Using writing tools

You can search for special formatting characters, such as return characters,
tab characters, and symbols for column breaks, the same way you search for
regular text. You can also search for special text such as dates, times, and
page numbers.

To find these characters, you enter special codes in the Find box in the
Find/Change dialog box. All of these codes are listed in onscreen Help and
on the Quick Reference Guide. You can also copy and then paste special
characters from your document into the Find box in the Find/Change dialog
box.

Tip To show or hide formatting characters, c[f#f  on the Default button
bar, or type Ctrl+; (semicolon). See “Showing formatting characters” on
page 4-6 for more information.

To delete a selected formatting character or replace it with another
formatting character, use the Find/Change dialog box the same way as you
do with text.

ClarisWorks provides spell checking, thesaurus, and hyphenation services to
help you polish your writing. These are available in all ClarisWorks
documents except communications.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Checking your spelling

In the Help index,* see:

» spelling

Double-click or type
Alt+ a number to replace a
word

You can check all the text in the document, or text that you select.

To check Do this
All the text in the document Clita on the Default button bar, or choose
Writing Tools from the Edit menu, and then choose

Check Document Spelling.

A selection Select the text or text frame you want to check.
Click E on the Default button bar, or choose
Writing Tools from the Edit menu, and then choose
Check Selection Spelling.

Once you choose either command, the Spelling dialog box appears and
ClarisWorks begins checking for questionable words.

The spelling checker verifies the words you are checking in the main
dictionary, which is installed with ClarisWorks, and any installed user
dictionaries. If it does not find a word, it suggests alternatives. If the spelling
of the word in question is correct (such as the spelling of someone’s name),
you can add the word to a user dictionary by clickisag.

e annual ok faie i Friday and Sxlord sy Beweral promi e ni
thea e g oo (R o2k el v @l nnend taod Tha
Speling E

Wt e Bopdace — Clilck ttodrf_epltz?]ceI V\Qt(h rt_]he wor?
selected in the list (changes to
- Lk | Done when check is complete)

il s i——CIick to add the questionable

word to the user dictionary

Conjd v i——CIick to hide or show

the word in context

R R R
E
E

Zlsho Camzlionsbis Sgaling 13 Vords Chacked
1 Cmrrhiorsbie Veord

o T i3 16 S A ﬁmmt.iﬂ-‘lmﬂwﬂq.

Shows the questionable
word in context

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Tip If you need to check the spelling in a communications document, you
can copy and paste the text into a word processing document, and then check
spelling there. Or, save your communications document as text, then reopen
that text file as a word processing document.

Hyphenating words

In the Help index,* see:
» Auto-Hyphenate command

You can use automatic hyphenation to prevent entire words from moving to
the next line. You can also change where words hyphenate.

To turn automatic hyphenation on or off, chow&iéng Tools from the Edit
menu, and then choogato-Hyphenate.

To specify how a single word should be hyphenated, place the insertion point
where you would like the word to break and press Ctrl+ -(hyphen).

Finding synonyms

In the Help index,* see:
» synonyms

When you're searching for the best word, you can look up synonyms—
words of similar meaning—in the onscreen thesaurus that is provided with
ClarisWorks. The ClarisWorks thesaurus is a collection of more than
220,000 words organized by synonyms.

To find a synonym, select a word, cho®éting Tools from the Edit menu,
and then choosknesaurus. You see the Thesaurus dialog box.

urcadarkr
mGn  Coremn . doutt, dubsly, resfhace . rescmon. i, ey, queshon I—:I—— Select the synonym
ko e YR you want yneny
|
mm |I.mnn-| | Cacel| Beplessi————Click to replace the
I selected word
I : .
Shows the selected word (or . Click to see a list of all words
type a different word to look up) ~ If you type a different word, you've looked up recently

click to see a list of synonyms

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Changing dictionaries

To install and select additional dictionary, hyphenation, and thesaurus files,
In the Help index,* see: chooseériting Tools from the Edit menu, and then chod@slect Dictionaries.

» dictionaries

You can also create and select different user dictionaries for specialized
terms or proper nouns that don’t appear in the main dictionary.

For more instructions on changing dictionaries, see onscreen Help.

Counting words

You can count words, paragraphs, and other text elements in any type of

In the Help index,* see: document except communications. To count words, chilitisg Tools from

» counting words the Edit menu, and then chod%®d Count. A dialog box appears that displays

the number of characters, words, lines, paragraphs, pages, and sections in the
current document.

Note If you selecCountSelectionin the Word Count dialog box, you get a word
count for the current selection only.

Adding pictures and frames to text

There are two ways to place pictures and frames—such as clip art,

In the Help index,* see: spreadsheets, drawings, and paintings—in a word processing document.
» artwork, text You can insert them asline objects, so that they move along, or flow, with
» drawing, tools your text, or place them as independent objectdldaton the page and are

> libraries, overview not affected by the text.

Insert an object as an inline object when you want the object always to
appear next to specific text, or flow to the next line as you type more text.
Add a floating object when you want to wrap text around the object (see the
next section), or move the object with the arrow pointer.

LS e T 2T Larem ipaue ddor = rarr-H i
f:i ,-.,';',":3:“I :::'ﬂ'. : :.::i"-'.l r',.r'" iy A floating object has
- w four handles when you
W skt it select the object
JTAn ir;]lined?bjeﬁt has ‘"'1""-"; . ,
ik Oone handie wnen you I
bt vall oo Seloct (e object L e e st

L g = TR
s ik, i reeskn s |

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To insert an inline or a floating object in a document, first show the tool
panel (choos8how Tools from the Window menu if the tool panel is hidden).
Then:

To insert Do this

An inline object in text Selectthe text t{:&] in the tool panel, and then
place the insertion point in the text before you
pasteor insert the object.

A floating object to a document Select the arrow poi &Er in the tool panel, and
then paste or insert the object.

Once you add an object, you can change how it's placed in text.

To change Do this

A floating object to an inline object Select the arrow poil &} in the tool panel and
select the floating object. Choodg or Copy from
the Edit menu, and then select the text [ &] in
the tool panel. Then place the insertion point in
the text and choodtste from the Edit menu.

An inline object to a floating object Select the text {A&] in the tool panel and select
the inline object. Choog&it or Copy from the Edit
menu, and then select the arrow poil &

Then choose@aste from the Edit menu.

Aligning inline objects To move any inline object (except equations and OLE
objects) above or below the baseline of the text, double-click the object. In the
Descent dialog box, type the number of points (between —255 and 255) you
want the object to move. Type a positive number to move the object below the
line of text, or type a negative number to move it above the line of text.

Wrapping text around pictures

In the Help index,* see:
> text wrap

You can wrap text so that it flows around a picture or frame—either in a
rectangular shape or around the contours of the object.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Picture placed as an object with
text wrapped around it

To Do this

Wrap text around a picturePlace the picture in your document as an object (see the previous

in a word processing section). Click the picture to select it, and then chdes®#/rap

document from the Options menu. To wrap text around the contours of the
object, chooséregular. The number in the Gutter box determines
how close the wrap is to the object. You can also on the
Default button bar for an irregular wrap.

Wrap text within a text ~ Select the item you want to wrap text around and place it over a
frame linked text frame. (Select the frame and séwaiie Links in the
Options menu is checked.) With the item selected, chiegise
Wrap from the Options menu, and then chokegglar or Irregular
(or click |# on the Default button bar). For more information,
see “Linking frames” on page 9-24.

Remove the text wrap  With the object selected, choogst Wrap from the Options
effect menu, and then choolene.

Tip If the text doesn’t flow smoothly around the object, the object may be a
PICT file. (If it is, you se&ngroup Picture in the Arrange menu.) To modify

the object, select it, and then chotsgroup Picture from the Arrange menu.

If the ungrouped picture has a border, you can delete the border by selecting
the object and choosimpne from the pen width pop-up menu.
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Creating links in word processing documents

When you plan to use a Clarisworks word processing document (or a
document that contains a text frame) onscreen or on the Internet, you can
select an area of the document or frame and crditle @ connection or
jump) to a different area of the same document, a different document, or a
document or other information on the Internet.

In the Help index,* see:

» book marks
> links

To create a link in a word processing document, select text, and then create
the link. For more information, see “Creating links” on page 9-1. To create
a link to information on the Internet, see “Linking Web pages” on page 11-5.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Chapter 5: Drawing

This chapter describes what you can do with the ClarisWorks drawing tools.
All draw features, including procedures, shortcuts, and troubleshooting, are
described completely in onscreen Help.

When to use a drawing

Use a drawing whenever you want to create simple shapes, such as
rectangles, circles, lines, and polygons. You can combine these simple
shapes to create designs—such as a map or a quick sketch—in any type of
document except a communications document. You don’t need to create a
frame first.

Consider using a draw document for large drawings or for designing or
laying out a page. For example, you can:

= create layouts for newsletters, brochures, and announcements
= design a logo or letterhead

= create professional-looking forms, such as invoices and project
planning sheets

= design a border or background and create a master page to place the
border or background on every page of a presentation

= make flowcharts, or seating and organizational charts
= illustrate floor plans and furniture arrangements

Feain “Hrest

o
Eirin Syt
4 — Combine lines, text frames, and ready-made
; ) pictures to create a simple map
3
3 o 1
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Drawing basics

You use the same tools and commands any time you work with the

drawing tools.

Creating a drawing

In the Help index,* see:
» documents, creating

To Do this Example
Create a blank ChooseNew from the File menu,
draw document selectDrawing, and then clickK. =&

or, click /3| on the Default =4

» documents, opening

button bar. (If you don’t see the/*
button bar, choosghowButtonBar |

from the Window menu.) il
A draw document

Draw objects in any type
of document (except
communications)

Select a drawing tool from the | jas; aes
tool panel and drag the pointer| =1 _ig
in the document. (If you don’t ""‘
see the panel, chooSkow Tools
from the Window menu. The

frame tools appear%

Circledrawn ina
spreadsheet document

Note You can create pictures by either drawing or by painting. For
information about painting and how it differs from drawing, see

chapter 6, “Painting.”

About the draw window

In the Help index,* see:
» draw documents

> grids

> rulers

> tools

When you open a new draw document, you see the draw menus, tool panel,
andgraphics grid(a guide you can use to size, position, and align objects).

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Draw menus

Tool panel —|

1
I R al aal

Jﬂiﬂﬂﬁﬂﬁﬂiﬂlﬂﬂﬂﬁlﬂlﬂ.ﬂﬂﬂjﬂlﬂ Buttons for common

tasks in draw
documents and frames

Working area with
graphics grid

What are objects?

In the Help index,* see:
» objects, creating

Text frame (hidden border
and transparent fill)

A drawing is made obbjects—separate elements such as rectangles, lines,
and text, as well as paint and spreadsheet frames. Think of a drawing as a
collage in which you create and arrange objects of various shapes, sizes, and
colors. When you overlap objects, the hidden parts still exist.

Every object has a border (which you can hide) and a fill (the area within
the border).

Another type of object is a frame. Most of what you can do with an object
you can do with a frame as well.

Border

Using the drawing tools

In the Help index,* see:

» drawing, tools
» selecting objects

You use the tools in the tool panel to create, select, move, resize, and reshape
objects. (If you don'’t see the tool panel, start by chod®iowgTools from the
Window menu.)

*  Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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You use the first four tools in the tool panel to work with frames and objects.
For more information, see “Working with frames” on page 3-9.

Use the remaining tools in the tool panel to create and change different types

of objects.
Click to work with x LA,
frames and objects ii
e =]
Click to select a tool I IR
N =] -
-, f i
-q!.l . -
(] =] et f—————— Hold down the mouse button
B as you drag the tool
I
[
LEl
Use this tool To draw
[=] Line tool Diagonal or straight lines. To make straight lines, hold
down Shift as you drag the tool.
[E] Rectangle tool Rectangles. To draw squares, hold down Shift as you drag
the tool.
[Z] Rounded rectangle tool Rectangles with rounded corners. To draw squares, hold
down Shift as you drag the tool.
[Z] ovaltool Ovals. To draw circles, hold down Shift as you drag
the tool.
[Z5]  Arctool Arcs
Polygon tool Shapes composed of angles and straight lines
Freehand tool Curved lines, as you would draw with a pencil or pen
Bezigon tool Shapes with Bezier curves and angles. To draw a Bezier

curve, click the tool, and then release the mouse button
and drag the pointer. Click at each place you want to turn
the curve. To end the object, click twice.

H

Regular polygon tool Closed polygons with sides of equal length

The eyedroppe#] is a special tool used to pick up and apply an object’s
attributes (such as color and pattern). For more information, see “Copying
an object’s attributes” on page 5-11.
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As you use the drawing tools, keep the following tips in mind:

To Do this

Limit movement of the line, arc, Hold down Shift as you draw. (Holding down Shift also
polygon, bezigon, and regular  limits the movement of the arrow poin{fi  as you
polygon tools to 45°, 90°, and 180Aove selected objects.)

Set the number of sidesona  Select the regular polygon td&x]  and choRsygon
regular polygon Sides from the Edit menu. Type the number of sides
(from 3 to 40), and then clidBK.

Set the angle of rounded corners  Select the object and cPmsénfo from the Edit
menu. Choose an option, type a value for the angle of
curvature, and then clidBK.

Set the angle of an arc Select the object and chiodsfe from the Edit menu.
ChooseNormal to omit frame edges; chodsame Edges to
include frame edges (to make a wedge). Type values for
the position and angle of curvature, and then @ik

Use the same tool repeatedly Double-click the tool. This highlights the tool and locks
it. To unlock, select another tool.

You'll find complete instructions for customizing the ClarisWorks drawing
tools in onscreen Help.

For information on In the Help index,* see:
Closing polygons automatically polygons
Creating a custom line width pen

Changing the constraint angle for lines, rectangles, ~ graphics, preferences
rounded rectangles, polygons, and bezigons

Automatically smoothing curved lines in
freehand objects

Speeding up the gradient display

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



5-6 ClarisWorks User's Guide

Selecting and deselecting objects

An object (or frame) must be selected before you can move or change it. As
soon as you release the mouse button after drawing an object, ClarisWorks
selects the new object and adds handles.

EEEETT & — T
Handles indicate an ~|:"-TT ff % )
P o= - k____To select a transparent object,
object is selected -. e

. click the object’s line or border

An object remains selected until you deselect it or select another object.

To Do this

Deselect an object Click anywhere outside the object. (For information on
transparent objects, see “Changing lines, borders,
colors, patterns, and textures” on page 5-9.)

Select a deselected object Click the selection[[E]I and then click anywhere on
the object.

Select more than one object at a tird®ld down the Shift key and click each object.

Select a transparent object Click any of the object’s outlines.

For more information on selecting objects, see onscreen Help.

For information on Inthe Help index,* see:

Other ways to select multiple objects selecting objects

Deselecting one object while several are selected

Selecting all objects of a certain type

Selecting objects within a frame

Changing the number of handles displayed on a graphics, preferences
selected object

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Using the graphics ruler and grids

Dotted lines move
with the pointer

In the Help index,* see:
» autogrid

» graphics, grid

> rulers

The graphics grid, graphics ruler, and autogrid (an alignment feature that
helps you draw or move objects in precise increments) help you size,
position, and align objects in a draw document.

o] Graphics ruler

T LA

Graphics grid
[7— Pointer

l

| AP

You can change the ruler settings, turn the autogrid off, or hide the
graphics grid.

To Choose

Show or hide the graphics grid  Show Graphics Grid or Hide Graphics Grid from the
Options menu

Show or hide the ruler Show Rulers or Hide Rulers from the Window menu

Set ruler type, divisions, and unitBulers from the Format menu, choose options from the
Rulers dialog box, and then cli€k

Move objects freely, without beingTum Autogrid Off from the Options menu
constrained to the autogrid

Turn on the autogrid so objects Tum Autogrid On from the Options menu
“snap” to the grid

Moving objects

Move selected objects with the pointer, the keyboard, or by using
menu commands.

Remember that you can usually reverse your most recent action by clicking
on the Default button bar, or choosbirgo from the Edit menu. To revert

to the most recently saved version of your document, clireaestefrom the

File menu.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Note To move objects freely, without being constrained to the autogrid,
chooseTum Autogrid Off from the Options menu.

To move Select the object(s) and Example
In the Help index,* see: Any object, Hold down the mouse button while | .
ject si including a frame dragging the object to the new gl 7 5
g obje.(‘:t Stze palgtte position. (Don’t drag a handle. If . ,E# k|
> positioning objects you do, you'll resize the object.) T
An object in small Press the arrow keys
increments @

An object by specifying ChooseObject Size from the

its location Options menu, type values in the top * | =1«
four boxes in the size palette, and ===/ [ Type here
then press Enter B |
b | - e
L [ w
:, o

Duplicating, copying, and deleting objects
Once you create objects, you can duplicate, copy, or delete them.

In the Help index,* see: _ .
» duplicating Remember that you can usually reverse your most recent action by choosing

> removing Undo from the Edit menu. To revert to the most recently saved version of your
document, choodeevert from the File menu.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To Select the object(s) and
Duplicate an object Choo®eplicate from the Edit menu
Space duplicates evenly After duplicating the object, move it immediately to a

new position. The next duplicate you create appears at the
same distance from the last copy.

Copy an object and paste it Click on the Default button bar, or chod®py from
elsewhere the Edit menu. Click where you want the copy to go and
choosePaste from the Edit menu.

Delete an object permanently Press Backspace

Delete an object and store it on Click [E] on the Default button bar, or chodag from
the Clipboard the Edit menu. Anything you store on the Clipboard stays
there until you cut (or copy) something else.

Changing the appearance of objects
Use ClarisWorks to change or fine-tune the appearance of objects (or
frames). Your changes affect all selected objects.

Changing lines, borders, colors, patterns, and textures

Use the fill palettes to change an object’s color, pattern, gradient, or texture.
Use the pen palettes to change lines and borders of objects.

In the Help index,* see:
» objects, modifying

Fill sample Pen sample

Fill color palette Fill pattern palette

Pen color palette Pen pattern palette

Arrowhead palette
Pen width palette

Fill gradient palette
Fill texture palette

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



5-10 ClarisWorks User's Guide

Your changes affect selected objects. If you choose from the fill and pen
palettes when no objects are selected, ClarisWorks applies the settings to the
next objects you create.

To choose from a fill or pen
palette, hold down the pointer on
the palette control, and then drag

the pointer to your selection

Example
To Select the object(s) and choose (before and after)

or pattern of a line or pattern palettes

Change the width, color, From the pen width, pen color, and pen D D
border
nn

Hide a line or border None from the pen width palette D

Show a hidden line A line width from the pen width palette m
or border e

Make a line, object, or  The transparent icd from the pen

frame transparent pattern palette (for a line) or the fill patterr@ @
palette (for an object or frame)

Add, change, or remove An arrowhead oPlain Line from the

an arrowhead arrowhead palette ‘\, \
Change the fill color of an A color from the fill color palette B

object or frame B

gradient, or texture of an gradient from the fill gradient palette, or a

object texture from the fill texture palette. (You
can't add patterns, gradients, or textures to
spreadsheet frames.)

Change the fill pattern, A pattern from the fill pattern palette, a I :

For information on customizing the palettes, or using custom palettes from
other applications, see “Creating custom colors, patterns, gradients, and
textures” on page 5-18.



In the Help index,* see:
> styles

Select the objects to change

Then click to apply a——
style that you created
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Tip You can creatstyles—combinations of formatting information—and

then apply the styles with a single click. (To show the stylesheet[&ick  on
the Default button bar, or chod®®w Stylesheet from the Window menu.) For
example, if you create a style calMtide Bordeyyou can apply it to objects

and frames any time you want. When you change a style, all the objects with
the same style also change. For information on creating and using styles, see
onscreen Help and “Using styles” on page 9-5.
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To see a style’s properties, click Properties of the
Edit and then select the style selected style

Copying an object’s attributes

In the Help index,* see:
» objects, copying, attributes

Use the eyedropp{z#] to pick up (copy) an object’s attributes (color and
pattern, gradient, or texture, and pen width and arrowhead settings) and make
them the current settings, without having to select them from a palette. You
can also use the eyedropper to apply the current settings to another object.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To copy an object’s attributes, select the eyedropper and click the object
whose attributes you want to copy. The fill and pen samples change to reflect
the new settings.

To apply the new settings to another object, select the eyedropper, position
it over the object, and hold down Ctrl as you click.

Resizing objects

In the Help index,* see:
» resizing, objects

To resize one or more objects or frames, use the mouse or ClarisWorks
commands.

To resize objects by Select the objects and Example

Using the mouse Place the pointer on a handle and hol~
down the mouse button as you drag a
handle. To scale proportionally, hold

. .
down Shift as you drag. .
Specifying a ChooseScale by Percent from the Arrange — SESEE==m——m=
percentage (scaling) menu. Type values in the boxes for the === ===
percentage by which to enlarge or | Hae
reduce the area, and then cl@k W
= | =|
Type here
Setting new ChooseDbject Size from the Options
dimensions menu, type values in the bottom three e,

. . : Use these
boxes in the size palette, and then it & settings to
press Enter. L reposition

1T F the object

(AT =L AT

103 ins
T i Type here

=

See onscreen Help for additional information on resizing objects and frames.

For information on In the Help index,* see:

Adding extra handles to objects to help you change  graphics, preferences
only the width or the height

Setting the angle of constraint (limitation) for the
pointer's motion

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Reshaping and smoothing objects

In the Help index,* see:
» reshaping

Connecting objects

Use ClarisWorks commands and controls to reshape objects and change their
curves or angles. See onscreen Help for more ways to reshape objects and
curves, as well as how to add and delete control handles and anchor points.

Example
To Select the object(s) and choose (before and after)
Modify the corners and  Corner Info from the Edit menu (or D ':}
ends on rectangles and double-click the object). Choose an
squares option, type a value for the angle of
curvature, and then clidk.
Modify an arc Arc Info from the Edit menu (or double- -«..1 D

click the object). Choose an option for
omitting or including frame edges (to
make a wedge), type values for the
position and angle of curvature, and
then clickOK.

Reshape arcs, polygons, Reshape from the Arrange menu. Use the _

regular polygons, reshape pointes to drag the anchor »
bezigons, and freehand points to new positions. Then choose %
shapes Reshape again. ¥ [

Change the bend of a  Reshape from the Arrange menu. Click ¢ 4
curve in a bezigon or an anchor point on the curve to chang %‘F—
freehand object and drag either end of the control ™
handle. Then choodgeshape again. :
4— Control handle

— Anchor point
Smooth out or restore  Smooth or Unsmooth from the Edit menu o 0
sharp angles of a polygon, .
bezigon, or freehand -
shape :

When you want to make an intricate design with many curves or angles, you
can connect a series of shapes. You can connect any combination of freehand
shapes, polygons, regular polygons, and bezigons.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



5-14  ClarisWorks User's Guide

Start by creating the two objects you want to connect. Then select one of the
objects and chooseshape from the Arrange menu. You see anchor points
on the object and the reshape pointer.

Anchor point
Reshape pointer —— _pw

W

Objects to be connected
Choose Cut or Copy from Example
To the Edit menu, and then (before and after)
Connect the end of one Select the second object and cIick
object to the start of another=| on the Default button bar, or , - \_}.l'
In the Help index,* see: choosePaste from the Edit menu. =
» connecting objects Then choos@eshape again.
Connect the starting points Select the starting point of the E'd'
of two objects second object and cli(@ on the
Default button bar, or chooSeste

from the Edit menu. Then choose
Reshape again.

Create a pattern of duplicateClick on the Default button

connected shapes bar, or chooseaste from the Edit OANANS
menu one or more times. Then
chooseReshape again.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Arranging objects

To align, rotate, flip, or group the objects you draw, or to change how they
overlap, select the object or objects to arrange, and then choose a command
from the Arrange menu. Start by selecting one or more objects.

Select the object(s) and choose this Example
To command from the Arrange menu (before and after)

In the Help index,* see:

» objects, arranging ,tbr\llign otbje(_:ctjs to Align to Grid .:D [:C)
e autogri

other or distribute  box, select dop to Bottom andLeft to Right
space evenly betweeroption, clickApply, and then clicloK.

objects (You can also choose the appropriate
button on the Default button bar.) Im ) 1]
Rotate objects freely Free Rotate. Select the object to rotate and .

- -
drag a corner handle. Then choése . *{;. T .

Rotate again. P om -

Align objects to each Align Objects. In the Align Obijects dialog n
L UL

Rotate objects Rotate. Type a value for the degree of

rotation, and then clickK. . »-* ‘ .-h-

L] L] L} -
Flip objects Flip Horizontally or Flip Vertically u *" ‘ "*'
RF MV

Group two or more  Group

& L] - - -
objects into a * '. ,*
J !. " & -

single object

Separate grouped  Ungroup. You can ungroup objects more * "o et

objects than once if necessary. '. .* ‘ *
- - )

Change how objects Move Forward, Move To Front, Move Backward, or

overlap Move To Back | il 1 I

Important If you sedUngroup Picture in the Arrange menu, it means the selected
object is an imported PICT file. If you continue, you may lose some of the
picture. To regroup the picture, immediately chddmsie from the Edit menu.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Locking objects to prevent changes

To protect objects from being changed, or frames from being deleted or
moved, lock them.

r 7™ = Unlocked objects have black handles

1Rl T4k
1Rl el 1
PR TR
i THE

|2l

Locked objects have dimmed handles

To Do this
In the Help index.* see: Lock objects Select one or more objects and chbmkdrom the Arrange menu.
» locking Lock an ChooseSelect All from the Edit menu, and then chodsek from the
entire drawing Arrange menu.
Utr:_Iock locked Select the objects and choasnck from the Arrange menu.
objects

As you work with locked objects, keep these points in mind:
= You can change the contents of a locked frame.

= |If you group an object with a locked object, ClarisWorks locks the
entire group.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Creating a master page

A master page is text or graphic information that repeats on every page of a
draw document. Unlike a header or footer, information on a master page can
occupy the entire working area of the page, and stays behind everything else
on the pages of a document.

In the Help index,* see:

» master pages
» stationery

Master page

Document pages

Consider using a master page to:

= show a company logo, or text suchlxaft or Confidentialin
text frames behind the main body of text

= create a border around the contents of each page
= add a common background to slides in a presentation

To create a master page, choeiévaster Page from the Options menu. (You
seeMaster Page in the page indicator at the bottom of the window.) Add the
page elements you want to appear on every page of the document. Then
choosekdit Master Page again from the Options menu.

*  Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Keep these points in mind:

= To see master page elements as you work on your document, choose
Page View from the Window menu.

= You can save a document with a master page as stationery, a reusable
template. See “Saving document formatting as templates (stationery)” on
page 2-10.

= |f you select an object on a normal page (not a master page) and choose
Move To Back from the Arrange menu, the object may move out of sight
behind an object on the master page.

= For more information about slides, see “Creating a slide presentation” on
page 9-16.

Adding pages to a draw document

In the Help index,* see:
» Document command

By setting up your draw document to use multiple pages down and across,
you can produce a large drawing or newsletter, or draw an object larger than
one page. You can drag objects from page to page until you have the
arrangement you want.

To change the number of pages in a draw document, cBassent from
the Format menu. In the Document dialog box, type values in the
Pages Across and Pages Down boxes, and therOklick

Creating custom colors, patterns, gradients, and textures

In the Help index,* see:

» editing, colors and gradients
» editing, patterns and textures
> palettes, preferences

To customize colors, patterns, gradients, and textures in ClarisWorks, you can:
= add colors, patterns, gradients, and textures to the fill palettes

= add colors and patterns to the pen palettes

= use 256-color palettes from the Claris folder or other applications

Each palette has its own editor that you open by double-clicking a color,

pattern, gradient, or texture in a palette. Complete instructions are in
onscreen Help.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Adding clip art

In the Help index,* see:
» duplicating

» Insert command

» libraries, overview
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You can incorporate ClarisWorks clip art and other types of art in a drawing.
Anything that you add to a drawing becomes an object.

To Do this
Add ClarisWorks clip art to Choosdlibrary from the File menu, choo$ien, and
a drawing then choose a category. In the library palette, select an

image and clicklse. For more information, see “Using
libraries” on page 3-17.

Copy one or more pictures from a Open the document containing the picture to copy,

ClarisWorks document, or a select the picture, and cli@ on the Default button

document from a different bar, or choos€opy from the Edit menu. Open the

application, to a draw document ClarisWorks document to contain the copy, click
where you want the picture to go, and then on
the Default button bar, or chooBsste from the Edit
menu.

Import pictures created in a differen€lick E on the Default button bar, or chodssert

application from the File menu. In the Insert dialog box, select a
file type from the Files of Type pop-up menu, locate
the document to import, and then clioert.

Adding text, spreadsheet, or paint frames

"0 e

Rotated text frame

In the Help index,* see:
» frames, creating

Use text, spreadsheet, and paint frames to add a professional touch to a
drawing. Once you add a frame to a drawing, it becomes an object that you
can select and then work with just as you can any object. For example, you
can rotate it, change its borders, or make it transparent.

If you don't see the tool panel, cho@ew Tools from the Window menu.

To do thisin a
draw document Do this Example

Type text Select the text to[ &]  and click once in theyey 7
document. Choose from the Font, Size, and
Style menus, and then type your text.

Change the appearance @elect the text frame and choose fromthe ., & ®-=

text in a text frame Font, Size, Style, Text Color, Alignment, andSpacing 'u.'-.a_ A
commands in the Format menu, or choose = =
from the pop-up menus below the buttons cBefore Alter

the button bar.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To do thisin a
draw document Do this Example

Add a spreadsheet frame  Select the spreadshedZgpol and draj e s
the document to create a spreadsheet fram {
You see the spreadsheet pointer and -

spreadsheet menus.
(Column and row
headers have been
hidden)

Paint Select the paint to[# ] and drag in the B
document to create a paint frame. You see tlf 5~
pencil, painting tools, and paint menus. EL")

¢

As you work with frames, keep the following points in mind:

= You can also place text, spreadsheet, or paint frames in a drawing by
choosing them from a library. See “Using libraries” on page 3-17.

= To switch between working in a frame and the rest of the document, click
the area in which you want to work.

= You can add an equation to a text frame in a draw document. See “Typing
equations” on page 4-5.

= To display handles on a newly created frame, to treat it as an object, click
fj outside the frame.

= You canlink frames so that their contents are connected. (For example,
have text flow from one frame to another by linking the frames.) See
“Linking frames” on page 9-24.
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Creating links in draw documents

When you plan to use a ClarisWorks draw document onscreen, on the

In the Help index,* see: Internet, or World Wide Web, you can select an area of the document and
» book marks create dink (a connection or jump) to a different area of the same document,
» links a different document, or a document or other information on the Internet.

To create a link in a draw document, select text in a text frame, a spreadsheet
cell in a spreadsheet frame, paint image, paint frame, or graphic object and
then create the link. You can place all types of links (document links, URL
links, and book marks) anywhere in a draw document. For more information,
see “Creating links” on page 9-1. To create a link to information on the
Internet, see “Linking Web pages” on page 11-5.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Chapter 6: Painting

This chapter describes what you can do with a ClarisWorks paint document
or paint frame. All paint features, including procedures, buttons, and
troubleshooting, are described completely in onscreen Help.

When to use a painting

Use a painting when you want to create airbrush or brushstroke effects, to
tint colors, or to transform shapes (for example, to add perspective to an
image), or add special effects (for example, blurring an image). Because
paintings are made of individual pixels (dots) that you can change, you have
very precise control over textures, colors, and shapes.

Use a ClarisWorks paint document or frame to:

= create “hand-painted” artwork for invitations, holiday decorations,
posters, and announcements

= jllustrate reports
= work with scanned pictures

When you are painting, you use the same tools used to make drawings
(described in “Using the drawing tools” on page 5-3) plus additional painting
tools, such as the spray can.
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How paintings and drawings differ Drawings are made of objects that can be

In the Help index,” see: selected, moved, or changed while retaining their individual identity. For

> pixels example, when one object in a drawing overlaps another, the back object
remains intact. Paintings are made of many separate pixels. Shapes drawn in
a painting lose their individual identity and become part of the collection of
pixels. For example, when one image in a painting overlaps another, the back
image is permanently replaced with the front image.

In a drawing, changes affect—;f" -
the entire selected object == —

In a painting, changes affect
only selected pixels

Painting basics

A painting can be a document or a frame. You use the same tools and
commands any time you work with a painting, whether it's a document or
a frame.

Creating a painting

To create a Do this Example
In the Help index,* see: Blank paint document Choos_ie_/vfrom the File menu, W
+ documents, creating selectPainting, and then cliclok. =& .
» paint documents or, click &} on the Default | ﬁ -
» paint tool button bar. (If you don't see the | =
P button bar, choosghowButionBar  § .,M
from the Window menu.) -
A paint document

Paint frame within another Select the paintto{# ] (choosd ERER F T
type of document (except Show Tools from the Window e
communications) menu if necessary), move the m ==

pointer into the working area of
the document, and then draw th

paint frame. A paint frame in aword
processing document

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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About the paint window

When you open a paint document or create a paint frame, you see the paint
menus and the tool panel.

Paint menus 1
e i Gogd [rwsbie o e b
e P T e e BNy | Buttons for common
tasks in paint documents
and frames
Tool panel —| |

Working with paint frames

A paint frame provides a view into a painting. A paint frame is like any
other object. You can move it, resize it, change or delete the border, or

apply a fill color. Within a frame, you have full access to the paint tools
and commands.

In the Help index,* see:

» frames, working in
» paint frames

Click once to select the

T P -l i i 0

LSRN e iy frame as an object, Click
lm [ e LS sira e 4w agiain to work inside

ERSTIER SRSt fame
-| b T LS S B TS

Handles show that—— L ] o7 0 LIS B o A i D

the frame is selected AR A . b AL ., ] B FcTE ST, ot

o e o e ket o D b T e

T o R RO L D DTN N A e e

© ikl

Click twice outside the frame to work in
the rest of the document

*  Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Here are some ways to adapt a paint frame to suit your needs:

To Do this
In the Help index,* see: Resize a paint frame Select the frame and drag a handle.
» frames, formatting Open the frame to see  Select the frame and chod3gen Frame from the Window menu.
» frames, working in more of the painting When you open the frame, you see the painting in a new window.

The open frame is linked to the original document. Any changes
you make in the open frame are also made in the document. (To
close an open frame, chod3ese from the File menu.)

Change the width and Select the frame and chod3pen Frame from the Window menu.

height of the painting When you open the frame, you see the painting in a new
window. Choos®ocument from the Format menu, and then
type new size values. (To close an open frame, cltiase
from the File menu.)

Close an open frame Chod3ese from the File menu.

Display a different part of Select the frame and chodsane Infofrom the Edit menu. Type
the painting in the frame values in the Origin box, and then cliegk. The new values
become the coordinates of the upper-left corner of the frame.

For information about linking paint frames in a document, see “Linking
frames” on page 9-24.

Working with images

In a paint document, you use the painting tools to ciestges(painted
shapes and effects).

Using the painting tools

The painting tools include the drawing tools and additional painting tools.
For information on the drawing tools, see “Using the drawing tools” on page
5-3. The remaining tools are unique to paintings.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



In the Help index,* see:

» tools

Painting 65 |

To select a tool on the tool panel, click it. Once you select a tool, it stays
selected until you choose another tool.

To use the Select the tool and Example

[&] Brush Drag the pointer to paint strokes with the current g
fill color, pattern, or texture

[¥] Pencil Drag the pencil to paint fine lines in the current e
fill color

[E&] Paint bucket Click an enclosed area to fill it with the curren*
fill color and pattern, gradient, or texture %' :'_“:—_h

Before  After

[l Spray can Drag the pointer to spray the current fill color, “
pattern, or texture

Eraser Drag the eraser to remove part of an image P |
= -

Before After

As you use the painting tools, keep the following tips in mind:

To Do this

Change the size, shape, and other settiri@fsooseBrush Shape or Spray Can from the Options

for the brush and spray can menu.

Change the brush effects Double-click the b{ g} . Cheibete
from the pop-up menu, set the options, and click
OK.

Set the number of sides on a regular  Double-click the regular polygon to[%x] , type

polygon the number of sides (from 3 to 40), and then click
OK.

Set the angle of curvature for an arc, orDouble-click the arc tod =] , set options, and
frame the arc’s edges to make a wedgethen clickOK.

Set the angle of curvature for the ends aBwuble-click the rounded rectangle t{@] , set

corners of a rounded rectangle options, and then clicBK.
Erase the entire painting Double-click the er{&}
Reverse your most recent change C|Eon the Default button bar, or ch@os

Undo from the Edit menu.

Use a selected image as a paint brush Hold down Ctrl+Alt as you drag the image.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Setting lines, colors, patterns, and textures

In the Help index,* see:
» fill palettes

» palettes

> pen

> styles

Use the fill and pen palettes to set the fill color and pattern, gradient, or
texture, and set the line color, pattern, width, and arrowhead style.

Select the fill and pen settings before you paint an image. It's easier to set
them up ahead of time than to change an image once it's been painted.

Use To
) Fill palettes  Set the fill color and pattern, gradient, or texture used for closed
Eﬁ images (such as the oval) and the paint bucket tool, and set the fill

color and the pattern, gradient, or texture used for the brush tool
and spray can tool

- Pen palettes Change settings for lines and image borders or to add arrowheads

:'Ir
i =] |

You can use the eyedropi#]  to pick up (copy) a color from an image to
use in the fill or pen palettes, without having to select it from a palette. Click
the eyedropper, and then click in the image where the color you want
appears. The color of the pixel you click appears in the fill sample. To
change the pen color instead of the fill color, hold down Alt as you click.

Tip Save combinations of fill and pen attributes aybe and then apply the

style to change the palette settings in one step. (To open the stylesheet, click
[ on the Default button bar, or chodew Stylesheet from the Window

menu.) For more information on styles, see “Using styles” on page 9-5.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Create a style, and then select
it to change the palette settings
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Fagrd F T g Py P EE Q. Far Fiow: More
Faipa i Fad FiET N [= W l=- -
b Pewgrech b | Q. TPy e
Tuipall 1

=T TR T
b Tebie Shies O o

[ | [

T
To see a style’s properties, click Properties of the style
Edit and then select the style Checked Fill/Borderless

You can customize palettes by editing the colors, patterns, gradients, and
textures. You can also load new color palettes. See “Creating custom colors,

patterns, gradients, and textures” on page 5-18.

Selecting and moving images

In the Help index,* see:
» images, arranging

Before you can change an image, you must first select it.

To select Do this Example

A rectangular area Click the selection rectafEZ} andd ",
it over the area to select. You can select i
or part of an image. \L i

The outline of an image Hold down Ctrl as you drag the selectic .-’fh
rectangle around the image you wantto 1 q-k‘,

select. \ _.”)

Everything in the document  Double-click the selection rectd e

An irregular shape without Click the lass{&=| and drag it around thf_‘-f‘—h\]:l
selecting the surrounding  area you want to select. The loop closes;

white space automatically. H_rff/ N

By color, when you want to Click the magic wan{Z*] and click an
select shapes that are difficularea. ClarisWorks selects all adjacent [
to lasso pixels of the selected color. To select mor:

than one color area, click the magic wane

and drag it across multiple colors.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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You can move a selected image with the pointer or the arrow keys on
the keyboard.

To Do this

Move a selected image with the pointer Move the pointer over the image until it becomes
an arrow, and then drag the image to a new
location. The image stays selected until you click
elsewhere in the document.

Move a selected image vertically or ~ With the autogrid off (chooskim Autogrid Off from
horizontally one pixel at a time the Options menu), press the arrow keys.

Move a selected image eight pixels at With the autogrid on (choogem Autogrid On
atime from the Options menu), press the arrow keys.

Change the distance that the image ChooseTum Autogrid On from the Options menu.
moves each time you press an arrow k&looseGrid Size from the Options menu, and then
select a size.

Deleting, copying, and duplicating images

In the Help index,* see:
» editing, images

You can delete, copy, or duplicate an entire image, part of an image, or
several images at once. Remember that you can usually reverse your most
recent action by choosingpdo from the Edit menu. To revert to the most
recently saved version of your document, chdegt from the File menu.

To Do this

Delete an area Select the area and then press Backspace.
Delete part of an image Drag the erd ]

Delete all images in a painting Double-click the eraser.

Copy or cut an area and paste it Select the area and from the Default button bar,
elsewhere click or@ , or choos€opy or Cut from the

Edit menu. To place the image in the document,
choosePaste from the Edit menu.

Duplicate an area Hold down Alt as you drag the selected image.
Duplicate an area continuously Hold down Ctrl+Alt as you drag the selected
image.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Magnifying an image
You can change the zoom level (magnification or reduction) of a paint
document as it's displayed in the window.

,———— Z00m out to see more
of the painting

Zoom in to edit pixels

To Do this

Zoom out or in Click the zoom-oi@ or zoom[zh  control (at the
In the Help index.* see: bottom of the window).
» zooming in and out Zoom out quickly to 800% Double-click the per[ ]

Return to 100% view (actual size) Chod8@ from the zoom percentage pop-up

menu[i ] , or double-click the pencil.

Transforming a selection

You can change an image by transforming its shape, changing its orientation,
or refining its color.

Reshaping a selection
To reshape a selection, select the area you want to change, choose a command

from the Transform menu, and then drag the handles that appear.

In the Help index,* see:

» transforming

To Select the area and choose Example

Slant an image vertically or horizontallyShear

Stretch an image in any direction Distort E
=,

Add the appearance of depth or distand®rspective

When you finish reshaping, click anywhere outside the selection rectangle.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Resizing or turning a selection

To resize or turn a selection, select the area you want to change, and then
choose a command from the Transform menu.

To Select the area and choose  Example

In the Help index * sap: Rotate an image freely Free Rotate, and then drag a
] ’ ’ handle to the degree of rotation
» transforming you want

Rotate an image by a set amount Rotate, type a value for the
degree of rotation, and then
click OK

Rotate an image by 90° [5] on the Default button bar

Flip an image horizontally or vertically Flip Horizontally or Flip Vertically

the size you want

Resize an image by specifying a set  Scale By Percent, type values for

percentage the percentage to enlarge or
reduce the selection, and then
click OK

Resize an image by dragging a handleResize, and then drag a handle toE E

When you finish resizing or turning, click outside the selection rectangle.

Coloring and tinting images

To refine an image’s color, select the area you want to change, and then
choose a command from the Transform menu.

To Choose Example (before and after)

In the Help index,* see: Fill the selected part of an Fill, or click
image or fill an image that ison the Default
already partly filled (as with button bar

a gradient)

» transforming

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Replacing images

* In the Help index, see:
» picking up attributes

Background —
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To Choose Example (before and after)
Reverse the colorsina  Invert, or click|&]

selection to make a on the Default

“negative” image button bar

Blend the edges of an imagelend, or click
with the background color on the Default
button bar

Tint the color in a selectionTint, or click
with the current fill color  on the Defau
button bar

Lighten or darken each  Lighter or Darker, or
pixel in a selection click |E_E| or
on the Default
button bar

When you finish coloring and tinting, click outside the selection rectangle.

To replace the colors and patterns of one image with the colors and patterns
of another, select an image or area and move it over the image whose color
and pattern you want to pick up. Then clig  on the Default button bar or
choosePick Up from the Transform menu.

Image of horse replaced
with the background

Before After

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Adding text and spreadsheets

In the Help index,* see:

» frames, creating
» text, frames

AB\

To add text or a spreadsheet to a paint document:

1. Click the text &] or spreadshd®] tool, move the pointer into the
document, and then drag to draw the frame.

2. Choose options from the Font, Size, and Style menus, and then type the
text or numbers.

3. When you finish, click outside the frame.

The frame contents become part of the painting. You can change the
pixels that make up the image, but you can't edit the contents by using text
or spreadsheet commands.

Tip To include a spreadsheet frame in a painting, create and add data to the
spreadsheet frame in a draw or text document, and then copy the frame and
paste it in the paint document.

Text in a painting

ak
2 mr—— Spreadsheet in a painting

Creating text effects Add interesting visual effects to text by creating a text
frame in a paint document. Try typing a newsletter title in a bold font style.
Zoom in to enlarge your view of the title, and then use the paint bucket to
add a gradient or texture to each letter. Finish by selecting the title and
changing its perspective (chod&espective from the Transform menu).

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Adding clip art

In the Help index,* see:
» artwork, inserting

» copying
» libraries, overview
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You can incorporate ClarisWorks clip art and other types of art in a painting.
Anything you add to a painting becomes an image made of pixels.

To Do this
Add ClarisWorks clip art to Choosdlibrary from the File menu, choo$ien, and
a painting then choose a category. In the library palette, select an

image and clicklse. For more information, see “Using
libraries” on page 3-17.

Copy one or more items froma  Open the document containing the picture you want,
ClarisWorks document, or a clip arselect the picture, and then cl on the Default
document, to a paint document  button bar, or choosgopy from the Edit menu. Open
the ClarisWorks document into which to paste the art,
click where you want the picture to go, and then click
gon the Default button bar, or chodsste from the
it menu.

Import scanned pictures or the entit@hoosénsert from the File menu. In the Insert dialog box,
contents of a document created inselect the file type from the Files of Type pop-up menu,
different application locate the document to import, and then dhiettt.

Customizing resolution and depth

In the Help index,* see:
> depth
» resolution

A new paint document or frame is preset for a resolution of 72 dpi (dots per
inch). The number and range of colors in the preset palette depends on the
monitor you’re using.

You can customize the resolution (number of pixels per inch) and depth (the
number of colors in the color palette) for a paint document or frame using
theResolution & Depth command in the Format menu. For a complete
description of how to do this, see onscreen Help.

Working with large files

In the Help index,* see:
» increasing memory

Your computer sets aside a certain amount of memory for ClarisWorks. If

you’re working on a paint document or other large document, using many

graphics, or working on multiple documents, ClarisWorks may require more
memory than is available.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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When you need to provide more memory for ClarisWorks, you may see this
message: Not enough memory to complete this operation.

For complete information on providing more memory, see onscreen Help
and the documentation that comes with your computer.

Changing the size of a painting

In the Help index,* see:
» size, documents

To change the size of a painting, choba®ment from the Format menu. In
the Document dialog box, type valuesRels Across andPixels Down, and then
click OK.

Tip In a new paint document, 72 pixels equals 1 inch. (To change the number
of pixels per inch, see “Customizing resolution and depth” on page 6-13.)

Creating links in paint documents

In the Help index,* see:

» book marks
» links

When you plan to use a ClarisWorks paint document (or a document that
contains a paint frame) onscreen, on the Internet, or World Wide Web, you
can select an area of the document or frame and criake(@ connection

or jump) to a different area of the same document, a different document, or
a document or other information on the Internet.

To create a link in a paint document or frame, use the lasso to select the area,
and then create the link. For more information, see “Creating links” on page
9-1. To create alink to information on the Internet, see “Linking Web pages”
on page 11-5.

Note If you move the pixels in the area you selected, the link remains with
the area in the document or frame and does not move with the pixels.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Chapter 7. Spreadsheet

This chapter describes what you can do with a ClarisWorks spreadsheet
document or spreadsheet frame. All spreadsheet features, including
procedures, buttons, and troubleshooting, are described completely in
onscreen Help.

When to use a spreadsheet

Use a spreadsheet when you want to organize text and numbers in rows and
columns. For example, you can:

= develop a budget
analyze financial performance

= track loans, mortgages, and stock and bond performance
= maintain a checkbook

= schedule projects

= manage business and personal assets

= chart your children’s growth and medical information

= produce profit-and-loss statements

Ay [Fatruwy | Feedn
i 10| geTe| im0 —Add your
Tabirare Wamn|  gamm| e own title
Expense categories in rows, ":’I"'m :"I m”""' “"""’ o :"I m"""' ive:
) =
monthsin columns | |50, T ] [ — _
T T T iy
— T s
Use a formula to calculate totals ,m..-
Sagphid -
[ s B0 RiceEd B0 kSEGd 50D
Spreadsheet Chart based on first two

columns of the spreadsheet
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You can also use a spreadsheet to present text in a table. For example, use a
In the Help index,” see: spreadsheet document to type a schedule or list, or use a spreadsheet frame
> spreadsheets, documents to format a table in a word processing document. For more information about
> tables using a spreadsheet frame as a text table, see “Creating tables” on page 4-18.

Doy L e r] Eids,

Wew phmireg e foloeing dimers for meo wessk s et g i

oy Lenid s geemsaisl  siroobemes
Trmud aey Cogmuwin Foukosdsd thubrb pia Spreadsheet frame
Wediesdzy  Chil CATOLSHCHS  pooboes

Lt w5 koot ot oo, bl aov] ey e D s aljusdpieds oawd o shirpjring,

Word processing document

Spreadsheet or database? You can use either a spreadsheet or a database
document to store and organize information. Use a spreadsheet when you
primarily want to do computations or when you want to do simple (hnumeric
or alphabetic) sorts. Use a database document when you want to print labels,

present the information in various layouts, or do complex sorting. For more
information on databases, see chapter 8, “Database.”

Spreadsheet basics

A spreadsheet can be a document or a frame (a spreadsheet within another
document). You use the same commands and controls any time you work
with a spreadsheet, whether it's a document or a frame.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Creating a spreadsheet

To create a Do this Example

Blank spreadsheet ChooseNew from the File menu,
document selectSpreadsheet, and then cliclok.

Or, click |E on the Default button
bar. (If you don’t see the button bar[*
chooseShow Button Bar from the i
Window menu.)

In the Help index,* see:

» New command
» spreadsheet frames

Spreadsheet frame withirSelect the spreadsheet t{Z&]

a document (except (chooseShow Tools from the

communications) Window menu if it isn’t visible)
and drag the pointer in the
document.

down Option as you draw the
frame.) word processing document

About the spreadsheet window

When you create a spreadsheet document or frame, you see the spreadsheet
In the Help index,* see: menus and the entry bar in the spreadsheet.
» spreadsheets, documents

Spreadsheet menus 1
TEe D8 Pepw Dl Qoo Wiass i B
x| 5l i e e ) ] ] e ] ] m] f‘alétlzgfl‘g L%frggdfm%ft‘
ilﬂﬂ Eﬂil'jﬂ-ﬁﬂaﬂ“ﬂ!ﬂ:ilﬂ sl bl MLl b documents or frames
Entry b. 5
n. fy bar— _"'I'I_ﬁp_li TN Y] NN Y (N Y N SN | I:Ej»(?olumn headings
Active cell |
Function button _: - 1
Ji_' ! 1 — Cell grid
Row headings % — Cell
ity
i

*  Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Working with spreadsheet frames

In the Help index,* see:

» frames, creating
» frames, working in

To select the frame as
an object, click once

Handles indicate that
the frame is selected

In the Help index,* see:

» frames, formatting
» frames, working in

A spreadsheet frame provides a view into a spreadsheet. A spreadsheet
frame is like any other object. You can move it, resize it, change or delete
the border, apply afill color, or wrap text around it. Within a frame, you have
full access to the spreadsheet tools and commands.

To work inside the spreadsheet frame, select
the frame, and then click to select the cell
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To work in the rest of the document,
click twice outside the frame

Here are some ways to adapt a spreadsheet frame to suit your needs:

To

Do this

Resize a spreadsheet frame Select the frame, and then drag a handle.

Open the frame to see mor8elect the frame and then choOgen Frame from the Window

of the spreadsheet

menu. When you open the frame, you see the spreadsheet in a
new window. The open frame is linked to the original
document. Any changes you make in the open frame are also
made in the document.

Open a frame that's inline
in text

Select the spreadsheet t{=]  (cho@®e Tools from the
Window menu if it isn't visible), click in the frame to select a
cell, and then choos@pen Frame from the Window menu.

Change the number of
rows and columns in the
spreadsheet frame

Select the frame, and then choOpen Frame from the Window
menu. ChoosBocument from the Format menu, and then type
new size values.

Close an open frame

Chodslese from the File menu.

Change which part of the
spreadsheet shows in the
frame

Select any cell in the frame, and then chduisglay from the
Options menu. Type a cell address in the Origin box and then
click OK.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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As you work with spreadsheet frames, keep the following points in mind:

= You can’'t change or open any type of frame in a paint document. See
“Adding text and spreadsheets” on page 6-12 for more information.

= You can link two or more spreadsheet frames in a document. See
“Linking frames” on page 9-24.
Typing in a spreadsheet
Each cell in a spreadsheet can contain numbers, words, or formulas.

In the Help index,* see:

» entering spreadsheet data Click [ to
» spreadsheets, documents To type numbers or words in a confirm the entry
cell, click a cell and begin typing j”_m to cancel
52 =[] ] 12— What you type 42 (7
e et EEE T E T ey
7 a = appears in
x 3 the cell

To enter a negative number, begin the number with a minus sign (-).

To enter a formula or function, begin the entry with an equal sign (=). See
“Working with formulas” on page 7-20 and “Examples: Entering formulas”
on page 7-25 for more information.

Note You can also print, or merge, database information on a spreadsheet.
For more information on merging documents and printing them, see
“Merging data into documents (mail merge)” on page 9-19.

Selecting cells and ranges

You must select a cell @ell range(group of adjacent cells) before you can
change, format, or work with data.

In the Help index,* see:

» Go To Cell command
» selecting cells

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Address of —] 5 w il ] Address of upper-left———2 B
selected cell * [ ] cell in the selected range s ]
L] L]
[ 2] 2
[ %] ]
The selected cell has ClarisWorks highlights
a heavy border the selected cell range
To Do this
Select a cell Place the pointer in the cell and click the mouse button.
Select a cell range Hold down the mouse button and drag the pointer over the cells
you want to select.
Select an entire row Click the row or column heading.
or column
Select the entire Chooseselect All from the Edit menu.
spreadsheet
Goto acell Chooseo To Cell from the Options menu, type the cell address

(for example A42 or R7), and then cliclok.

Go to a named cell or Choose the name of the cell or range from the bottom Ehe
cell range menu (in the entry bar). For more information, see “Naming
cells and ranges” on page 7-12.

Modifying cell data

ClarisWorks provides many ways to modify and correct your data.

Note You can't edit, delete, or move data in locked cells. To unlock cells,
select the cells and then chodiséock Cells from the Options menu.

Editing data

Edit data in the entry bar, or use ClarisWorks commands to check spelling
or find and change cell data.

In the Help index,* see:

» entering spreadsheet data To Do this
> flndlng text Edit the data in a cell Select the cell. In the entry bar, make your changes, and then
» spelling click [] to confirm the entry.

» spreadsheets, preferences - - - - - - -
Move the insertion point  Click where you want the insertion point to be.

right or left in the entry bar

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To Do this

Check spelling Choos#friting Tools from the Edit menu and then choose
Check Document Spelling.

Find and change cell data  Chod#e/Change from the Edit menu and then choose
Find/Change. Type in the Find what and Change to boxes,
and then clickind Next or Change All.

Find data that matches a Select a cell or text, chooBed/Change from the Edit menu, and
selection then chooseéind Selection.

Note When the insertion point is active in the entry bar, the arrow keys move
the insertion point. Otherwise, the arrow keys select an adjacent cell. To use
the arrow keys to always select cells, chdserences from the Edit menu.

In the Preferences dialog box, choSpreadsheet from the Topic pop-up

menu, seleckliways Selects Another Cell, and then clickK.

Moving data

You can move selected cells using the keyboard and mouse, or using
menu commands.

To Select the cells you want to move and then

Move the cell contents andChooseMove from the Calculate menu. Type the cell address
. % retain the original cell of the new location (for examplg22), and then clickK. (For

In the Help index,™ see: references a cell range, type the new location for the upper-left cell in

» entering spreadsheet data the range.)

» transposing rows and columns

Move cell contents quickly Hold dow@trl+Alt and click in the cell (or at the top left cell
for a range) where you want the selection to go.

You can also use the mouse to drag the cells to another location
on the spreadsheet.

Transpose a column of dat&€hooseCut from the Edit menu. Then select the target cell or

into a row, or a row of datarange and choosaste Special from the Edit menu. In the Paste

into a column Special dialog box, clickranspose Rows and Columns, and then
click OK. (Transposed data overwrites any existing data.)

Important When you move cells that are part of an absolute reference in a
formula, be sure to move the entire range of cells in the calculation.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Copying and deleting data
Copy and delete procedures are the same throughout ClariswWorks. The
In the Help index,* see: ClarisWorks spreadsheet also provides other methods to copy and delete data.

» entering spreadsheet data
To Do this

Copy or cut cell contents Select the cells you want to work with. Then, on the Default
and formatting button bar, click|[2| to copy or to cut (or choo$epy or
Cut from the Editmenu). You can also copy cell contents by
pressing Option+Alt and dragging the cells to a new location
on the spreadsheet.

Copy only the value of a Select the source cell or cell range, cI on the Default

cell that contains a formulabutton baor chooseCopy from the Edit meriu), and then select
the target cell or range. Chod%ste Special from the Edit menu,
selectPaste Values Only in the Paste Special dialog box, and then
click OK.

Paste cut or copied data Select the cell or cell range where you want the data to go, and
then click on the Default button bar to paste (or choose
Paste from Edit menu).

Delete the cell contents  Select the cells and chodSlear from the Edit menu.
and formatting

Delete the cell contents andelect the cells and press the Delete key.
retain the cell formatting

Important When you cut or copy cells that are part of an absolute reference
in a formula, be sure to cut or copy the entire range of cells in the calculation.

Filling a range of cells

You can copy cell contents to adjacent cells and fill cells automatically with
patterns of data, such as the days of the week.

To copy cell contents—including formulas—into adjacent cells, drag to
select the cells with the data to duplicate and continue dragging down or to
> filling cells the right over the cells you want to fill. Then choBi®own or Fill Right from

the Calculate menu.

In the Help index,* see:

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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— =

| 3 up | 3 ap

Result of a formula ——__- 1EG_— 1w m
Fill Right

Selected cells ClarisWorks copies the
formula to the selected cells

Use theFill Special command in the Calculation menu to fill cells with:
= a logical series of numbers, times, or dates

= aday (Monday), month (January), or quarter name (Qtr 1)

= any pattern of text or data

For example, you can prepare a schedule by filling a range of cells with times
and another range of cells with the days of the week. To fill a range of cells
with a logical series or a repeated pattern of data, select the cells and then
choosérill Special from the Calculate menu. Select options and €lickor a
complete description of tHdl Special command, see onscreen Help.

100 4 1000 A1
i1 0 &1 i1 00 &1
13200 F1 13200 F1
Cells filled with a ! x :‘ ! x :1
sequence of times ek Lis . . S
2 F Fill Special A FH
A0 Fir A0 Fri
530 Firl 550 Firl
Selected cells ClarisWorks fills the

selected cells with data

Formatting cell data

You can change the format of any part of your spreadsheet. Start by selecting
In the Help index,™ see: the cell, cell range, column, or row that you want to change.

» spreadsheets

» spreadsheets, formatting

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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You can also copy a cell’s formatting or specify a default font to be used in
the entire spreadsheet.

To Do this Example

Change text appearance Select the cells you wantto] & =z
or alignment change. Choodent, Size, L7 sa
Style, Text Color, or Alignment  Plain text Centered
from the Format menu and
then choose a formatting
option from the appropriate
submenu (or use the pop-up
menus and buttons on the
button bar).

B

Wrap cell contents so thaiSelect the cells containing om—— derag |ing
long entries aren'’t cut off the text and cIic on the |
Default button bar (or Unwrapped Wrapped
chooseAlignment from the
Format menu, and then
choosenrap). (To adjust the
row height, see “Resizing or
hiding rows and columns”
on page 7-16.)

Format numbers, dates, Select a cell or cell range and 1 100
and times—for example, then choos8umber from the : ""f';"
T P

to add a percent sign, placEormat menu. Select the i T
negative numbers in options you want and click. 1A a1, T

) L Froilaal TN
parentheses, or add a You can also clic{l El

comma to large numbers oron the Default button Some number. date

bar. and time formats
Copy a cell's formatto  Select the cell whose forma@j o
other cells you want to copy and ] VA
chooseCopy Format from the  Before After

Edit menu. Then select the
cell or range where you
want to apply the format and
choosePaste Format from the

Edit menu.
Set the default font Choog$efault Font from the EEI= s
Options menu. Choosea = ol

. [ [
font and font size, and then 5l B
click OK. Lo e




In the Help index,* see:
> styles

Select the cells to format
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Tip ClarisWorks comes with preset table styles that you can use to change a
cell's formatting and appearance in one step. For example, you can apply a
style to format the data, highlight the titles, and apply colors to the rows.
Start by creating a small spreadsheet and entering some data. Th[Z&] click
on the Default button bar (or chod®ew Stylesheet from the Windowmnenu)

to display the stylesheet. Select rows and columns that you want to highlight
and click3D Table 1. ClarisWorks applies the 3D Table 1 style to the selected
cells. For information on applying styles or creating your own, see “Using
styles” on page 9-5.

i Then click to ——
Before apply a style

B T | |
Sanars hwsg L]
Foam oy d []
BT m e e A =
Evpalrs  J10E0 P 2
[ 131 00 i LI
Talba 1200
Tateh 14500 ne | ea |
|
|
After To see a style’s properties, click Properties of the
Edit, and then select the style style 3D Table 1

Sorting cell data

In the Help index,* see:
» sorting spreadsheet data

Sort data in numeric or alphabetical order to organize it. You can specify a major
order key(the cell where the sort starts) and two minor order keys. If you are
sorting a list containing duplicate entries, use second and third order keys to
further organize your data, for example, by first name and middle initial.

To sort spreadsheet data, select the cells you want to sort ar{istlick  to sort
in ascending order or cli(if] to sort in descending order. You can also
choosesSort from the Calculate menu. In the Sort dialog box, select the
options you want and clidBk.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Before sorting After sorting on first After sorting on first order key
order key (A2) only A2, second order key B2, and
third order key C2

Locking cell data

Protect data or formulas from accidental changes by locking cells. To lock a
cell or arange of cells, select the cells, then chicmk€ells from the Options
menu. To unlock a protected cell or cell range, select the cells and then
choosédJnlock Cells from the Options menu.

In the Help index,* see:
» locking

Naming cells and ranges

You can assign mameto any cell or range of cells. Naming cells can
In the Help index,* see: help you:

> named cells and ranges = remember the purpose of data in a particular cell or range

= visually locate a named cell or range
= simplify formulas by using named cells instead of cell addresses

When you select a named cell or—f—=shmr== r|@|x| i | [im] vLﬁ | | =5hares*Frice— Cell B5 contains the
range, you see its name here (you & | [ * 1] | [ | formula
must select every cellinarange to | 1 [1597 stk Pur chase- DEFT LT =Shares*Price instead
¥ 2 2 ey F ebain g =B3*
see that range’s name) | ﬁ 3 P = = of =B3*B4
| JFrice [ 4 price 7l [T ER]
| B | Tatul bkt B JTedbal ks %3113 00

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Assigning names to cells

In the Help index,* see:
» named cells and ranges

To name cells, choose commands fromi=Je =~ menu in the entry bar

Y = |fe ]

To Do this Example

Name a cell or cellrange  Select the cells to name T e
chooseDefine Name from the n r
gl menu. Type a name in [.& 1 )

e dlalpg box, andthen  eatis Cell AL is named

click Define. unnamed Revenue

Name cells or ranges usingelect all of the cells to 2 T =

row and column titles name (include both row and
you've already typed column headings in the :

selection) and choogeto
Name from the| menu in Cells B3 and C3 are named Shares

Cells B4 and C4 are named Price
the entry bar. Selecta NamMEce)is B3 and B4 are named January

then clickDefine. Cells C3 and C4 are named February

You can assign more than
one name to a cell or range.

Note Some characters, such as operators (like + pand punctuation
marks cannot be included in a cell name. For complete information about
naming a cell, see onscreen Help.

Editing and deleting names

If you change your mind about the name or location of a named cell or range,
or if you want to delete a name, cho&dieNames from theE| menu in the
entry bar. Then, make changes in the Edit Names dialog box.

To Select a name from the scrolling list, and then

Rename a cell or range Type a new name, and thenMditifi

Change the cell address Type a new address for the cell or range, and then Mdtidiky
referenced by a name

Delete the name of a cell Click Remove.

orrange If the name you want to delete is used in a formula, you must

first replace the names in the formula with cell references. (See
“Replacing cell references with named cells” on page 7-14.)

Note When you edit a name, ClarisWorks updates all of the formulas that use
the name you edited.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Using named cells in formulas
Once you've named cells and ranges, you can use the names in place of cell

In the Help index,* see: addresses in formulas. You can also use a name in a formula before it has been
» formulas, spreadsheet defined to refer to a particular cell or range. (For information on entering
» named cells and ranges formulas, see “Working with formulas” on page 7-20 and onscreen Help.)

To Do this

Use named cells orranges in  Select a cell and begin typing the formula. Then, add
a formula named cells or ranges where you would normally add
cell and range addresses.

To add a named cell or range to a formula, choose the
name from th menu in the entry bar. (You can also
type the name Qirectly into the formula.)

Enter named cells or ranges in a Select a cell and begin typing the formula. Then type the
formula before you define the  name you want to define, and finish entering the
names formula. You se¢NAME! in the cell (because you

haven't assigned the name to any cells yet).

Assign a name to a cell orrange  Select the cell or range to name and Reficei$ene
from th menu in the entry bar. In the Define Named
Range dialog box, choose a name from the pop-up
menu, and then clicRefine.

Replacing cell references with named cells

You can replace named cells or ranges (such as Shares or Price) with cell
addresses (such as A5 or B1..B3) in a formula. To do so, cReplaseNames

from the[=] menu in the entry bar. To replace cell addresses with named
cells or ranges in a formula, cho®sglace References from the[=] menu in the
entry bar.

To Do this

Replace named cells with Select the cell or range that holds the formula you want to work

cell addresses in formulas with. ChooseReplace Names from thel‘;l menu in the entry bar.
Deselect the names you want to ude from replacement with
cell addresses and cliékplace.

Replace cell addresses witl$elect the cell or range that holds the formula you want to work

named cells or ranges in  with. ChooseReplace References from the) menu in the entry

formulas bar. Then deselect the cell address&S that you want to exclude
from replacement with named cells or ranges and Béilkce.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Example 1: Naming cells and using the name in a formula
This example shows you how to name two cells and use the names in

a formula.
1. Open a new, blank spreadsheet document, and theéndype , Expenses
andProfit  in cells Al, A2, and A3, respectively.
Ad TE A |
% 1] |
ke
¥ Fruie
1 |
-
2. Format column B for currency.

'rlﬁ.-

~N o 0o b W

Cell name appears here

Select the entire column, cli(® on the Default button bar (or choose
Number from the Format menu, seldirrency, and then cliclok).

. Select cell B1 and chooBefine Name from the[=] menu in the entry bar.
. Click Define to accept the suggested namegme .

. Select cell B2 and chooBefine Name from the[=] menu in the entry bar.
. Click Define to accept the suggested naBwpenses .

. Cells B1 and B2 are now named Income and Expenses.

Ergenmas || 6ex] |

i pH R
P

Wi

[

. Type1000 and800 in cells B1 and B2, respectively.

hd (2123

# il |
e 10 DD
AR el D

[ellel=

. Select cell B3 and type an equal sign (=).
10.
11.

Chooséncome from the[=] menu in the entry bar and type a minus sign (
ChooseExpenses from the[=] menu in the entry band then press Enter.
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The formula contains the named cells Income and Expenses.

5] w [ifig] ] | =ircome-Espere s
& 1 | 3 | B
[ Rt ]

]
|2 et
| Prafe

Example 2: Replacing named cells with cell references
This example shows you how to replace the named cells you defined in
Example 1 with cell references.
1. Select cell B3 and chooReplace Names from the[=] menu in the entry bar.

2. In the dialog box, note thEfpenses andincome are suggested for replacement
with cell addresses. You want to replace them both, scRefilzke.

The named cells are replaced with their corresponding cell addresses.

[on w ||| ] =0 1-B2
] 1] ] [
| B i p Tl o]

|2 g
|3 e

-

Changing cells, rows, and columns

There are several features that control how you display and work with data in
rows and columns. You can resize, hide, insert, and delete rows and columns.

Resizing or hiding rows and columns

To resize all the rows or columns in a range by the same amount, start by

In the Help index,* see: selecting multiple rows or columns. Then specify a size or use the mouse.
» hiding . e .
+ resizing, spreadsheet cells To resize rows or columns by specifying a size, select the rows or columns

to change. Then chooRew Height or Column Width from the Format menu, type
a new measurement (typeo hide the row or column, or seléise default to
revert to the default row or column size), and then ¢lick

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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* the bottom of the row heading or to the right edge of the column heading to

E_Flz- To resize or hide rows or columns by using the mouse, move the pointer to
T []
' change. The pointer becomes a double aH»w

Resize pointer )
To Do this
Resize a row or column Drag the pointer until the row or column is the
desired size.
Hide a row or column Drag the pointer up or to the left until the row or

column disappears.

Restore a hidden row or column  Drag the pointer down or to the right until the row
or column reappears.

Resize rows and columns to the Double-click the divider at the bottom of the row
smallest size that holds the data heading or at the right edge of the column heading. (You
see the double arros+  when you're in the right place.)

Inserting and deleting cells, rows, and columns

Important When you delete a cell, column, or row, you also delete its data.

To insert or delete an entire row or column, click one or more headings to
select rows or columns, and then on the Default button barick to insert
cells or click to delete cells. You can also chdosse Cells or Delete Cells

from the Calculate menu.

To insert or delete a few cells, make a selection before you choose
Insert Cells or Delete Cells. In the dialog box, specify how you want existing cells
to be shifted, and then cli¢k.

[ [Jufm ] [ | Fufm ]
Select the cells to delete—| 3':"- The cells below —|ﬁ 3“’-
ﬂ 12 are shifted up H 2

43|
453

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Changing the number of rows and columns

A new spreadsheet contains 500 rows and 40 columns. A new spreadsheet
frame contains 50 rows and 10 columns.

To Do this

In the Help index,* see: Change the number of rows and  ChooseDocument from the Format menu, type

» Document command columns in a spreadsheet Qllig](%?(rs folColumns Across andRows Down, and then

» frames, formatting i

» opening Open a spreadsheet frame so that ySelect the frame and chod3n Frame from the
can change the number of rows andlvVindow menu. When you open the frame, you see
columns in the spreadsheet the spreadsheet in a new window. The open frame is

linked to the original document. Any changes you
make in the open frame are also made in the
document. To close the spreadsheet frame, choose
Close from the File menu.

Resize a spreadsheet frame to displ8glect the frame and then drag a handle.
more cells

Adding borders, colors, and patterns to cells
You can add borders, colors, and patterns to one or more cells, or to entire

In the Help index,* see: rows or columns.

» borders, spreadsheet cells )

» spreadsheets, formatting To add a border, color, or pattern, start by selecting the cells, rows, or

» styles columns you want to change. (If you need to use the tool panel, choose

Show Tools from the Window menu.)

To Do this

Add a border ChooseBorders from the Format menu, select border options, and then
click OK. Or click one of the border buttons on the Default button bar.
Choose a color from the pen color palette on the tool panel.

Remove a border ChooBerders from the Format menu, deselect border options, and
then clickOK. Or click the border button again.

Change a cell’'s border Select a bordered cell and then choose a color from the pen color
color palette on the tool panel.

Fill cells with color Click a cell and choose from the fill color and pattern palettes on
or pattern the tool panel. Textures and gradients cannot be added to cells.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Tip ClarisWorks comes with preset table styles that you can use to change a
cell's appearance and formatting in one step. To apply a style or create your
own, see “Using styles” on page 9-5.

Locking row and column titles

In the Help index,* see:
» locking

This cell was selected when —Frar

Lock Title Position was chosen

To lock row and column titles in a spreadsheet document so they won't
move as you scroll the rest of the spreadsheet, select the rows or columns
and chooseéock Title Position from the Options menu. Choose it again when
you want to unlock titles.

A [y | )
T 4,— Cells in the locked area
1 i}

have solid borders
15T

Note You can't select cells in locked titles, and you can't lock titles in a
spreadsheet frame.

Adding and removing page breaks

In the Help index,* see:
> pages, breaks

Spreadsheet pages break automatically when the page is full.

To Do this

Add page breaks manually that Select the cell, row, or columns where you want the page
occur before the automatic pageo end. Then choogeld Page Break from the Options
breaks menu. ClarisWorks marks the break with a dotted line.

Remove a manual page break Select the cell, row, or column where you previously set
the page break and then choRemove Page Break from the
Options menu.

Remove all manual page breaks Choges®ve All Breaks from the Options menu.

Changing the display

In the Help index,* see:
» Display command

To change how ClarisWorks displays the cell grid, row and column
headings, formulas, and circular references, chbigdey from the Options
menu. Select or deselect options in the Display dialog box ando&lick

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Note If the spreadsheet is in a frame, you must first open the frame before
changing the display. To open the frame, select the frame and Ghedsame
from the Options menu. (See “Working with spreadsheet frames” on page 7-4.)

This option Displays

Cell Grid Dotted gridlines that separate the rows and columns
Solid Lines The cell grid with solid gridlinesCéll Grid must be selected)
Formulas Formulas (rather than computed values) in cells that

contain formulas

Column Headings Column and row headings
Row Headings

Mark Circular References Dots in cells that contain circular cell referendesulas must
be deselected)

Printing a spreadsheet document

You can control various aspects of how your spreadsheet document prints.

To print Choose

In the Help index,* see: Row and column titles on every page Lock Title Position from the Options menu

» printing, spreadsheets The range of cells that you Set Print Range from the Options menu. In the

» Set Print Range command specify, rather than all formatted Print Range dialog box, clidkint Cell Range, type
cells and cells that contain data the range you want to print, and then clagk

Row and column headings or the Click | £%| on the Default button bé&sr chooserint

cell grid from the File menu). In the dialog box, select or
deselect thérint Column Headings, Print Row Headings,
andPrint Cell Grid checkboxes.

Working with formulas

Use formulas to perform calculations on spreadsheet data. You can combine
numbers, cell references, named cells or rangefuantions(predefined
formulas) to build your formulas. For some simple formula examples, see
“Examples: Entering formulas” on page 7-25.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Important The examples in this documentation are based on U.S.
conventions. For example, dates and numbers are shown in U.S. formats. In
English-speaking countries other than the United States, functions,
formulas, and calculations might be formatted differently. For example, in
the U.S., commas act as separators in formulas. In other countries,
semicolons might be used as separators.

Understanding formulas
Within a single formula, you can calculate a result using:

In the Help index,* see: = values, such as $4.95, Ms. Jane Smith, or February 2, 1997
» spreadsheets, calculations

= operators, such as +, -, *, =, >, or ()

= cell references, such as B2, P66, or D7

= functions, such as =SUM(B2+N66) or =PRODUCT(A1..C1)
= named ranges

Formulas can be simple or very complex, with many parts. All of these are
legitimate (and simple) formulas:

This formula Does this

=B6+B8 Adds the values in cells B6 and B8

=E9*3.5 Multiplies the value in cell E9 by 3.5¢anstant(fixed value)
that you supply

=Shares*Price Multiplies the values in two named cells (see “Naming cells
and ranges” on page 7-12)

=“California” Places a text constant (California) in a cell

=SUM(D4..D12) Uses the SUM function (a predefined formula) to add the

values in the cell range D4 to D12

See “Working with functions” on page 7-26 for more information on
functions.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Cell references in formulas

In the Help index,* see:
» cells, references

BIZE W

Circular reference

A formula can contain references to a cell or a range of cells. ClarisWorks
uses the data in the cells to compute the formula’s result. There are two types
of references: relative and absolute.

= A relative referencgives the location of a cell relative to the location of
the current cell. If you copy and paste a formula with a relative reference
to another cell, ClarisWorks changes the reference to reflect the relative
position from the new source cell.

= An absolute referencgtays the same when you copy and paste a formula.
To enter an absolute cell reference, type a dollar sign ($) before each part
of the cell address. You can also mix absolute and relative addresses in
the same formula (for example, =$A$1+B1).

Relative reference Absolute reference
| |\
| ] = a0 n =3 =)
] S0 s (2] =0 =
| ™= = (2| = =
I
The formula in cell A3 is =A1+A2. The formula in cell A3 is =5A$1+$AS2.
If you copy the data in cell A3 to If you copy the data in cell A3 to B3,
B3, the formula becomes =B1+B2. the formula is still =$A$1+$A$2.

Circular references  Avoid circular referencesn a spreadsheet. A circular
reference occurs when two or more cells refer to each other—for example
when cell A1 contains =B2*3 and cell B2 contains =Al+4. A circular
reference also occurs when a cell refers to itself, for example, in the formula
A10=SUM(A1..A10).

ClarisWorks marks cells that contain circular references with bullets. To turn
off the markings, choodgisplay from the Options menu, and then deselect
Mark circular refs.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Entering formulas
You can type each of the formula elements or have ClarisWorks enter cell

In the Help index,* see: references and functions for you. To enter a formula, select the cell where
> arithmetic operators you want the formula’s result to go and type an equal sign (=) in the entry
» spreadsheets, calculations bar. Type the formula after the equal sign (you can put a space before or after

any operators), and then cliz}  to confirm your entry.

Tip You can quickly total the values in selected cells and display the result in
the row or column cell adjacent to the selected cells. Select the cells (including
a blank cell to display the total) and cl{if]  on the Default button bar.

| &) L

i 18 1 | b

] i ki L2 ] 13

| : H| EIRE

[ 4 (4] =0

= 3 3

Before Select the cells to be *

totaled and the cell for After
the result

To Do this Example

Enter a reference toClick to select the cell that you want to refer to. =B1+C1
a single cell ClarisWorks enters a plus sign (+) when you click
the next cell. (To use a different operator—such as
* to multiply—type the operator before you click-B1*C1
the next cell.) ClarisWorks inserts the cell
reference at the insertion point in the formula.

Enter a reference toDrag to select the range that you want to refer teSUM(BL..C1)
a cell range The reference to the cell range appears at the

insertion point in the formula. Then enclose the

range in parentheses.

Or type the addresses of the cell at the upper left of
the range and the cell at the lower right with two
dots between them and enclose the range in
parentheses.

Enter an absolute Click in the entry bar before the part of the cell =$A$1+B$1+$C1
cell reference address that you want to make absolute and then
type a dollar sign ($).

Enter a reference toChoose the name of the cell or range fronEIa =Revenue-Expenses
a named cell or menu in the entry bar.

range For more information, see “Naming cells and

ranges” on page 7-12.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



7-24  ClarisWorks User's Guide

In the Help index,* see:
» Help, printing

To Do this Example

Have ClarisWorks Begin and end the entry with a double quotatiors“1992”
interpret a number mark. _npm

or punctuation as '
text

Use a function See “Entering functions” on page 7-27. =DATE(95,10,10)
(ready-made
formula)

Tip If you want a paper copy of all the ClarisWorks functions, you can print
an alphabetical summary from onscreen Help. See “Printing a document or
Help topic” on page 2-16.

Calculating formula results

In the Help index,* see:
» Auto Calc command

When you enter and confirm a formula, ClarisWorks computes the result.
ClarisWorks is preset to calculate formulas automatically each time you
confirm an entry in a cell. To turn automatic calculation on or off, choose
Auto Calc from the Calculate menu. When Auto Calc is on, you see a
checkmark next to the Auto Calc command.

Because automatic recalculation of large spreadsheets can be time
consuming, you may want to work with Auto Calc off. To calculate formula
results when Auto Calc is off, chooGaculate Now from the Calculate menu.

Making corrections

In the Help index,* see:
» formulas, spreadsheet

» resizing, spreadsheet cells
» troubleshooting

If you see## in a cell, it means the column is too narrow to display the
number. To widen the column, select the column and then increase its width
by choosingolumn Width from the Format menu. Type a width, and then click
OK. For more information on changing the size of a column, see “Resizing or
hiding rows and columns” on page 7-16.

9% 36700
BT T2
B 100
A e Aawrags | B0 10500

Before After

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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S ClarisWorks tells you if it can’t evaluate a formula you've entered. Error

:_c messages start with the symbol # and end with an exclamation point (!), or
you may see a message on the screen. Check your formula for the correct
placement of parentheses, be sure parentheses are correctly paired, and
check to see that you have entered operators between the cell references. For
more spreadsheet and formula tips, see onscreen Help.

Error messages

Examples: Entering formulas
These examples show how to use formulas to add numbers.

Example 1: Simple arithmetic
To enter a formula that sums three numbers:

1. Click a cell to make it active.
2. Type=12+3-5 inthe entry bar.
3. Click [£] to confirm the entry.
ClarisWorks sums the numbers and displays the result, 10, in the cell.

Tip To total the value quickly, select the cells and dZk  on the Default
button bar.

Example 2: Using cell references
To sum three numbers using cell references:

1. Type75, 150, and725 as shown here.

[l
B

2. Click cell B3, type an equal sign (=) in the entry bar, and then click cells A1,
A2, and C1.

ClarisWorks inserts the addition operator (+) between each cell reference.
Your spreadsheet should look like this:

Address of the

rator
se||ected cell Operators
Entry bar o [=l&]=]] -2 1-22-C1 Formula
- | T~
1] = =
2 150
E3 | I— l [ The formula’s result goes

in the selected cell
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To change the formula, for example to use a different operator, use the
text editing techniques described in “Editing data” on page 7-6.

3. Click [ to confirm the entry.

ClarisWorks adds the numbers and displays the result (950) in
cell B3. If the result doesn’t appear as you expect, check to be sure that
you started the formula with an equal sign (=).

Working with functions

In the Help index,* see:
» functions

ClarisWorks providefunctions or built-in routines, that you can use alone
or include in a formula. Use functions to perform computations—such as
summing a group of numbers or deriving a square root—without having to
type the entire formula. You can use a function by itself in a formula, or you
can combine it with other values, operators, cell references, and functions.
For an example of a simple function, see “Example: Using the AVERAGE
function” on page 7-27.

ClarisWorks provides over 100 functions in nine general categories. A
complete list of these functions is in onscreen Help.

Category Purpose Example
Business and Calculates mortgage and payment values PMT (Payment)
Financial
Date and Time Manipulates dates and times DATE
Information Looks up and evaluates information in LOOKUP
spreadsheet cells, cell ranges, and database fields
Logical Evaluates Boolean expressions, which resultiBBLANK
either TRUE or FALSE
Numeric Performs general mathematical calculations ROUND
Statistical Calculates general statistics, such as standaAVERAGE

deviation and variance

Text Finds, compares, and manipulates text CODE (ASCII code)
expressions

Trigonometric Creates and evaluates mathematical and ~ SIN
scientific values

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Entering functions

In the Help index,* see:
» functions

To enter a function:
1. Click the cell where you want the result to appear.

If you're including the function as part of a larger formula, click in the
formula where you want the function to appear.

2. ChoosePaste Function from the Edit menu (or clid& on the entry bar).

3. Choose the type of function you want from the Category pop-up menu in the
Paste Function dialog box, select a function from the alphabetical list, and then
click OK.

4. In the entry bar, select the sample values and replace them with values, named
cells, or cell references.

For more information, see “Naming cells and ranges” on page 7-12, and
“Cell references in formulas” on page 7-22.

5. When you're satisfied with your entry, cliz]  to confirm it.

Select the sample values Replace the sample values
I 3 O i~ [ S 5 5 L
[ .
Cell address of result Function Click to cancel or

confirm entry

Tip If you know the name and format of a function, you can type it, rather
than paste it, in the entry bar.

Example: Using the AVERAGE function

This example shows how to use the AVERAGE function to calculate the
average of three numbers.

1. In your spreadsheet, tyjgé, 88, andd3 in cells A1, B1, and C1.
2. Click cell D1 to select it.

A
& | @ e | & |
1| ot = =] _——Function’s result goes here

Numbers to average

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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3. Chooseéaste Function from the Edit menu.
4. SelectAVERAGE from the list and clickK.

5. Hold down the mouse button and drag the I-beam pointer in the entry bar to
select the sample values between the parentheses.

[ oy [=[ele] .= e e
I

Address of cell where Select the sample values
function is stored but not the parentheses

6. In the spreadsheet, hold down the mouse button and drag the pointer over the
three cells whose values you want to average, and the{zLlick  to accept the
function.

ClarisWorks replaces the sample values with the selected cell range and
displays the average value (85) of the selected cells as the result.

Cell range
1
ol "Iﬁ; ,:q,l I ~EVERACEIA | _CI}
] * n | 3 | |
[0 T4 - E ZH— The result

Displaying data in charts (graphs)

A chart (or graph3hows graphic relationships and trends among data. You
In the Help index,* see: can chart data in a spreadsheet frame as well as in a spreadsheet document.

» charts, creating

LItk SRS s ongir [T | Tedidie |46 Div
i pe- i id w7
i [ ard rd e
— iid .lqul
| B
Data 1 ﬁ Blvqr
. =
Line chart - " L * 1
@ =
el or  Jrad O Brdil O

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Making charts

In the Help index,* see:

» charts, creating
» charts, modifying

To make a chart, select a cell range and then ctMais€hart from the
Options menu. In the Chart Options dialog box, click a chart type in the
Gallery, and then clickK. ClarisWorks draws the chart and places it on top
of the spreadsheet.

Tip To create a chart quickly, select the cells and click one of the chart buttons
on the Default button bar. Double-click the chart to change chart options.

You can create more than one chart for each spreadsheet or spreadsheet frame

Updating chart data The chart is linked to the spreadsheet, so when you
change data in the spreadsheet, ClarisWorks updates the chart. Copying (or
cutting) and pasting a chart severs its link to the spreadsheet data. If you then
change the spreadsheet data, ClarisWorks won’t update the pasted chart.

Changing chart options

In the Help index,* see:
» charts, creating

Y axis

Series symbols

Axes labels

You can change the way data is plotted as well as the appearance of a chart’s
elementgthe title, axes, series, series labels, or series symbols). Each type
of chart (this one is an X-Y scatter chart) contains most of the same elements.

ey Kazhoowbris .
m.'.,.:",? ‘-_-: t: & om 0w =om 10w som—— Use this data to make the chart

T e o 8 -5 il Q 7 id] @S] | R
|t1lhmrmlt|ﬂww:-w|7_ﬂtle
1
B : — Legend
=
* -
T | | . — Series box
g 1D -
roB
e D
]
=il
r e )
T .50 X axis
(L] L] i DG
L i

To revise an existing chart, double-click the chart, or select the chart and
chooseChart Options from the Edit menu.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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In the Chart Options dialog box, select chart options and make your changes.
To view other chart options, click tiGallery, Axes, Series, Labels, andGeneral

buttons and choose among the options that appear. When you're satisfied
with the chart, clicloK.

Use this option in the

Chart Options dialog box To set or change
In the Help index,* see: Gallery Chart type
» charts, modifying Axes Label, scale, and tick marks on an axis
» charts, options - -
Series Format and symbol for the data series (value)
Labels Position and format of the title and legend
General Chart range, series orientation (in rows or in columns).

How number data (if any) in the top row or left column is
treated (plotted or used for labels).

Note ClarisWorks provides numerous techniques for setting and changing
the chart’s elements. You can experiment with the various techniques for
working with chart elements described in onscreen Help. If you don't like
the results, clicl¥] on the Default button bar, or chamdefrom the Edit
menu. You can also chooReert from the File menu, or delete the chart and
make a new one.

Deleting, copying, or moving a chart

A chart is an object that you can delete, cut, copy, move, or resize. To start,
select the chart by clicking it. A selected chart has handles.

To Select the chart and then
In the Help index,* see: Cut or copy a chart On the Default button bar, c to ctlE‘to copy
» charts, modifying (or chooseCut or Copy from the Eait menu). Cutting or
' copying a chart breaks its link to the chart’s spreadsheet.
Delete a chart Press Delete
Move a chart to another Drag it to a new position (not by a handle). Moving a chart

location in the same documemhaintains the link to the chart’s spreadsheet.

Resize a chart Drag one of its handles

Scale a chart to a specific  ChooseScale By Percent from the Arrange menu and then enter
percentage percentages to scale the chart horizontally and vertically

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Select the chart and then

Hide a spreadsheet frame
under a chart

If necessary, resize the spreadsheet frame to make it smaller
than the chart. Then select the chart and drag it over the
spreadsheet.

Bring a hidden spreadsheet
frame back into view

on the Default button bar,

ange menu

Select the chart and then cI
or chooseMove To Back from the Arr

Enhancing a chart’s appearance

Because a spreadsheet chart is an object, you can change the chart’s
appearance by selecting all or part of it and using the fill and pen palettes and
text formatting commands.

Original chart ]
|l:-|lll-a-m-l|-m.| IEyrbashadsi g |7— Title
Y axis —
) : — Legend
=
: T 50 LS
Series symbol T |J - | Series box
g 1D
o mgt
D
1 -5
o il
o
] -5 X axis
= e ]
Axes labels — Wkt bt

Enhanced chart Hide the chart’s border —

Change the data series

symbol to a 3-point line i

Cerorriy poposy | Dbt do iy . .
'— Hide the title and
W ] legend borders

Tl T

Italicize the text
along the axes

#
"
L
i i
P
a
L
"

Paste a picture into

e

Tprrra o ca

the spreadsheet and
drag the picture over
the chart

bl
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Chooseshow Tools from the Window menu to display the tool panel, then try
some of the following techniques using the fill and pen palettes. (For information
on using the pen and fill palettes, see “Changing lines, borders, colors, patterns,
and textures” on page 5-9.) The effect you achieve varies with the type of chart.
Feel free to experiment. If you don't like the results,lnge in the Edit menu

or Revert in the File menu, or delete the chart and make a new one.

To Select the chart or chart element, and then
In the Help index,* see: Change th_e background of Choc_)se from the fill color, pattern, texture, or
. the chart, title, or legend gradient palettes
» charts, creating
» charts, formatting Change the chart, legend, or titte  Choose from the pen color, pattern, and width
border, or the axis line palettes

Hide the chart, legend, or title bordeiChooseNone from the pen width palette
or the axis line

Change the appearance of text Chooseéront, Size, Style, or Text Color from the Format
along an axis menu and options from the submenu, or use the
pop-up menus on the button bar

Change the color, pattern, or border @flick the series box once, and then choose from the
a series (for example the bars on a bidr and pen palettes
chart or the symbol on a scatter chart)

Make a chart or the series Choose the transparent icE  from the
(for example the bars on a fill pattern palette
bar chart) transparent

Note To change the appearance of chart elements in one step, select the
element and apply a style. For information on applying styles or creating
your own, see “Using styles” on page 9-5.

Adding pictures or a text frame

ClarisWorks provides you with several methods for adding pictures to a
spreadsheet. You can also add text frames to create special effects. Pictures
or text frames that you add to a spreadsheet are objects, and can be moved
and manipulated just as other objects can. See “What are objects?” on

page 5-3 for more information about objects.

Note Pictures (and frames) are layered on top of the spreadsheet. You can'’t
place a picture in the entry bar or directly in a spreadsheet cell.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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ClarisWorks library

In the Help index,* see:
» drawing, tools

» frames, creating

» libraries, using
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Draw a rectangle and
fill it with a gradient LB n )
=m0 45
e & 105011 30
P s i
FEd 0 54 s & i 2= 20
e Type in a text frame, rcn. 5 [E- L]
rotate the frame, and ek
drag it over the rectangle LR
Start by choosinghow Tools from the Window menu to display the
tool panel.
To Do this Example

Add ClarisWorks From the File menu, choosigrary and then
clip art to a spreadsheetselect a library. In the library palette, select |MII | |
Backy

i | |-

the item you want and clidlse.

Clipartinalibrary

Draw directly in
the spreadsheet

Select a drawing tool, move the pointer into_-—=i,
the document, and drag to create an object- m

=]

Add a paint frame to  Select the paint to{#] , move the pointer o0

a spreadsheet into the document, and drag to create the | R
frame. Then, use the painting tools to paint i —
the frame.

Add a text frame Select the text t{Z&]  and click once in the

spreadsheet. Select a font, size, and style, an 1997
then type your text.

Display handles ona  Click the frame once.
frame so you can treat it

as an object

H997

For information on In the Help index,* see:

Copying and pasting pictures in a spreadsheet » copying

Inserting (importing) pictures created in another application » Insert command

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Creating links in spreadsheet documents

When you plan to use a ClarisWorks spreadsheet document (or a document
that contains a spreadsheet frame) onscreen or on the Internet or World Wide
> book marks Web, you can select an area of the document or frame and clie&téaa

> links connection or jump) to a different area of the same document, a different
document, or a document or other information on the Internet.

In the Help index,* see:

If you paste text with links assigned to it from a word processing document
or text frame to a spreadsheet cell, the links are not pasted. If you paste text
with links assigned to it from a spreadsheet cell to a word processing
document or text frame, the links are not pasted.

To create a link in a spreadsheet document or frame, select the cell, and then
create the link. For more information, see “Creating links” on page 9-1. To
create a link to information on the Internet, see “Linking Web pages” on
page 11-5.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Chapter 8. Database

This chapter describes how to design a ClarisWorks database document to
help you manage information. ClarisWorks makes it easy for you to create a
database, enter your data, format it in different layouts, and present custom
reports. Once a database contains records, you can search through and sort
them, change the data they contain, and design and print a report of some or
all of the data.

All database features, including procedures, buttons, and troubleshooting,
are described completely in onscreen Help.

When to use a database

Database basics

Use a database to:

= maintain address lists, and then print names and addresses onto labels,
form letters, and personalized notices

= maintain customer lists for automated mass mailings, or information
about guests and vendors for parties and events

= create attractive invoices and reports
= create lists you need to sort, such as bibliographies for school papers
= catalog recordings, stamps, and other collections

If you have not previously worked with ClarisWorks database documents,
take a few minutes to read about some general database concepts, the basics
of setting up a database, and entering information.

What's a database?

In the Help index,* see:
» databases, documents

A database is a collection of related information, or data, which you can sort,
search through, and print as needed. Using a database, you can organize and
analyze information in various ways so that you understand its significance.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Each category of — s iritsstizs 455

information is a field

A set of fields is a record ~(

These are the elements that make up a database.

A s Ciw Wian Cezdiah

etk Fesdiia

The information in each field is a value;,
values can be text, numbers, dates, times,

M Fal'ong pictures, references to movies, or
Mlgal® January formulas that calculate values
Contribalios 10

[T E ki Cha koo

Batiindi Fkuary

Coniribeties 1065

Using Browse, List, Find, and Layout modes

In ClarisWorks there are four modes in which to work with a database—
Browse, List, Find, and Layout. You select a mode using the corresponding

In the Help index,* see:
» Browse mode

In Browse and List modes,
you view, add, change, and
delete records

command in the Layout menu.

| Ainra Chiita W Dodiph
Lo Fd b
CrdriedbEn 4 L5

a . 1 | [ Jubrd b |k yibm i
e Pat\Wmng Chita Van Ooiph |Febiuarg | 456
:u.md: Fhord b, Jamang Fathaong ok ray iy 10
Contribtin 1 Ebana Oz |Febiuary  [10ES
Uraesriasd LY Tary Hanes LT [}
Foaoaade || Maria Dia ned JEETCTE |45
Browse mode 1 Baiara Grwes | fangay (9.4
List mode

*  Choose Index from the Help menu and type the first few letters of the entry. Double-click the

entry and then double-click a topic.
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In Find mode, you search for

specific records to work with
In Layout mode, you design the way you want
the data to appear when viewed or printed

Creating a database document

In the Help index,* see:
» documents, creating

Note You can't create a database document within another document.

To create a database document when ClarisWorks is running, dleaose
from the File menu. In the New Document dialog box, s&laatase, and
then clickOK.

Or, click[Z]] on the Default button bar. (If you don’t see the button bar,
chooseShow Button Bar from the Window menu.)

When you open a new database document, you begin by defining fields. The
field definitionconsists of the field name, field type (such as text or number),
and other options. Once you have defined the fields, you make new records
and enter valuesléta) in the fields.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Example: Creating a simple database

In this section, you set up an example database with two fields and three records.

Part 1: Start a new database document
1. If ClarisWorks isn't running, start Clarisworks as described in “Starting
ClarisWorks” on page 2-1.

2. Click 1| on the Default button bafOr, choosélew from the File menu. In
the New Document dialog box, selBatabase, and then clickK.)

You see the Define Database Fields dialog box, where you set up
database fields.

Dt ol algse Forlds

| iz H e Tmid T

New field names appear here

Type the field names here ——MM——
Fakd Mo | | EmieToes Tust — Select a field
i i I i type here

Type @ Ssddl narsy gt s w4 P bd fpa EI

Part 2: Define two fields
1. In the Field Name box, tyggontinent , and then clickreate.

2. Inthe Field Name box, ty@suntry  (replacing the field nan@antinent), and
then clickCreate.

Fkid Pl Feskd Toge:
|l:-:-‘-l--e~- T el
3. Click Done.

You see the first record of your database, in Browse mode.

Field names _| Centinent = Type field values here
Ceanlry
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Part 3: Enter two values into the fields
1. Click in the Continent field and tyfiirope .

If the entire record becomes highlighted, it means you clicked outside the field.
To select a field, click inside the field borders. Don't click the field name.

2. Press Tab or click in the Country field and tiApnce .

. The first record
Canlisenl Eure [ looks like this
Cannfiry Frare= I

Part 4: Make new records
1. Click |E| on the Default buttonds, or choosiew Record from the Edit menu.
You see a new record under the first record.
2. ChooseNew Record from the Edit menu again.
Three records now appear in the database.

Part 5: Finish entering data in the new records

1. In the second record, click in the Continent field, tpia , and then
press Tab.

2. Click in the Country field of the same record and tiaman .

3. In the third record, typBouth America in the Continent field, press Tab,
and then typ8razil in the Country field.

Lt U
sy Frande
Cenfinent =

Ceanlry Jopan

o gl el =T T
Caaniry B ]

Your database with three records

Part 6: Close the database

Note You may want to save your example database and use it to practice
other database operations described in this chapter and in onscreen Help. For
example, you could try adding different field types, changing the layout of
the fields, and searching for specific records.



8-6 ClarisWorks User's Guide

To save your database before closing it, dZion the Default button bar,
or choosesave from the File menu, type a name for the document (choose a
different folder, if necessary), and then clzke.

To close the database document, ch@imse from the File menu.

Designing a database

Before you create a database, it's a good idea to plan your database design
In the Help index,* see: on paper, to reduce the time and effort of redesigning. When planning your
» planning databases database, decide:

= what you want the database to accomplish
= which fields the database will contain and the type of data they'll hold

= what each record in the database will represent (for example, an employee
or an invoice)

= how the database can help you work more efficiently, by using options
such as formulas and automatic data entry

Twvgices

Atdie jAarraniry dday’ o ddde

ek inle
List the fields each record will hold — o wihre
I Identify fields that are
automatic entries or the
s B Pria results of calculations

* Flasder srdercd

TRl price (darr-cdfcnddic

Tip When you design a database that holds names and addresses, you can
start quickly by using the Address List Assistant, and then changing the
database as needed. For more information about using Assistants, see “Using
an Assistant” on page 2-3.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Defining database fields

In the Help index,* see:
» fields, defining

Field names and field
types appear in a list

Type a field name

Once you plan the design of a database, the next step is to define the fields
to store the data. When you define a field, you give it a name and then select
a field type to determine what kind of data (for example, numbers or a date)
can be stored in the field. When you open a new database document, you see
the Define Database Fields dialog box, where you set up database fields.

[ieline Databaas Fizich EHE
Frald Hara Fmicl Tppn

Irwos Ciste L nim -
Ireooanes s Hunnbes

Heok Tila Tad

il T

P i

T el w b & e e =]
Fuid farnar: mi Evid Ty Farba = I—— Select a field type
| - | ngess | E——Click to set up entry
B e i e i ‘Dopich ook B O Gl T T options for a field
Rl el e i i bty ﬂ—"|

Note You can also change the appearance of text and the format of numbers,
dates, and times for existing fields. For more information, see “Changing the
appearance of data” on page 8-32.

Adding fields to an existing database

To add fields to an existing document, choleiee Fields from the Layout
menu. When you create new fields, ClarisWorks automatically adds them to
the layout you have chosen.

Assigning field types

In the Help index,* see:
» fields, types

To assign a field type to a field, choose from the Field Type pop-up menu in
the Define Database Fields dialog box. Field types affect the way you enter
and use your data.

Tip Use a text field (or a field that holds text, such as a pop-up menu) for
postal codes so you can sort addresses by postal code number. If the postal
code is a number field, ClarisWorks ignores leading zeros. As text, the codes
are sorted properly and retain any leading zeros.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Important The examples in this documentation are based on U.S. conventions
and are shown in U.S. formats. In English-speaking countries other than the
United States, numbers, dates, times, functions, formulas, and calculations
might be formatted differently. For example, in the U.S., periods act as
decimal points. In other countries, commas might be used as decimal points.

Example
Use this field type To (in Browse mode)
Text Enter any text, numbers, or symbols (up tirirst newe 1z &l

1008 characters, depending on custom — Asdreas  [TFF EeFeders Lee |
styles—such as italic—assigned to the field)

Number Enter any number saers T2 |
Saere S

Date Enter the day, month, and year Debe [BRTTOE ]
Dabs Jmeary 1. 1953
Dwle 1130

Time Enter hours, minutes, and seconds Tiws 23515
e [T

Name Enter names that sort by the last, first, osass [Giw imim |

other word in the field, depending on howMasss i & Haki
you type the name. See “Entering data irMass Jasss Zimin .k

fields” on page 8-12. Mot Trdastisf Beids
Pop-up Menu Choose from a menu of preset values ﬂ
Radio Buttons Choose among options

Shig By
e
A
O i

Check Box Select or deselect the field E 5enteampk
Serial Number Have ClarisWorks assign a unique, — I
sequential number to the field in each S F
record
Fiset e 1065
Tk B 1o
Value List Choose from a scrolling list of preset  rpan
values, or enter a different value !::

2477 -
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Example
Use this field type To (in Browse mode)
Multimedia Display a picture, movie, or library or  __
OLE object. A picture in a multimedia -

field is stored with the database documen
A movie in a multimedia field is a

reference to a movie file, which is stored “

separate from the database document.

Record Info Display the time and date that the recor Zt=% 775
was created or modified, or the name of
o Tims o,
the creator or modifier entered -
Calculation Produce the result of a formula that  wpesrpm AR

calculates values from the current recora
in the database. For more information, see
“Defining calculation and summary

fields” on page 8-10.

Summary Produce the result of a formula that Veariyteia  [TEITEOT
summarizes values from one or more
records in the database. The field appears
only in the summary part of a layout. For
more information, see “Creating a layout”
on page 8-29.

Checking or entering data automatically

In the Help index,* see:
> fields, defining

ClarisWorks can enter or check data when you create records. For example,
you may want the data in a number field to be unique and within a
certain range.

To set up a field for data checking or automatic entry, select the field from
the list in the Define Database Fields dialog box and €jténs. You see

the options available for the type of field you selected. For example, this
dialog box shows the options available for number fields:

* Choose Index from the Help menu and scroll to the entry. Double-click the entry and then
double-click a topic.
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Field type Field name

Ditienc fer Flumbea Fredd “FO0 Humber™ K E
‘Warkcston Dt Db

I Conat Bu Enply Sutomatcal Erim

I Wt Bia Ui I ————— Type the data you

Set criteria for having I Wi B b Barge Watnt ClatnsW?rk?I to
ClarisWorks check the |— enter automatically
data as it's entered
[t ] _Cored |

Other field types, such as pop-up menus, radio buttons, serial numbers, and
value lists, have different options:

Dghient o Fopup M er Freld “T epartmeni | 7] =]
T bor il Dt I Select the item that
ok [ ClarisWorks
o o automatically chooses
Scrolling list of items | - g | for a new record
Ll foe cordred
|Capmiran ———Type a new field
) Lise Lkt name (optional)
Type the items you want ———{igtaing
to appear as choices
[[Comntm | pdocy | foueen | . -

For complete information on every field type available in ClarisWorks, see
onscreen Help.

Defining calculation and summary fields

You define a field type as a calculatimnsummary field when you want the
value in the field to be the result of a formula. A formula can include values
from one or more other fields in the database, operators, functions, and
constant values.

In the Help index,* see:
» formulas, database

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Name of field that
holds the formula
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For example, suppose you have a database that contains two number fields,
Qty Sold and Price, and one calculation field, Total. You can set up a
formula in the calculation field to multiply the values in the two number
fields. Then, each time you type values in the Qty Sold and Price fields, the
formula multiplies those values and displays the result in the Total field.

Enfter Farmvsla fom Figld “T otal™ BHE

S Farnbu i

AL Farn bui

oD egie ] o™ 1

S B g

" AT §

ATAKIE narimry rerubej
bl ST P B g rdmr rorm b O e

L1

l’ﬁ'! Gk Pl

Farl mnll sz |H|.|-m [ Lo | I.'.mnl

Choose aformat for ~ Click field names, operators, and
the formularesult  functions to include in the formula

You enter a formula for a calculation or summary field just as you do for a
spreadsheet cell. (See “Working with formulas” on page 7-20.) The type of
operation a formula performs depends on the field type of the values it
calculates and whether the formula’s field type is calculation or summary.

= Use a calculation field to calculate a value from values in other fields in
the current record.

= Use a summary field to calculate a summary value using values from one
or more records in the database.

You immediately see the result for a calculation field in Browse mode and
List mode when you add records, and when you change values used in
a calculation.

Note To see the result for a summary field, you must create a summary part
in Layout mode, and insert the summary field. Then, sort the records and
switch to page view. For more information about summarizing data, see
“Presenting and summarizing data with parts” on page 8-34.
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Adding, changing, and deleting fields
You add, change, and delete database fields in the Define Fields dialog box.

To select a field name, click the name in the Field Name list.

; * .
In the Help index,”™ see: To Choose Define Fields from the Layout menu, and then
» Define Fields command - -
Add a field Type the name of the new field, choose a type from the
Field Type pop-up menu, and then cligrkate
Delete a field Click the field name in the Field Name list, and then click
Delete
Change a field name Click the field name in the Field Name list, type a name, and

then clickModify

Change a field type Click the field name in the Field Name list, choose a type from
the Field Type pop-up menu, and then cldklify

Change a calculation or Click the field name in the Field Name list, cligkdify, make
summary formula your changes to the formula, and then dlikk

Change field entry options Click the field name in the Field Name list, @ptiks, make
your changes in the dialog box, and then @ik

Entering data in fields

When you finish defining the database fields, you see them displayed in

In the Help index,* see: Browse mode in a standard layout, in the order you created them. You can
» fields, changing now start entering data.

» fields, entering data

» fields, navigating You enter data in Browse mode (or List mode, when you dédeitbm the

> records, adding Layout menu) by selecting a field and typing a value in it. You can’t select

a field that contains a formula or a field whose type is Record Info, because
ClarisWorks enters those values for you.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Drag the control up or down to
move qlfickly through records

—H-l-n_'l Tun e Tncks mnd Encks
Zeldrmne 15 PR
Sk Aei=n=| Fields for one record
S Ch
Current number of records —+ Peadmi FeI0d
Fis 10%F
i W T Jaivas Elaclionic TQE?IQCtgfieclidy click
Click outside a field border to duicreun 12 Wais S within its borders

select the whole record

Fields in a standard layout (in Browse mode)

Note If the entire record becomes selected, it means you clicked outside a
field and selected the whole record. To select a field, click within the field
borders. To deselect a record, press Enter (on the numeric keypad), and then
try again. Or, make the first field active by pressing Tab.

To Do this

Move to the next field Press Tab.

Move to the previous field Press Shift+Tab.

Edit data in a field Click in the field and edit the data.
Insert a tab within a field Press Ctrl+Alt+Tab.

Enter the current date in a date fiel@ress Ctrl+ — (hyphen).
or current time in a time field

Enter a date, time, or number Type numerals and punctuation characters.

Enter a name in a name field For names that you want to sort lastierd in the
field, type the first and last name (for examgkme
Adams sorts by Adams). For names that end with a
title, type Ctrl+space between the last name and the
title (for exampleJames Smith Jr. sorts by
Smith).

For names that you want to sort by finst word in the
field, type @ at the beginning of the field (for example,
@Treetop Books  sorts by Treetop). You see the @
symbol only when you select the field.
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To Do this

Enter a picture or movie in a Use one of the following methods:

multimedia field = Copy and paste a picture or movie from a different
document.

m Choosdnsert from the File menu, and then select the
picture or movie file using the Insert dialog box.

= Add an object from a library palette.

= Choose0LE Options from the Edit menu, and then
choosensert OLE Object.

When a field contains a picture, you see the picture in

the field. When the field contains a movie, you see a

preview image of the movie. To play a movie, see

“Playing movies in multimedia fields” on page 8-17.

Choose a value from a Select the field to see the predefined list. Then
predefined list double-click a value, or select the value and press Enter
(on the numeric keypad).

Adding records

To add a record, chooBmwse or List from the Layout menu, and then click

In the Help index,* see: |E| on the Default buttonds, (orchooseNew Record from the Edit menu).

» New Record command ClarisWorks displays the record in the current layout and increases the
record number in the status area by one. You can quickly add a new record
by typing Ctrl+R.

ClarisWorks adds new records after all the records in your database. (To
view records in a particular order, regardless of the order in which you
entered them in the database, you can sort them. See “Sorting records” on

page 8-21.)
Changing the tab order
Thetab orderis the order in which you move from one field to the next when
In the Help index,* see: you press Tab in Browse mode. The tab order is preset to the order in which

you place the fields on the layout. Changing the tab order does not rearrange

» tabbin
’ the fields—it simply changes the order of field selection when you press Tab.

To change the tab order, cho8smise from the Layout menu, and then choose
Tab Order. In the Tab Order dialog box, cli€lear, and then move the field

names into the Tab Order list, in the order you want data entered into them. To
move a name, click the field name in the Field List, and thentizk

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Tip To change the tab order in List mode, reorder the fields. See “Moving
columns and formatting data” on page 8-19.

Note Fields you don’t move to the Tab Order list will not be accessible by
pressing Tab. To select such a field in Browse, List, or Find mode, click
within the field.

Duplicating, deleting, and moving records

In the Help index,* see:

» records, adding
» records, deleting

When records are similar, you can save time and prevent data entry errors by
duplicating records. Once you duplicate a record, you can change only the
values that are different in the new record, and avoid retyping identical
information.

You can also copy and paste a record to duplicate it, or delete one or more
records at a time.

To Select the record to duplicate, delete, or move, and then

Duplicate a record Choo$mplicate Record from the Edit menu. ClarisWorks adds
a copy of the record to the end of the database and places the
insertion point in the first field, ready for you to enter data.

Copy and paste a record int€lick IE on the Default button bar, or chodapy from the

another document, Edit menu. Then cIiclE or chooBaste. If you're pasting the

application, or database record into a ClarisWorks database, the copy is added to the
end of the database.

Delete a record Choog$elete Record from the Edit menu. If you change your
mind, before you do anything else, cI|'E| on the Default
button bar, or choodéndo from the Edit menu to restore the
record.

Temporarily delete a recor(ﬁlickE on the Default button bar, or cho@skfrom the Edit
that you want to move or menu. Keep in mind that if any other records or text are copied
paste back in later or cut in the meantime, the record is lost.

Moving through records

In the Help index,* see:
» databases, using

Use the record book to move or browse through records. Start by choosing
Browse or List from the Layout menu.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Click to go to the
previous record

Drag to move across
many records at once

i

#— Click here, type the number of the record
to go to, and then press Enter

Click to go to the
next record

To go to the same field in the next record, press §tTo go to the same

field in the previous record, press Ctl+

Viewing records

In the Help index,* see:
» records, viewing

You can view records in various ways to suit your needs.

To Do this Example
View records in a SelectBrowse from the Layout 1| | [ — Euinpe
continuous list menu, and then choose L | —
Show Multiple. (If Show Multiple is o nin
dimmed, deselectge View L " i
. " . ¥ AN
from the Window menu first.) g || .
a Lt Sl AT
Lracriad LTy Erazl
View records in  SelectList from the Layout 1| |Eertrar |Cmrdry
rows and fields in menu. Eurufs |Franti
columns bty JJapan
Soalh Avvarica | Bwadl
A MG Ameiica |Fam
Facasde | (MO Ameiies | Conda
] Hia Yxinam
View one record at SelectBrowse from the Layout || [— P——
atime menu, and then deselect T (TR
Show Multiple from the Layout
menu. (IfShow Multiple is 1
dimmed, deselediage View e
from the Window menu first.) i
View the records SelectPage View from the
as they will print  Window menu. !
on paper - .
| e (Tl ] ]
- | Sy Frmnpe
Asponic LLTeT ALlE
b Loty Japan
T Comnmger South Amenics

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the

entry and then double-click a topic.
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Playing movies in multimedia fields

When a field contains a QuickTime or AVI movie, you see a preview image
In the Help index,* see: of the movie.
» playing movies

To play a movie in a multimedia field, in Browse or List mode, double-click
the field containing the movie. To pause the movie, click outside the field.

Important  If a database document includes a multimedia field that displays
movies, and you move the document to a different computer, you must move
the movie files to the same computer.

Note You can also add a movie to an entire document. For more information,
see “Working with movies” on page 9-26.

Working with rows and columns in List mode

List mode allows you to view and work with many records at once. In List
In the Help index,* see: mode, you see all the fields in your database in a columnar layout. To work
» List mode in List mode, chooskst from the Layout menu.

Fields are inI columns

[Etaie [Partad ]
|TOT Sepean | Durmreys |G LLEE
. Idobke 5L |Poftand  |OA 372
Records are in rows AE P 9L |Ewimend  |CA G40
[TEFMRIn GE [Wendside |04 [T
TaFomal  |Cadand |4 [ERE

You work with records in List mode much like you do in Browse mode: you
can enter data, select, hide, or sort records, or create new records. In addition,
you can resize or format rows and columns, and reorder the columns.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Selecting rows and columns

In List mode, you select a row or column with a single click. Select multiple
rows or columns when you want to resize or reformat several at once.

To select Do this Example of selected area
One row Click the area to the left of the [Jtmassar Elraed
. * first column. i 108 Arpan
In the Help index,” see: Al 23 ahle Gt
» List mode Multiple rows Drag the pointer in the areato t

left of the first column.

One column Click the column heading.

Multiple columns Shift-click adjoining columns.

Multiple fields Drag the pointer across the field| frm#smar Hirarl
(If the first field in your selection

LFerhus Bons 0L
is a pop-up menu or a checkbo
field, press Alt as you drag.) Equeesirian Books 02 Wain SE

Note To change the appearance of text in selected rows and columns in List
mode, see “Moving columns and formatting data” on page 8-19. (For more
information about text attributes, see “Changing text appearance” on page 4-7.)

Resizing rows and columns

When you first choose List mode, you see data in rows and columns of
In the Help index,* see: uniform size. To see more data, resize the rows or columns.
» List mode

To resize rows and columns, move the pointer to the bottom of the row
heading or to the right edge of the column heading you want to resize. The
pointer changes to a double arrc++ ¢r +). (If your pointer looks different,
move the cursor until it's directly over the row or column border.) Then drag
the pointer to the right or down until the row or column is the size you want.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Right edge of column heading

1 dnmwar Syl

Bottom of row heading okl s J:hﬂ;&;
i

Before vy fmwar Trert

Resized columns

Moving columns and formatting data

As you work in List mode, you can change the position of a column or the
appearance of data in a column or row

To Do this Example

In the Help index * see: Move a column  Move the pointer to the column
» List mode ’ heading. The pointer changes to
this+* . Drag the column to the E“... . E.“"' E.“"' IF“'“

Pointer

new position.
] wiE [GTan ]
Before After
Change the Double-click the column i
format of a heading, choose options in the ﬂ_-=_.:i
column of Format dialog box, and then T 2 — 1
number, date, or click OK. e s I
time fields o |

Change the Double-click the column heading mm—

appearance of and select options in the

text in a column Text Style dialog box. Or, select
the column and choose from the
Font, Style, Size, and Text Color
pop-upmenus in the button bar.

the text fields in pop-up menus in the button bar.
one or more rows(Your changes don't affect numbe
date, or other non-text fields.)

I.'n:-*"l!-!"'"l'-"‘t-r"-ﬁFH '“:

Note You can change the appearance of text in a column in one step by
applying a style. See “Using styles” on page 9-5.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Selecting and hiding records

You can select and hide individual records or a range of records in Browse

In the Help index,* see: mode or List mode. Hidden records are not printed, sorted, or included in
> status panel, databases summary calculations.
To Do this Example
Select a record Click anywhere in the Cortinenl  iaia
record, outside of a field. o aniry flants
In Browse mode,
[T Coaanir
In List mode, h5la Tgan
click here

Select multiple  Drag through the records to

records select, or select arecord ang
thenShift-clickanother
record to extend the
selection.

Candinerd
Cauniry

Canlinend

Cauniry

Ciauriry Franc=

Hide unselected Select the records you don’

records want to hide, and then Canlinend Confinenl.  Aal
chooseHide Unselected from  |amistd LRl G dagan
the Organize menu. Centinenl  irp
o erandry Wiedrami
Cauniny Fane=
Before After
Hide selected  Select the records you wan (s Conlinesl  Asia
records to hide, and then clic[f] [, ST aniry Jagan
on the Default button bar
(or chooseide Selected from 3 i E:'M =
the Organize menu). i U et
Cardinenk Euroges
Cauniry Francs
Before After

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Sorting records

In the Help index,* see:

» records, sorting
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To Do this Example
Deselect records Ctrl+click the record.
in a selection,
or select non- porre——g——
contiguous Cawniry Yistmam
records
Coanlizepnl Forth &merics
Cauniry Caroets
Show all records CIic on the Default  castiserd  isia
button bar (or choosghow Caaianliy S
AllRecordsfrom the Organize ¢ uimest iz
menu). oy ¢ RalraTI
i i Eimc{sa
Coli iy Fiia e

Coabdifneid TR AdTeT ko
Coli iy Coairua bt

You can sort records alphabetically or numerically based on the fields you
specify. You can also save a set of sort criteria (calteth@ed sortjor
reuse. You can sort records in Browse mode and List mode.

Tip To sort records quickly by field, select the field and then, on the Default
button bar, clicki#l to sort in ascending order or c[fZtk  to sortin
descending order.

Hidden records are not sorted.

To save a set of sort criteria, chodise Sort from the Sor{ii pop-up menu.
To sort records without saving the criteria, cho@stRecords from the
Organize menu.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Select fields to sort by;
field names move to the
Sort Order list

Selecting a
named sort

Click to move fields
between the Field List  Click to clear the
and the Sort Order list ~ Sort Order list

FmidLirt
Cistoess e i Order of felds
Ci | ' from first to last
e
P
Fila
Cocel |
Euowl iz A 7 fcarnding caer
ﬁ-:-ln k, T Learcarcrg e
[ [
Type a name for the sort Select sort order for
selected fields

& ot il Boenbes
45 First =z
Bsairriii Ca adnng

Arerriure Boaks
100 Azpen
Durango CO QEdE

Tl p Boaks
23 Faneal
=5 CO gmm

To

| Records are sorted by State,
then by Customer

From the Sort [li] pop-up menu, choose

Use a named sort

The named sort

Change the sort order

EditSort. Select a named sort from the list and clilokify.
Select a field, choosk&cending or Descending, and then
click OK.

Rename a named sort

Edit Sort. Select a named sort from the list, and then click
Modify. Type a new name, and then cliik

Delete a named sort

EditSort. Select a named sort from the list, clbelete, and
then clickOK.

Note ClarisWorks sorts name fields (fields whose type is Name) by the last,
first, or other word in the field, depending on how you type the name. For
more information, see “Entering data in fields” on page 8-12.
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Finding information

There may be times when you want to view, update, or print a specific group
of records. To find information in a database, you can search for particular
text, create a find request to search for records that meet your criteria, or
write a formula to select records that match the formula’s result.

Finding text
— To find text within a field, choodénd/Change from the Edit menu. For more
In the Help index,™ see: information about finding and changing text, see “Finding and changing
> finding text text” on page 4-27.

» find requests
Finding records with a find request

Create dind requesto find and display only the records that satisfy the
search criteria that you set. After the search, ClarisWorks displays the results
in Browse mode.

To create a find request, choé®d from the Layout menu, type or select the
search criteria in the find request, and then dliak

P I
' Tiee [Dont e | Type or select the
iy value you want to find
- brag Frica [ R in one or more fields

The status panel — |- oo

changes in Find mode .
9 W Search visible records or all

Click to show records that do records (including hidden records)
not meet your search criteria

Click to start the search

Click to create or choose
anamed search

]
L

I ioeni 1

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To narrow your search, you can use relational operators (such as < and >),
enter values in multiple fields, or require that a record eid&rone set of
search criteri@r another. There are many ways to combine different search
methods. The following table provides some common examples.

In Find mode, do this

. * For example, to find in the find request Example
In the Help index,™ see:
» New Request command COonr:)t/ariﬁc;rsdpsetckilﬁé valueType or select the value. Feghgennt [ ]
» operators “u"* (Tl
¥
Axg. Peca [ElReviewsa

Finds the Italian restaurants

Only records that Type or select the set of valuespssissram N

contain a set of .
o vae fiuten 7]
specific values City
Avq. Frice EFIH"HI

Finds the Italian restaurants that
have been reviewed

All records that contain Type or select the first value Festaiam

one or the other set of or set of values and then Tyme aien |
values chooseNew Request from the ciy
Edit menu. Enter another value sj. Frice | —
or set of values in the new find E—
request.
Tyme
Ciy
g Frice [ rrsigwred

Finds the Italian restaurants and any
restaurant in Calistoga

All records that do not Type <> before the value t0  p.punwram
contain a specific valudind rec_ords not including Tvee [Panfead®
empty fields. Or, type or select“Ir
the value, and then click the
: P . Frle
Omit box to find all records i ElRstewrd
(including ones with empty Finds all restaurants not in Napa

fields).
Records with a value Type< before the value. Feshwainnd
less than a specific Trps [Dont card |
number oy

Horg. Prica Eﬂnnml

Finds restaurants with average meal
prices less than $10

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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As you work with find requests, keep the following tips in mind:

You can save and reuse a find request by creating a named search. For
more information, see “Saving a find request (named search),” next.

Pop-up menus, radio buttons, or checkbox fields are initially excluded
from a find request. If you select a value for a find request and then
change your mind, you can still exclude the value.

To exclude a Do this in the find request

Pop-up menu Choodmnt Care.

Radio button Click the radio button again.

Checkbox field Click the checkbox until you see a hyphen.

When you sort, search for, or hide records, ClarisWorks renumbers the set
of displayed records, beginning with 1 for the first record in the current
set. To display all records in the database, {Elk  on the Default button
bar, or choos8how All Records from the Organize menu.

Saving a find request (named search)

You can save a find request by creatingpened searchOnce you create a
named search, you can use it whenever you want to find records. You can
also rename, modify, or delete named searches.

In the Help index,* see:
» named searches

=

[ia[ [

.|

Ha Taar
B Sqarrha

Eadprs B

-

Selecting a
named search

To

From the Search E pop-up menu, choose

Create a named search New Search. Type a name for the search criteria, and then click

OK. Type the search criteria in the find request, and then click
Store (on the status panel).

Use a named search The named search

Modify a named search Edit Searches. Modify the search criteria, and then clitbre.

Rename a named search  Edit Searches. Select a named search from the list and click

Modify. Type a new name, clig®, and then cliclstore.

Delete a named search Edit Searches. Select a named search from the list, clielkte,

click OK, and then clicltore.

*

Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Matching records

In the Help index,* see:
» matching records

For complex searches, use the Match Records feature in Browse mode or
List mode. When you match records, you enter a formula in a field to use for
the search. ClarisWorks selects records that match the result of the formula.

When youind records, ClarisWorks shows the records it finds and hides the
rest. When yomatchrecords, ClarisWorks selects the matching records and
leaves all other records in the document open on the screen. To work only
with the matching records, hide the others by chodditedynselected from

the Organize menu.

Tip To match records quickly in Browse or List mode, click in a field and
then click one of the operator buttons on the Default button bar. For example,
to find all records that contain Colorado in the State field, click in a State
field that contains Colorado and then cl[=]

In Browse or List mode, click in a field
To find records that and on the Default button bar, click

Match the value in the selected field E|

Do not match the value in the selected field E|

Contain a value less than the value in the E|
selected field

Contain a value greater than the value in theE
selected field

To match records, in Browse or List mode, chddateh Records from the
Organize menu.

Important To search for specific text values, surround the values with double
quotation marks.

In Browse or List mode,
To match records choose Match Records from
that contain the Organize menu, and then Example formula

A specific value Click the field name, click tke
operator, and then type the valu
in double quotation marks

il =~ Pl abema -

Selects restaurants in Petaluma

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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In Browse or List mode,
To match records choose Match Records from
that contain the Organize menu, and then Example formula

A specific value in Click the NUMTOTEXT(number)

a pop-up menu or function and replaceumber by

radio button field selecting it and clicking the field
name. Click thes operator, and Selects the Italian restaurants
then type the value in double
guotation marks.

|m1TthHI|'I|,||:m'| = | e

A selected or Click the field name and click [ ssessmrss =trus
deselected the = operator. Then typeue
checkbox field to find selected fields, dalse

to find deselected fields. Selects the reviewed restaurants

A value that's Click the AND (logicall, logical2,...) Al g, Pria 5, Aug. Price<i5)
more than one function, and then replace
value and less thanlogicall, logical2.... with the values  ciq¢ ine restaurants with meal prices more
another value you want, separating each with &han $5 but less than $15

comma

A date that is later Click the field name, click the

than the specified operator, and then use the

date TEXTTODATE function to specify
the date

I'l."-hle Arksl = TEXTTODATE 2750951

Finds the restaurants visited in 1997

Working with layouts

When you work with a database in Browse mode, you see the fields arranged
in alayout, an arrangement of fields, field labels, and other objects that
determine the way data looks when it's displayed and printed.

ClarisWorks automatically creates the standard layout you see in Browse
mode when you create a database. You can change the layout and create
additional layouts for the same data, each one for a different purpose.

Understanding layouts

In the Help index,* see:
» Layout mode

You create and work with layouts in Layout mode. You can use all the
drawing tools and commands available in ClarisWorks to design your
layouts. You don't enter or edit data in Layout mode, so creating or changing
a layout has no effect on the data in the database.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To edit the current database layout, chdag®it from the Layout menu.

Add graphics and text

LIN : : :

N[= | : Weekly Sales

Sla] KNS byCaegory
Drawing tools— g g"ml . h : : : : :

&E | Gategory * - “Title -+ - - CAwhor < © Qy Bolk - Price -+ Toual - - -

Em |Calaegory | :|Title |-|Auﬂ10r | : |Qty Fold ||PriJ:e | |Total |

e ' ' ' : :

e : : : : : : i

E 'ml ...... S s S s L] ra.)lr.ohl .

Field labels and fields become
objects in a layout

You can create five types of layouts in the New Layout dialog box.

Layout type Description Example

Standard Contains all the fields create Ma==+ Hafre
for the database, stacked dpdieda | |A0dned |
vertically, in the order you =~ Asessd R

ooy, GNP [SEL AT AE

Field names to the left of each field

created them

Duplicate Creates a copy of the layout
you're currently using. In List
mode, duplicates the first
layout in the database.

Blank Contains no fields. You add
the fields you want using the
Insert Field andInsert Part
commands in the Layout

menu. =l

Insert the fields and arrange them manually
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Layout type Description Example
Columnar Shows and prints fields M. hiless |
report in columns. [Fsm= | R
(Youcan .also use List mode tﬂelds are arranged horizontally
see data in columns, by
choosingList from the Layout
menu. See “Working with
rows and columns in List
mode” on page 8-17.)
Labels Shows and prints field i
- RS 1
contents arranged for use withy 5=
mailing or other labels Ty, = 1200

Avery 5160/5260/5660 mailing label format

In all layouts, you can:

add objects and other enhancements

add, rearrange, or delete fields

change the appearance of text

change the format of numbers, dates, and times

change the appearance of pictures and movies in fields

change the appearance of pop-up menus, radio buttons, and checkboxes

add layout parts to organize and summarize data (see “Presenting and
summarizing data with parts” on page 8-34)

Creating a layout

In the Help index,* see:
» New Layout command

To create a layout, chooNew Layout from the Layout menu or from the
Layout] pop-up menu.

Few Lapzut EHE
Harm  [iatssbs Pt Type a name for the layout
Trpa
1= Drancsd ™ Cphenres spai
I Dokl I~ Lakwlr — Select the layout type
TR [am T
| OF. | LCancal

Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Py Lagoat
B Loty

Selecting a layout

In the Help index,* see:
» layouts, mailing labels

New layout names are added to the bottom of the Layout menu and the bottom
of the Layout pop-up menu. You can quickly change the layout of your data in
Browse mode by selecting a different layout name from either menu.

Columnar layouts

To create a columnar layout, clicilumnar report in the New Layout dialog box,
and then clicloK. Move the field names to the Field Order list, in the order you
want them to appear, and then cli#k

ik Cuanams: Cirs [ Cie T ] Bis EF ]
iz .
Ig_;..,,_-m.. = [Gaz | 07 MwerreRocks Duargn OO
1 BoakCelan Farand aR
1m Cooksand Bapks  Baimoni A
Columnar layout in Layout mode Columnar layout in Browse mode
Label layouts

To create a layout for labels, clicdelsin the New Layout dialog box, choose

a label from the pop-up menu, and then dikk(Avery 5160/5260/5660 are

the most common label sizes used for shipping and postal service mailers.) In
the Set Field Order dialog box, move the field names to the Field Order list, in
the order you want them to appear on the label, and therOKlick

i o phure Soakon

L Firasa 1 100 &5gern Lans

P o Buikiing 2 myite 310

[Ty, =T 4k Curanga, CO 8337

Avery 5160/5260/5660 label Avery 5160/5260/5660 label layout
layout in Layout mode in Browse mode

If you chooséustom in the New Layout dialog box, ClarisWorks asks you to
specify the size and number of the labels on the page.

Tip To create labels quickly, create your database and then use the
Create Labels Assistant. Choda&isWorks Assistants from the Help menu,
chooseCreate Labels, and then clickK. For more information about Assistants,
see “Using an Assistant” on page 2-3.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Editing a layout

To change the arrangement and appearance of data, you must be in Layout
mode. You can use the tool panel to make changes.

Tip When you work in Layout mode, it's often convenient to use two views
of the document—one in Layout mode and the other in Browse mode—to
see your changes immediately as you make them. ChNewgiew from the
Window menu, and then clid@] on the Default button bar (or chlese
Windows from the Window menu). (For more information about arranging
windows, see “Arranging windows” on page 3-3.)

In Layout mode, fields and field labels appear as objects. You can add,
modify, resize, or move a field or field label in the layout without changing
the data in the database. You change only the field’s appearance, and not its
data. (To change field data, see “Adding, changing, and deleting fields” on
page 8-12. To change the way data appears, see “Changing the appearance
of data” on page 8-32.)

You control the appearance of data in Layout mode.

To Do this

Insert a field in the Choosdnsert Field from the Layout menu, and then select a field
layout and clickOK.

Move a field or Select the field or field name and drag it to the new location.
field name

Resize a field or field Select the field or field name and drag a handle.
name

Align fields or field Hold down Shift, select the fields and field names to align, and
names then choosalign Objects from the Arrange menu, or click one of the
alignment buttons on the Default button bar.

Add text to the layout ~ Select the text tC&] |, click in the document, and then type the
text. Text added to the Header part appears only at the top of each
page; text added to the Body part is repeated with each record.
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To Do this

Add a picture Use one of the following methods:
In the Help index,* see: m Choosed.ibrary from the File menu, choo$gen, and then choose
» fields, arranging a category. In the library palette, select an item, and then click
» layouts, editing Use. For more information, see “Using libraries” on page 3-17.

= Copy and paste a picture from a different document.

u Clickon the Default button bar, or chodsert from the File
menu, and then select the picture file using the Insert dialog box.

= Use the drawing tools to draw directly in the layout.

= Create a paint frame.

= Use the OLE tool palette to insert an OLE object into the
ClarisWorks layout.

Deleting, duplicating, and renaming a layout
Duplicating, renaming, or deleting a layout has no effect on the data in your

records.
To From the Layout menu or the Layout E pop-up menu, choose
In the Help index,* see: Delete a layout Edit Layouts. Select a layout from the Current Layouts list, chekte,
- ' ' and then confirm the deletion.
» duplicating
» layouts, editing Duplicate a layout New Layout. Type a new name, seldaiplicate, and then clicloK.

> layouts, deleting Rename a layout  EditLayouts. Select a layout from the Current Layouts list, and then click

Modify. Type a new name, and then cligk

Changing the appearance of data

While you work in Layout mode, you can change the way text, numbers,

In the Help index,* see: dates, times, and multimedia values appear in Browse mode and List mode
» editing, text and when you print. You can work with layouts as they are or change them
~ fields, formatting to suit specific purposes.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Start by choosingayout from the Layout menu.

To Do this

Change the appearance of text irbouble-click the field to modify, select options, and
text, pop-up menu, radio button, othen clickOK.
checkbox fields

Show or hide field labels, or set Double-click the field, select options, and then cgk
other options for pop-up menu,
radio button, or checkbox fields

Change the appearance of text irBelect the field and choose from foet, Style, Size, and
a non-text field (for example, to Text Color commands in the Format menu, or use the
display a date in italic) pop-up menus on the button bar.

Change the format of numbers, Double-click the number, date, or time field, select
dates, and times formats, and then clicBK.

Change the appearance of a pictub®uble-click the field, select options, and then clgk
or QuickTime or AVI movie in a
multimedia field

Change text appearance or forma&hift-click the fields to change, and then double-click a
for several fields of a similar typeselected field (or choose from that, Style, Size, Text
Color, Alignment, andSpacing commands in the Format
menu).

Add a color, pattern, gradient,  Select the field(s) and choose a fill color, pattern,

texture, or border to any type  gradient, or texture from the fill palettes, and a line

of field color, width, or pattern from the pen palettes on the tool
panel.

You can’'t change the border width for a pop-up menu.

Add styles to text in Browse mode Select the text and choose a style from the stylesheet
palette.

Note To change a field’s format in one step, you can cetglies(combinations

of formatting information). For example, create a style cédigtllight, and then

apply it to selected fields (objects) when you're working in Layout mode. When
you change a style, all the fields with the same style also change. To create styles,
click [ on the Default button bar, or cho&bew Stylesheet from the Window

menu. For more information, see “Using styles” on page 9-5.
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Friae |E | Siyleahast &
In Layout mode, select Fim Edt
the fields to change | Telwl Then dlick to |
Before apply a style By 1 baiaaias
you created _— q
2 il 1 4
Frice [Fre | Dubwdi L | k |
Highlighted field o . - .
Telsl ighlighted fie i q Civedii k |
E_in Layout mode ::.:,_,: 4 [V L~
Peca 41055 Mwa | _Ed | Hoe | _Dcrm |
P g1 05 |
o o To see a style’s properties, Properties of the
fal BE380 — Highlighted field in click the Edit button and styk'i,’ Highlight
After Browse mode select the style

Presenting and summarizing data with parts
You use databagmrtsto present and summarize data on the screen and

H * . . . .
In the Help index,™ see: when printed. A standard layout has one part—a body—which contains the
> layouts, parts for data from all current records. Other parts you can add are a header,
> summaries, database sub-summaries, grand summaries (leading and trailing), and a footer.

To insert a layout part, choolssout from the Layout menu, choolseert Part
from the Layout menu, and then select the part to add.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Parts in Layout mode

| Quarterly contributions |

E - iy ol i bt
| M || 2210 | |-.:q.4m.,-m||
E=)
Comiribatortetnl  [CoEE R
gy s — Summary fields are defined with
Wohad o o ol s the formula =SUM(‘Contribution’)
o iy |
ey Sonriia 01 1956 pags 1
==
Parts in Browse mode
(Page View on) Chwmrierly cove i A header part repeats
- aans s information above the data on
i every page of a layout in a
database document. You can
" place text or pictures here.
The body part i a
contains the data :
from individual = = N A sub-summary part contains one
records rsmaian or more summary fields that

summarize data in a group of
sorted records. It appears only
when records are sorted by the
field it summarizes (in this
example, records are sorted by the
e T Name field). You can place a sub-

A grand summary contains one or-
more summary fields that
summarize data in all records in a
document. A leading grand
summary goes above the
information, and a trailing grand
summary goes below.

summary part above or below the
data it summarizes.

A footer part repeats information below the
data on every page of a layout in a database
document. You can place text or pictures in
a footer part.

Keep the following points in mind:

= A header or footepart differs from apageheader or footer. A page
header or footer is text or pictures that appears at the top or bottom of a
page in any ClarisWorks document (except communications). It appears
on every page of a document, (unless you create a title page in a word
processing document using teetion command). A header or footer part
appears on every page of a database document.

To add a page header or footer to a database document, in Browse or List
mode, choosksert Header or Insert Footer from the Format menu. (These
commands aren’t available in Layout mode.)
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= To display or print summary data on separate pages, add a page break
before or after a sub-summary part. In Layout mode, chimesBart from
the Layout menu. In the Insert Part dialog box, select a summary part, and
then choose an option for a page break.

Copying summary data

In the Help index,* see:
» summaries, database

You can copy data in summary fields when you're in page view and when a
sub-summary, leading grand summary, or trailing grand summary exists. For
example, copy values from summary fields into a spreadsheet, and then
display a bar chart using those values.

To copy summary data, choddewse from the Layout menu, then choose

Page View from the Window menu. Choo€epy Summaries from the Edit menu.

Open the application or document to hold the copied data, and then paste the
data (for example, select an area in the document and dbesieseom the

Edit menu).

Resizing and deleting parts

In the Help index,* see:
» resizing, layout parts

Creating reports

Start by choosing Layout from the Layout menu.

To In Layout mode, do this

Resize a part Move the pointer over the line dividing the parts until it looks lik=this
and then drag the line to resize the part area.

Delete a part Delete all fields, text, and graphics in the part. Move the pointer over the
bottom edge of the part until the pointer looks like =is . Hold down the
mouse button and drag the line up until the part disappears under the part
above it or disappears at the top of the page. Then release the mouse
button.

Using named searches, named sorts, and layouts you have already created,
you can make reports that find and reorder records and print the result. For
example, you might want to set up a report to print the California addresses
from your database on Avery 5164 mailing labels.

To create a report, choolev Report from the Reporllll pop-up menu.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



In the Help index,* see:
> reports

Eded Bty

Selecting a report
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| Memfepet _________HE
Plepcs fgmrm. |6 tadeg Lates  ———— Type a name for the report
ot PR |
ELLt] Tallny = — Choose report options
Aot Fraig W
F [k fon i
[oe ] oo |

Once you create a report, you can reuse or change it.

To From the Report pop-up menu, choose

Reuse a named report The report name

Change a report Edit Report. Select a report from the list and cliidikdify.
Make your changes, and then cligik

Rename a report Edit Report. Select a report from the list and clidkdify.
Type a new name, and then cligk

Delete a report Edit Report. Select a report from the list, clifklete, and
then clickOK.

Importing data from other documents

In the Help index,* see:
» importing
» Insert command

When you want to work with information from another database, you can:

= import a database created in a different application (if ClarisWorks
supports the format). You open the entire database as a ClarisWorks
document.

= insert information from another ClarisWorks database. ClarisWorks
pastes the whole database into the current database.

= insert information from saved ASCII, DBF, DIF, or SYLK formats. You
select the fields to insert from the other database.

Any changes you make in ClarisWorks affect only the ClarisWorks
document into which you import or insert the data. The document that the
data comes from remains unchanged.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Important Make a backup copy of your ClarisWorks database before you
insert from another document.

To Do this

Import a database Choo8gen from the File menu, and then choose
Database from the Document Type pop-up menu. Choose
a file format from the Files of type pop-up menu, and
then clickOpen.

Insert a database Create a database, or open a database to insert into.
Click on the Default button bar, or chodrsert from
the File menu, and then select the file to insert.

If you selected a ClarisWorks database, ClarisWorks
inserts it. If you selected an ASCII, DBF, DIF, or SYLK
database, choose the fields to insert in the Import Field
Order dialog box, and then cli€k.

ClarisWorks supports these formats:

Supported format Used by

ASCII text Most applications

DBF dBASE files

DIF Some spreadsheet and database applications
SYLK Spreadsheet applications such as Microsoft Excel

Note You can import a FileMaker Pro database document into Clarisworks.
To do so, export (save) the FileMaker Pro document as a DIF document.
Then, import (open) the DIF document with ClarisWorks. You can also
import a ClarisWorks document into FileMaker Pro. To do so, export (save)
the ClarisWorks document as a DIF document, and then import (open) the
DIF document with FileMaker Pro. When you import a FileMaker Pro or
ClarisWorks database document from the DIF format, the field names are
preserved.

Printing a database document

You print a database document in Browse, List, or Layout mode. In Browse
or List mode, the Print dialog box gives you the option of printing the current
record or all visible records.
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Printing labels

In the Help index,* see:
» mailing labels

You can print labels on continuous sheets or on individual sheets of label
stock. Before printing labels on label stock, make one or more trial printouts
on plain paper to make sure that the spacing is correct and all the text prints
within the label boundaries. You may have to make the fields in the layout
slightly smaller to fit within the label.

ClarisWorks sets the layout margins automatically when you use a preset

Avery label layout. If you print custom labels on a laser printer, you must set
the layout margins yourself. For more information, see “Setting margins” on
page 3-16.

Closing up space when you print

In the Help index,* see:
» printing, labels

When you print labels, unused spaces created by blank fields are closed up
and don’t print. When you print from any other layout, field data is preset to
print as it appears on the screen.

To change the layout of the data when it prints, chBdideyouts from the

Layout menu. Select a layout from the Current Layouts list, and then click
Modify. In the Layout Info dialog box, select the settings you want, and then
click OK. You can control the number of columns and close up unused spaces
to the left of or above fields. Your settings apply to the entire layout, and not
to just the selected fields.

So that space closes as you intended, make sure that:
= fields don’t touch each other

= you align fields first (select the objects to align and chaébge0bjects
from the Arrange menu)

= fields to close up are the exact same size

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Chapter 9: Beyond the basics

Creating links

In the Help index,* see:
> links

Use the features covered in this chapter to help you make the most of
ClarisWorks. With these features, you can combine different document
types, make presentations, automate the way you work, create book marks
in areas of a document you want to return to, create links to a different
document, include other applications in your documents, and easily share
data with other documents and applications.

This chapter gives instructions for using links, styles, frames, master pages,
the slide show, QuickTime and AVI movies, mail merge, Object Linking and
Embedding (OLE), and macros. All features, including procedures, buttons,
and troubleshooting, are described completely in onscreen Help.

ClarisWorks documents (except database and communications documents)
can be linked. When you plan to use a ClarisWorks document onscreen or
on the Internet or World Wide Web, you can select an area of the document
and create bBnk. In ClarisWorks, there are three types of links: book marks,
document links, and Uniform Resource Locator (URL) links.

Use To

Book marks Jump to a different area of the same document

Document links Jump to a link within the same document or to a
different document

URL links Linll;to other information on the Internet or World Wide
We

To create a link, you select text, a spreadsheet cell, paint image, frame, or

object (such as a graphic object in a drawing), and then create the link. If a
selection has more than one link assigned to it, the last link assigned will be
the active link.

For more information about links, see the following sections or
onscreen Help.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Creating book marks

In the Help index,* see:
» book marks

Tip To create a book mark quickly, select the text, object, cell, frame, or paint
image. Then clicl] on the Default button bar. Type a name for the book
mark and cliclOK.

To create a book mark:

1. Select the text, object, cell, frame, or paint image in which to place the
book mark.

2. ChoosesShow Links Palette from the Window menu.
3. ChooseBook Marks from the pop-up menu on the links palette.

T - |
Lk Epesiid ——————— Choose from the links
Choose the type of ———F ik binss | palette menus

link to create

HI—— List of links for the current document
i hapriar d pyecprin

4. If you want to create a folder for book marks, chdbsé&older from the Special
menu on the links palette, type a name for the folder, and thefilick

5. ChooseNew Book Mark from the Links menu on the links palette.

6. In the New Book Mark dialog box, type a nhame for the book mark (select a
folder from the pop-up menu, if you want), and then €tk

To go to a book mark you created, see “Going to a specific link” on page 9-4.

Creating document links

In the Help index,* see:

» links
» URL links

You can create bnk (a connection or jump) from text, a spreadsheet cell,
paint image, frame, or object (such as a graphic object in a drawing) to a
different document.

For example, create a link from statistics in a financial report to the original data in
a spreadsheet. When other people view your report onscreen, they can also see
how you obtained your results by clicking the link to open the spreadsheet.

Note The following steps describe how to create a link from one document
to another or to another area in the same document. To create a link to a
URL, see “Linking Web pages” on page 11-5.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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The pointer changes® when you move it over a link. If the link is text, the
text appears underlined.

Tip To create a document link quickly, select the text, a spreadsheet cell,
paint image, frame, or object. Then cll  on the Default button bar. Type
a name for the document link, select a document, and@Hick

. Select the text, object, cell, paintimage, or frame to create the link from.
. Chooseshow Links Palette from the Window menu.

. Choosebocument Links from the pop-up menu on the links palette.

. ChooseNew Document Link from the Links menu.

g B~ W DN

. In the New Document Link dialog box, type a name for the link, and then
choose the destination.

6. To link to an area in a different document, clibkose Document, select the
document, and then cli€ken. From the Book Mark pop-up menu, choose the
name of a book mark in the selected document.

7. In the New Document Link dialog box, clik.

To open a linked document (or go to a linked area in the same document),
make sureive Links is selected in the links palette and click the area indicated
by the®® pointer.

Keep the following points in mind:

= Creating links to other areas of the same document is especially useful in
the design of a Web page. For more information, see “Linking Web
pages” on page 11-5.

= When you print a document that contains links to other documents, the
other documents are not printed.

Editing links
When you edit a book mark or document link using the Links menu in the

links palette, the contents of the document containing the book mark or link
remain unchanged.

To edit a link:
1. Open the document containing the book mark or link to edit.
2. Chooseshow Links Palette from the Window menu.

In the Help index,* see:
» links

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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3. From the pop-up menu on the links palette, choose the type of link to edit.
4. Click the name of the book mark or link to edit.

If a link you want is in a folder, open the folder (by clicking the triangle
next to the folder name), and then click the link name.

5. Choosetdit Link (for the selected link typdfjom the Links menu.
6. In the Edit Link dialog box, make your changes, and then@fick

Deleting links
When you delete a book mark or document link using the Links menu in the
In the Help index,* see: links palette, the part of the document containing the book mark or link is not
» links deleted.

To delete a link:

1. Open the document containing the book mark or link to delete.

2. ChooseShow Links Palette from the Window menu.

3. From the pop-up menu on the links palette, choose the type of link to delete.
4. Click the name of the book mark or link to delete.

If a link you want to delete is in a folder, click the triangle to open the
folder, and then click the link name.

5. ChooseDelete Link (for the selected link typdfjom the Links menu.

If you select part of a document that contains a link and then delete the
selection, the links are also deleted.

Going to a specific link
To go to the location of a specific book mark or link within a document:
In the Help index,* see: 1. Open the document containing the book mark or link to go to.
> links 2. ChooseShow Links Palette from the Window menu.
3. From the pop-up menu on the links palette, choose the type of link to go to.
4

. Click the name in the list, and then cho@s® Link (for the selected link type)
from the Links menu.

If a link you want is in a folder, open the folder (by clicking the triangle
next to the folder name) and then click the link name.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Sorting links

In the Help index,* see:
» links

Using styles

In the Help index,* see:
> styles
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To display book marks or links in the links palette by name (alphabetically)
or by position (from first to last as they appear in the document):

1. Open the document containing the book marks and links to sort.
2. ChoosesShow Links Palette from the Window menu.

3. ChooseSort By Name or Sort By Position from the Special menu on the
links palette.

Your selection applies to links of all types in the current document.
Folders always appear at the end of list of links, sorted alphabetically.

Styles are collections of formatting information you can apply to text, objects,
spreadsheet cells, or database fields. Documents often use different elements
with consistent formats, such as chapter headings and subheadings, tables, and
draw objects. To ensure uniformity and to save time in formatting these
elements, you can createstomstyles that store your formatting settings. Or,
apply the preset styles that come with the ClarisWorks stylesheet palette. If
you change your mind about the formatting in your document, you can edit
styles once and have the formatting change throughout the document. You can
also transfer custom styles between documents.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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About the stylesheet palette

You use the stylesheet palette to create, edit, and apply styles. Some style types
are more complex than others. For example, outline and table styles contain a
series okubstylesvith their own set oproperties(formatting options).

To show the stylesheet palette, cl@  on the Default button bar (or choose
Show Stylesheet from the Window menu).

To view the properties of a style, cliedit on the stylesheet palette and select
the style you want to view. Clidbone when you're finished.

Ewsie _______H
You see a Froparias
checkmark [Ty -
next to the P, ik Lirae il 01 i
CU&rem:y P, Ll ek it 005 i . . i
used style P T . —— Formatting options
e for the selected style
Bullet (you can edit
these options)
The muick broen e
Ryrmg e arwar thes |y .
dog To show or hide a
sample of the selected
Stylesheet ready for use I style‘,)choose Show
H Diarsa Sample or Hide Sample
—-'l —l from the stylesheet
palette’s Edit menu

Stylesheet being edited

The four style types are represented by symbols on the stylesheet palette.

Style type
and symbol Description Example(s)

Basic (no symbol) Formats text, numbers,
objects, and spreadsheet celsLorem

Sets paint fill and pen I ‘
attributes. LT

Basic styles contain all style ===
information except paragraplBasic text styles Basic object styles
formatting information.
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Style type

and symbol Description Example(s)

ParagrapH] Formats entire paragraphs Lo i jpsumm
(line spacing, alignment,
indents, tabs, and labels). # Doler wib-amet,
Paragraph styles contain basic TR ik
Style information as well as = Flibh =ui=med tincidunk ot
paragraph formatting Ierest doloTs magns
information. Except for the
Default paragraph style,
paragraph styles show only in
text documents and frames.

Outline = Formats paragraphs as
outlines. Lorem ipsum
Outline styles contain [. Doler =it amet
paragraph substyles for the . Commectetper
levels of an outline. Outline B. Adupascing eHit o=
styles show only in text CLI T
documents and text frames.

Table Formats the text and cells in a [iarigianan]inann g uaina]

(spreadshee B range of spreadsheet cells.

Table styles contain the table
substyles for different parts of
a spreadsheet. Table styles
show only in spreadsheet
documents and frames.

Styles in documents and frames
You can use styles in frames and in every document type except communications.

For This style type Does this

Text Basic Formats text with combinations of font, size, and other
attributes and enhancements, but not paragraph
formatting information

In the Help index,* see: _ - - _
Paragraph Formats entire paragraphs with any attributes available

> styles to you (for example, indents, paragraph labels, and basic
style attributes)

Outline Formats paragraphs as topics in an outline. You can
modify the preset outline styles or create your own

Objects Basic Saves combinations of colors, patterns, textures,
gradients, pen widths, and text wrap attributes

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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For This style type Does this

Paint Basic
documents

Resets the fill and pen palettes for the next image you
paint, or resets text attributes for the next text you type.
(You can't select part of a painting and apply a style.
Instead, use styles to set the pen and fill palettes before
you begin.)

Spreadsheet Basic
documents and

Formats individual cells with any format available to
you in a spreadsheet

Formats entire paragraphs in individual cells with any
attributes available to you (for example, indents,
paragraph labels, and basic style attributes)

Formats a selected table or range of cells with varying
fonts, font sizes, styles, alignment options, background
colors, borders, and date, time, and number formats

Formats text and objects in Layout mode, rows and
columns in List mode, and text in text fields in Browse
mode

Formats fields in Layout mode

frames
Paragraph
Table (SS)
Database Basic
Paragraph
Applying a style

In the Help index,* see:
» styles, using

To apply a style using tiiz=;____=] pop-up menu, place the insertion point
in a paragraph (or select several paragraphs) and choose a style. (If you don’t
see the pop-up menu, cho®&saew Button Bar from the Window menu.) If you
select a style before typing, the next text you type uses the selected style.

Styles on the stylesheet
pop-up menu

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To apply a style using the stylesheet palette, (B8]k  on the Default button
bar (or choos&how Stylesheet from the Window menu). Click in a

paragraph or select the item that you want to apply the style to, and then
select a style. If nothing is selected when you click a style name, the style
you select is used for the next text you type, object you draw, or
spreadsheet element you modify.

Selected paragraphs Click to apply the
[rr— B Number style

To restore a selection to its default state, chdefadt on theez =]
pop-up menu. (For spreadsheets ch@ekelt SS.) To restore an item to its
original state, choodénapply Style from the Edit menu on the stylesheet
palette. (The name of the command varies depending on the style you
applied.)

Note You can set up ClarisWorks to apply several styles at once. For
example, applying a Bold, Italic style to text already formatted with the
Number style gives you bold, italic, numbered text. To set this option up,
chooseCompound Styles from the stylesheet palette Edit menu.

Creating a style

In the Help index,* see:
» styles, using

You can create your own custom styles in any ClarisWorks document.

Note Although you can create a style at any time, you can’t apply the style
until it's appropriate to do so. For example, if you create a paragraph style
while you're in a blank draw document, you don’t see the paragraph style in
the stylesheet palette until you create a text frame.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Select the type of style
you want to create

Click to use the properties of the
item selected in your document

In the Help index,* see:
» styles, editing

Prossr1bn

Py o ly  Harw

Rt Pl Bl

Rk w3 i

Tt Tl Plg

A | ]
L1 " P Lemarsd

Eal Dappermyd Mlanen - 1

Lol Al v

Scroll to
see more

Default paragraph properties

You create a custom style by collecting formatting information from any of
the following:

= an element in a text, draw, or spreadsheet document (such as text
or objects)

= a style that's already on the stylesheet palette

= the document controls you'd normally use to format text and objects (such
as the tools, palettes, ruler, paragraph controls, and menu commands)

To add a custom style to the stylesheet palette,[&ck  on the Default button
bar (or chooséhow Stylesheet from the Window menu) to show the stylesheet
palette. Then click thigew button on the stylesheet palette. In the New Style
dialog box, set the options you want, and then @ick

Type a name for your style
Expla bpm Loyl ruarar:

= B ik 1] !
™ Baraguoh Brgred =
~
- nr [Fiore =} Choose None if you don’t

1 want the new style to assume
. any preset formatting options,
I™ bl i ssbaction: farnas or choose a style to acquire

Mor | caw | | thatstyle's properties

You see the pointer for editing sty®s  when you exit the New Style dialog
box (unless you selectémtierit document selection format). If you want to edit the
style now, see “Editing styles” on page 9-13. If you don’t want to edit the
style, clickDone on the stylesheet palette.

Tip If you chooseefault from the Based on pop-up menu in the New Style
dialog box, your style will contain many preset formatting properties. To see
these properties, open the stylesheet palette, seldxfdliestyle, and then
click theEdit button. ClickDone when you're finished.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Turning off a style

Once you apply a style, you can restore an item to its original state by
choosingdJnapply Style from the Edit menu on the stylesheet palette. (The name
of the command varies depending on the style you applied.)

In the Help index,* see:
» styles, using

Example: Applying and creating styles

In this example, you type some text and format it with three styles, including
two custom styles you add to the stylesheet palette. You also remove a style
from some text in your document.

Part 1: Type some text and apply a preset style

1. Open a new word processing document (as described in “Starting
ClarisWorks” on page 2-1).

2. TypeCamping Supplies , and then press Enter three times.
3. For the next line, typBe sure to bring these things on our

camping trip: and then press Enter twice.
4. Type the next three lines, pressing Enter between each line.
Tent
Compass
[ET— Sleeping bags
Sl 5. Select the three lines you typed in step 4.
Jf'.".',:_ 6. ChooseNumber fromthe[z=______=] pop-up menu.
?:"1 7. Place the insertion point at the end of the third numbered item, and then press
h Enter twice.
e 8. ChooseBody fromthe[z=_____~] pop-up menu.
—=i—— 9 For the last line, typ&Ve'll see you at the campsite next

weekend!
Your letter should look like this:

Camipdie) SUpEdka

B e b o011 D SRSl ol S CRITIEA T I
1. Tank
2 Corfigsinas
3 Sl Dasgs

el o ak Hes ok meck wesskend |

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Part 2: Add a basic style to the stylesheet palette

1. Click [ 3 on the Default button bésr choosehow Stylesheet from the
Window menu).

2. Click theNew button on the stylesheet palette.
3. In the New Style dialog box, tyseld, ltalic in the Style name box.
4. Set the following options in the New Style dialog box:
= SelectBasic for Style type.
= ChooseNone from the Based on pop-up menu.
= Deselectnherit document selection format, if it is selected.
5. Click OK.
EE I | 6. Click | B on the Default button béor choos®old from the Style menu).
7
8

. Click [ ] on the Default button bé&or choosétalic from the Style menu).
. Click Done on the stylesheet palette.

[E== ]

The new basic style is added to the stylesheet palette.

Part 3: Add a paragraph style to the stylesheet palette
1. Click theNew button on the stylesheet palette.

2. Inthe New Style dialog box, ty@enteredHeading  in the Style name box.
3. Set the following options in the New Style dialog box:

= SelectParagraph for Style type.

= ChooseNone from the Based on pop-up menu.

= Deselectnherit document selection format, if it is selected.

. Click OK.
. Click the center alignment control above the ruler.
. Click [B] on the Default button béor choos&old from the Style menu).

. Choosd8-point from theliz=_=] pop-up menu or from the Size menu at the top of
the screen.

~N OO o1 b~

8. Click Done on the stylesheet palette.
The new paragraph style is added to the stylesheet palette.

Part 4: Apply the new styles to your document
1. Select the wordSamping Supplies

2. Click Centered Heading from thelz=_=] pop-up menu or on the stylesheet
palette.



Editing styles

In the Help index,* see:
> styles, editing
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3. Select the wordst the campsite

4. ChooseBold, Italic from thez=______~] pop-up menu or on the stylesheet
palette.

Your letter should now look like this:

Camping Supplies

B g 0 Dy il Lo i 20 (i) R
1. Taii
3. Cainpass
1. S i B

L P gre T L S T T R e

Part 5: Remove a style
1. Select the wordat the campsite

2. Click [ on the Default button bar show the stylesheet palette.
3. ChooseJnapply Bold, Italic from the Edit menu on the stylesheet palette.

You can instantly change the format of an entire document by editing styles.
When you edit a style, all the text, objects, or cells that use that style are
updated. You can change a style’s properties, change the style on which the
current style is based, or rename the style.

Note You can edit any style on the stylesheet palette, regardless of the type
of document you're in. However, you can't apply the style until it's
appropriate to do so. For example, if you create a table style, you don't see
the table style until you're working in a spreadsheet document or frame.

To show the stylesheet palette, c#&  on the Default button bar (or choose
Show Stylesheet from the Window menu).

To edit a style, click thedit button on the stylesheet palette and select a style
or substyle from the scrolling list on the left. (The pointer chan®gsto  .) Then,
use the document controls you'd normally use to format text and objects (such
as the tools, palettes, ruler, paragraph controls, and menu commands).

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Edizpe 0O
Fbs Edi
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Select a style to edit I
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If you're editing an outline or table (spreadsheet) style, select each substyle
you want to edit before choosing any commands or clicking controls.

Egppe M
Click a triangle to Frogariss
display substyles ek G Mo
IRREARYNY Properties of th
TR roperties of the
- 3D Table 1 style
Select a style to edit

E

D
10
11
Brae

When you're finished editing the style, cliDine.

Note If you click in the document or select a non-formatting menu command
(such agrint in the File menu), you can no longer edit the style. If this
happens, click thedit button on the stylesheet palette.

To change the name of a style, or to change the style on which a style is
based, select the style and choldseify Style from the Edit menu on the
stylesheet palette.
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Hndily $ipin [ 7] ]
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Type a name for — |
your style H——
Pl =1 Choose a style to
acquire the properties
T of that style

Copying, pasting, and deleting styles and properties

In the Help index,* see:

» styles, editing

Note You cannot cut or delete a style that is in use.

9-15

You can duplicate and delete styles, and move them between documents.
You can also cut or copy properties and move them to another style.

Start by clickind@ on the Default button bar (or chooSiay Stylesheet
from the Window menu) to show the stylesheet palette. Then clidkithe

button on the stylesheet palette.

To Do this

Cut or copy a style Select a style and chdus8tyle or Copy Style from the

stylesheet palette’s Edit menu.

Paste a style Cut or copy a style, and then chemisStyle from the
stylesheet palette’s Edit menu. If the style you're
pasting has the same name as another style on the
palette, you see a dialog box. Type a new name for the
style, and then clicRename to replace the style with the

new style.

Delete a style Select a style and then ch@teseStyle from the

stylesheet palette’s Edit menu. (You can't delete a style
that other styles are based on, or any style that is in use

in the current document.)

Cut, copy, or delete properties Select a style, d@itkand then select one or more
properties. Then, choo€$et Properties, Copy Properties, or
Clear Properties from the stylesheet palette’s Edit menu.

Paste properties Select a style, click in the Properties box, and then choose
Paste Properties from the stylesheet palette’s Edit menu.

Note You cannot cut, copy, or paste substyles. If you want to change or copy

information contained in a substyle, edit or copy its properties.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the

entry and then double-click a topic.
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Importing and exporting styles
You can export all or some of the styles on a stylesheet palette to a separate
file, and import them into other documents. This is useful if you want to
reuse your favorite styles in other documents, or establish formatting
standards for everyone in your organization to use and share.

To import or export styles, start by clickifs]  on the Default button bar (or
choosingshow Stylesheet from theWindow menu) to display the stylesheet palette.

To Do this

H * .
In the Help index,” see: Export styles to a file ~ Choogport Styles from the stylesheet palette’s File menu. In the
> styles, using dialog box, click the styles to export, and then clikkType a
name, select a location for the export file, and then Shek

Import files that were Choosemport Styles from the stylesheet palette’s File menu. Select a
saved to disk file containing exported style information, and then cOpén. In

the dialog box, click the styles to import, select or des@bplate

all styles with the same name, and then cliclok.

If a style you selected has the same name as a style in the current
document, you see a dialog box. Type a new name for the style, and
then clickRename. To replace the style on the palette with the
imported style, clickeplace. If you don’t want to import that style,
click Skip.

Creating a slide presentation

You can set up and run a slide presentation from ClarisWorks. You use the

In the Help index,* see: ClarisWorks application as the slide projector, the pages of a ClarisWorks
» editing, master pages document as the slides, and your computer monitor as the screen.

» settings, documents ) )

» slide shows, creating In a ClarisWorks presentation you can:

= set an automatic time advance for the slides
= include QuickTime and AVI movies

= show the same series of slides repeatedly

= add a background using a master page

Creating slides

To create slides, open or create a document. You can make a presentation
from any document type except communications.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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In a word processing document, the number of slides matches the number of
pages. For all other document types, you need to set the number of slides you
want to include in your presentation.

For this type of document

Do this

Draw

Chooséocument from the Format menu, and then type the
number of pages (one page per slide) across and down. The
slide show is preset to run across first and then down.

Paint

Choos®ocument from the Format menu, and then type the
number of pixels (72 to an inch) across and down. Larger
paintings may appear on multiple slides.

Spreadsheet

ChooBecument from the Format menu, and then type the
number of columns across and rows down. Large
spreadsheets may appear on multiple slides.

Database

Set up a layout that displays one record per page (slide)—one
record does not automatically equal one slide.

Enter the information you want on each page. To see what appears on each
slide, choos®age View from the Window menu.

Setting up slides

In the Help index,* see:
» slide shows, options

Once you have created slides on the pages of a document, you can set up
the slide show, reorder the slides, and specify visual effects. If you have
QuickTime or Video for Windows installed, you can also include
QuickTime or AVI movies in the slide show. To run a slide show using the
preset options, see “Showing the slides” on page 9-19.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Click the icon to change the slide
display (the icon appearance
changes to indicate that it's
opaque, transparent, or hidden)

To set slide options, chooSkde Show from theWindow menu. In the Slide
Show dialog box, change options to customize your slide show, anBaléck

Special effects options

Icon appearance indicates —
the slide display

Shle Shes 7] =]
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l
Type q to end the slide show

QuickTime movie options

Select To do this

Fit to screen Fit the entire slide within the boundaries of the screen

Center Center the slide vertically and horizontally within the
screen

Show cursor Show the arrow pointer during the slide show. You can
move the pointer around when each slide is displayed.

Background Select the background color or texture for the slide

Border Select the color or texture displayed around the slide

Loop Repeat the slide show continuously until you stop it by

pressing g

Advance every (number) seconds

Automatically advance to the next slide after the specified
number of seconds

Auto play

Make a movie play automatically when it is displayed on
a slide

Simultaneous

Make all QuickTime movies play simultaneously when
Auto play is selected and more than one movie appears on a
slide

Complete play before advancing

Display the current slide until the movie has finished
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Reordering slides

Once you've created a slide show, you can reorder the slides. To change the
order of your slides, chooséde Show from the Window menu. In the Slide
Show dialog box, drag a slide up or down.

G| Page 1

| Paga 2

Gh| Page 2 :

0 —— The pointer changes
G| Page to a double arrow

Showing the slides

To show your slide presentation, cho8kde Show from the Window menu.
In the Help index,* see: In the Slide Show dialog box, clidkart.

» slide shows, running

Tip Press Ctrl as you chooSle Show to bypass the Slide Show dialog box
and go directly into the slide show.

The slide show runs with the options set in the Slide Show dialog box. (See

“Setting up slides” on page 9-17.) To advance to the next slide, press Space
bar. To return to the previous slide, press Shift+Space bar. To stop the slide
show at any time, press q.

When you're finished with the slide show, cliddne to save any settings you
changed or clicKancel to restore the original settings.

Merging data into documents (mail merge)

You can insert information from a database document into another document
or frame by performing mail merge

In the Help index,* see:

» found set

) You can merge a database document with:
» mail merge

= a word processing document, to create a form letter that includes
personalized information for each recipient (for example, “Dear Chris”
instead of “Dear Customer”)

= a spreadsheet document or frame, to create a report that’s easy to update
or to include a price list in a brochure

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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= atext frame, to print an envelope or a label (see “Addressing envelopes”
on page 9-22)
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Result of mail merge

Merge document

To merge data, follow these general steps:

1. Set up a database. You can have a database of names and addresses, items and
prices, clients and facts about them, or any other categories of information you
want to merge with text. Be sure to save the database. Mail merge only works
with database documents that are saved to disk.

2. Prepare a merge document or frame. Enter the text that is common to all the

printed documents in a document or frame, and then enter field variables where
you want to insert information from the database.

3. Print the merge document with the database information inserted.
Each of these steps is described in the following sections.

Setting up the database

You can use data from an existing ClarisWorks database document, or create

H * .
In the Help index,™ see: a new database document. Keep the following in mind:
» databases, documents
» found set
» sorting database data

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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= Determine how the data will appear in the merge document and define the
database fields accordingly. For example, to create a form letter with a
salutation that includes a person’s first name, create separate fields for the
first and last name.

= Use a find request before merging to include only certain database
records. You may also want to sort the records before merging them.
ClarisWorks prints only the found records in the order they were sorted.

Preparing the merge document

To prepare the merge document, open the Clarisworks document you want
In the Help index,* see: to merge the data into. Then chod#Merge from the File menu, select the
> mail merge ClarisWorks database document that contains the data you want to insert,
and clickOpen.

Note If you are merging data into a draw document, you must merge the data
into a text or spreadsheet frame within that document.

In the merge document, position the insertion point where you want to insert
the data from the database field. In the mail merge palette, select field names,
and clickinsert Field for each one.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Select to show merged data, or
deselect to show merge field names  Shows the current database

Select the field you want to
insert into the merge document

Click to switch databases

Click to insert the selected field
into the merge document

Click to print the merge document
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Merge document

You can move the mail merge palette around the window as you work to
view the merge document.

Printing the merge documents

When you're finished inserting fields or field data into your merge
In the Help index,* see: document, cliclerintMerge on the mail merge palette. In the Print dialog box,
» merging data click OK.

ClarisWorks prints one merge document for each record in the database
document’s found set.

Tip To print only one record, selegtiow Field Data on the mail merge palette,
click an arrow to go to a record, and then chdébsefrom the File menu.

Addressing envelopes

If your printer can be set up to print on envelopes, you can address envelopes
in ClarisWorks. If you can't print directly on envelopes, you may want to
print your addresses on address labels. See “Printing labels” on page 8-39.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Using the Envelope Assistant

In the Help index,* see:
» Assistants

Use the Envelope Assistant if you want ClarisWorks to step you through
addressing an envelope that you can print. You can have the Assistant help
you type an address and place it on the page, or you can have it format an
envelope with an address you've already typed.

To have the Assistant help you type an address and place it on the page, start
ClarisWorks, and then choolew from the File menu. SeleBse Assistant or

Stationery, and then seleé&hvelope in the scrolling list and clickK. The

Assistant prompts you to complete the steps required to address the
envelope.

To have the Assistant format an envelope with an address you've already
typed, select every line of the recipient’'s address and clttais@orks

Assistants from the Help menu. Seleddress Envelope from the scrolling list

and clickOK.

Setting up and creating envelope stationery

In the Help index,* see:

» envelopes
» stationery, creating

EETOFF ADDEEIT

To set up the envelope stationery, create a draw document. Cha@siep

from the File menu. From the Size pop-up menu, choose an envelope setting
and an orientation (landscape for standard business envelopes), and then
click OK.

To create the envelope stationery, click the text[Abl , click in the
document where you want the beginning of the sending address to go, and
then type an address or placeholder text. Be sure to press Enter at the end of
every line of text. You may have to resize the address by dragging its
handles. Repeat to place text for the return address.

R AT 1 Address text frame

AIA MAIL

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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ChooseSave As from the File menu and save the document as stationery.
See “Saving document formatting as templates (stationery)” on page 2-10
for more information.

Addressing an envelope

To address an envelope, chollsefrom the File menu, seleldse Assistant or
Stationery, and a category from the Category pop-up menu, and then choose
your envelope stationery. Double-click the sending address text frame and
type the address you want to use. Repeat for the return address text frame.

In the Help index,* see:

» envelopes
» stationery, using

Insert the envelope into your printer, and then print the envelope stationery
document.

You can also print addresses from a database document using mail merge.
See “Merging data into documents (mail merge)” on page 9-19.

Linking frames

- You can link a series of text, paint, or spreadsheet frames to break up
In the Help index,™ see: information that’s normally confined to one area of a document. You can

> layering information then move and resize frames to control the layout of your document.
» frames, linking

Ut wisi enim
ol

[T 129254 166565
[2 ) ~aude [ asoar

Link text frames for Link paint or spreadsheet
complex page layouts frames to show parts of a
painting or spreadsheet

*  Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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When you create linked frames, you se#catorsthat provide information
about the frames. Aontinue indicatoshows that a frame is not yet linked

to another frame. Aink indicator shows that the frame is linked to another
frame. Anything you type, paste, or paint into the first frame continues into
the next frame. Aext overflow indicatoshows that the frame contents
extend beyond the last frame.

Top-of-frame indicator
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Linked text frames
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Linked spreadsheet frames
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Linked paint frames
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In the Help index,* see:

» frames, formatting
» frames, linking

When you create linked frames, keep in mind the following:

= You can create linked frames in a word processing, spreadsheet, draw, or
database (in Layout mode) document but you can't link frames in a paint
document.

= You can link frames of the same type, but you can’t link frames of
different types. For example, you can't link a text frame to a spreadsheet
frame.

= You can link an existing frame to a new frame you create, but you can’t
link two existing frames to each other.

To link frames, select the arrow poil&]  from the tool panel. (If you don't see
the tool panel, chooshow Tools from theWindow menu.) Then chooseame

Links from the Options menu. Select the Al , spread[s&ket , o[# hint

tool from the tool panel and drag the pointer to draw a frame. Click once outside
the frame. (To draw a text frame in a word processing document or a spreadsheet
frame in a spreadsheet document, press Alt as you draw the frame.)

Click the continue indicator and then draw the next frame. After you draw
the frames, you can resize them, enter and edit information in them, and
arrange the linked frames in your document.

Viewing empty frames Empty linked text frames do not show when you are
adding new ones. You can add a border by selecting the frame and choosing
a width from the pen width palette.

Working with movies

In the Help index,* see:
» movies, in documents

If you have QuickTime or Microsoft Video for Windows (AVI) installed in
your system, you can add movies to your documents, play them on the
screen, and make simple changes.

You can work with movies in word processing, draw, and spreadsheet
documents, and in multimedia fields and Layout mode of a database
document.

* Choose Index from the Help menu and scroll to the entry. Double-click the entry and then
double-click a topic.
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Adding a movie to a document

You can import, insert, or paste a movie into any document type (except
communications) and into a multimedia field in a database document. See
“Importing and exporting documents” on page 2-15 for more information.

Movies appear in the document as a picture with a control badge in the
lower-left corner.

Note In a word processing document, the QuickTime movie control bar is
not available when the movie has been inserted or pasted as an inline object
in text. To play a movie inserted this way, double-click the movie frame. To
stop the movie, single-click the movie frame. To make the movie control bar
available in a word processing document, insert the movie as an object
(select the arrow pointer, and chod¢set from the File menu).

Playing a movie
QuickTime and AVI movies behave differently. When you click a badge on

a QuickTime movie, you see a control bar with standard VCR controls.
When you click a badge on an AVI movie, the movie plays.

Handle

Control badge

Click the control badge to
play the movie

A movie control bar appears on QuickTime movies.

Forward/reverse slider
Volume control: click to open,
and drag the slider to the
volume level you want Play bar

1
Step (forward and reverse) buttons
Play/Stop button

Movie control bar
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Creating and editing custom buttons

Custom buttons reduce tasks, such as opening a file or checking the spelling
In the Help index,* see: of a document, to a single step. You can create a custom button to run a

» button bars sequence of actions, and then add that button to the button bar. For more
information, see “Using the button bar” on page 3-5.

ClarisWorks is preset to show the button bar at the top of the document
window (below the menu bar). If you can’t see the button bar, clshase
Button Bar from the Window menu.
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To create a new button, chodg Button from the[=] menu on the button
bar. (If you don’t see the button bar, cho®ts® Button Bar from the Window
menu.) You see the New Button dialog box.

Type a name for the button :‘““"‘ ;—"-'"
(o]
LU ] -
Type a brief description of what the "=__ — §e|ECt Whtltih
button does (the description | e OCl:Thenb ¥tpes tyou
displays in the status line) ) \Ellv[;?ear Fn utton to
Select the task you want the — |
button to perform |— e Click to create a
£l button design
| Lo |

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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To set the task that the button performs, choose an option from the When
button pressed pop-up menu.

To make the button From the When button pressed pop-up menu, choose

Play a macro Play Macro. Enter the name of the macro you want the button
to play.

Open a document Open Document. Click Select Document, select the document you

want the button to open, and then cligkn.

Open another applicationLaunch Application. Click Select Application, select the application you
want the button to open, and then cl@gkn.

Open a URL Open URL. Enter the URL for the document to link to on the
World Wide Web. (Your computer must already be set up with
a Web browser and an Internet connection for the URL button
to link to the document.)

To edit a button, choodslit Buttons from the[=] menu on the button bar.
Select the button and clidkodify.

Using macros

A macrois one action that performs a series of actions. You can create
macros to automate tasks you do often. For example, you can create a macro
that sorts a database, prints a report, and then closes the database document

You can also create a button to execute a macro, and add the button to the
button bar. (See the previous section.)

For information on In the Help index,* see:

Changing a macro » macros

Creating a macro

Deleting a macro

Making a shortcut button for a macro

Running a macro

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Including other applications in your documents (OLE)

You can use Object Linking and Embedding (OLE) to combine information
from other applications with information in ClarisWorks files. For complete
information on using OLE with ClarisWorks, see onscreen Help. For
additional information on OLE, see the documentation that comes with
Windows 95.

Understanding Object Linking and Embedding
Object Linking and Embedding is a feature of the Windows operating

In the Help i”dex’* see: system. With OLE, you can combine information from other applications
> %ﬂeg Linking and Embedding with information in ClarisWorks.

ClarisWorks is an OLElient application which means that ClarisWorks can
contain objects provided by other OLE applications. (Applications that
provide objects are called Olderver application3 When you insert OLE
objectg(pictures, sounds, video clips, and other information) in a ClarisWorks
document, you use the server application—not ClarisWorks—to create the
object and to change the way it looks in your ClarisWorks document.

You can include OLE objects in ClarisWorks word processing, draw, and
spreadsheet documents. You can also include OLE objects in Layout mode
in database (but not in a database field).

You can insert embedded objects and linked objects into your ClariswWorks

documents.

Insert To

Embedded objects Store the object in your ClarisWorks document.

Linked objects Maintain a connection to the source (original) file. Changes you

make to the object within ClarisWorks are reflected in the
source file. Or, you can use the server application to change the
source file, and those changes are reflected in your ClarisWorks
document.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Inserting OLE objects

In the Help index,* see:

» object linking and embedding
(OLE)

This section provides information on inserting OLE objects using the menu
commands. You can also insert OLE objects using the OLE tools palette.

To insert an OLE object into a Clarisworks document:
1. Prepare your document to receive the OLE object.

To insert the object Do this

As an inline object (in text) Click in the text to create an insertion point.

As a floating object in the Click the arrow pointeli. to make the insertion point
document disappear.

2. ChooseLE Options from the Edit menu, and then chotmsert OLE Object.
3. Choose options in the Insert Object dialog box.

To Do this

Create anew  Click Create New, select the type of object in the Object Type list, and
embedded objectthen clickOK. When the server application opens, create the object.
When you finish, choos&it and Return from the server application’s
File menu (the name of the command varies depending on the server
application).

Insert an existing Click Create From File, and then cliclBrowse. In the Browse dialog box,
embedded objectselect the file to insert, and then cliotert. In the Insert Object dialog
box, clickOK.

Insert an existing Click Create From File, and then cliclBrowse. In the Browse dialog box,
linked object select the file to insert, and then clindert. In the Insert Object dialog
box, clickLink, and then cliclok.

To display an OLE object as an icon instead of a picture, click
Display As Icon in the Insert Object dialog box.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Working with OLE objects

Once you insert an OLE object into a ClarisWorks document, what you can
do with the object depends on the type of object and its server application.
To work with an OLE object, select the object and ch@bpet from the

server application’s Edit menu (the name of the command varies depending
on the server application). The Object command’s submenu contains
additional commands for working with the selected object.

For further information about working with OLE objects, see onscreen Help.

For information on In the Help index,* see:

Opening, editing, and deleting OLE objects » OLE objects, editing
» OLE objects, deleting

Making a copy of an OLE object by » OLE objects, drag and drop
dragging it to or from another document,
another application, or the desktop

Deleting a linked object and replacing it ~ » OLE objects, replacing
with another linked object

Setting when changes are updated in » OLE objects, updating
linked objects

Setting the display of OLE objects » OLE objects, editing

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Chapter 10: Communications

This chapter explains how to use ClarisWorks and the HyperTerminal
application to establish communication between your computer and another
computer. All communications features are described in the onscreen Help
system of the HyperTerminal application.

When to use a communications document

Create a communications document when you want to exchange information
. * with another computer. Use a ClarisWorks communications document to:
In the Help index,™ see:
» telecommunications = connect to a text-based commercial online service such as CompuServe
= connect to a computer you can access at your business or school
= connect to a public or private bulletin board service (BBS)

= transfer files directly from one computer to another

Communications basics

The ClarisWorks communications environment uses HyperTerminal to
connect your computer to online services, bulletin boards, and other
computers, and to send, receive, and save information.

What you need

Before you use the communications application environment, be sure that
you have the equipment and software you need. See the documentation that
came with your computer for information about HyperTerminal and its
requirements.

If you plan to connect to a commercial online service, you also need to register
for an account. Most popular services let you sign up when you first connect.

If you plan to connect to a computer at your business or school, check with
your site administrator for requirements.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Communications terms and concepts

If you're new to communications, you need to be familiar with the following
communications terms and concepts.

Term Definition

Terminal A screen and keyboard used to communicate wémate(distant)
computer. The remote computer can be as close as the same room or
building, or as far away as another country. Using the terminal software
included with Windows, your computer camulateg(act like) a terminal,
so that your computer and the remote computer can communicate.

Host computer A computer that answers requests for information or that acts as a
gateway to other computers. You communicate with a host computer
across a telephone line. To communicate with a host computer, you
usually need an assigned user name and password. When you identify
yourself at connection time, you'legging on When you disconnect,
you're logging off

Connecting The process of establishing communication with another computer.
Communication from one computer to another requires a transmission
channel—usually a telephone line, but sometimes a cable between two
computers. Connection by telephone requiremdema device that
turns data from your computer into a signal that can be transmitted over
a telephone line. The computer at the other end of the telephone
connection also requires a modem.

Session The amount of time from when you connect to an online service or
another computer to when you disconnect (also cabbedect timg
When you use a commercial online service, you're usually billed only for
connect time.

Online service A host computer that gives you access to a variety of information, such
as weather forecasts, airline schedules, databases used for research, and
bulletin boards for communicating with other users. ClarisWorks
supports only text based online services and cannot be used to browse the
World Wide Web.

Creating a communications document

To create a communications document, chdlesérom the File menu, select
Communications, and then clicloK. Or, cIickEl on the Default button bar. (If
you don't see the button bar, cho8kew Button Bar from the Window menu.)

Important To open a saved communications document, you must use
HyperTerminal. You can’'t open a saved communications document using
ClarisWorks.
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About the communications window

All communication between your computer and an online service or another
computer appears in the HyperTerminal window.

o Sahaal - Hpgea T eimensl ™= E
fla Ed Ymw [l [ Huls

D] el 3| oS o

HyperTerminal menus

2l+— Use scroll bars to see
more of the screen

Type or receive communications
text in the work area
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Connecting to another computer

After you open a communications document, you're ready to:

= connect to an online service or a remote computer, using a modem
= receive a call from another computer, using a modem

= connect directly to another computer, using a cable

To connect to an online service or remote computer, or to connect directly to
another computer, turn on your modem and ch@gesdrom the Session menu.

See the documentation that came with your computer for more information
about setting up HyperTerminal and connecting to online services and other
computers.
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Changing the communications program

You can specify that ClarisWorks run a communications program other than
In the Help index,* see: HyperTerminal when you clicBmmunications in the New Document dialog

» preferences box. Choosereferences from the Edit menu. In the Preferences dialog box,
chooseCommunications from the Topic pop-up menu. Clickange To

(located unde€larisWorks Terminal Program). In the New Communications
Program dialog box, select the program you want to run, and the®mdick
Click OK to save the changes.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Chapter 11: ClarisWorks and the Internet

With ClarisWorks, you can open, view, and create documents that contain
Hypertext Markup Language (HTML) on the Internet and the World Wide
Web (WWW, or Web). You can also create your own HTML files and place
them on the Internet and the Web as Web pages, to present information to
people using the Web.

This chapter describes how to use ClarisWorks to set up your computer for
use with the Internet, create Web pages, and send and receive electronic malil
(email). Before you begin, you need to understand how to create and edit
documents. In particular, you should understand the information in

chapter 2, “Creating, opening, and printing documents,” chapter 4, “Text
(word processing),” and chapter 5, “Drawing.” You should also understand
“Using the button bar” on page 3-5, and “Editing links” on page 9-3.

All Internet features, including procedures, buttons, and troubleshooting, are
described completely in onscreen Help.

About the Internet and the Web

In the Help index,* see:
> Internet

The Internet is a collection of computer networks that use a common set of
rules for exchanging information, called the transmission control protocol/
Internet protocol (TCP/IP). Using the Internet with your computer, you can
work with information that’s stored at other locations. For example, you can
read weather reports from around the world, send and receive electronic mail
(email), and attend a creative writing class from a remote site.

The Internet network was once limited to simple, text-only documents. With
the development of the Web, documents can now include graphics, various
text styles, antinks (connections, or jumps, to areas of the same document,
or to other Web pages, applications, or servers on the Web). A document on
the Web is called Web pagehome pageor start page

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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About browsers

A Web page contains formatting information, which determines how the
document looks and how you can use it onscreen. You can use ClarisWorks
to create and format a Web page without knowing HTML. Create a word
processing document that has the information you want on your Web page,
and then save the document in HTML format. ClarisWorks adds the correct
HTML tags and your Web page is ready for delivery to your Web site.

To access, view, and place a Web page on the Web, you need:
= a modem (internal or external)
= a phone line or an Integrated Services Digital Network (ISDN) line

= abrowser an application that displays information from the Internet. (For
more information, see “About Browsers,” next.)

= software from an Internet service provider (such as America Online or
CompusServe). For more information, refer to a specific provider.

= an account or connection with the Internet service provider

To open, read, and work with Web pages, you bsewaser an application that
displays information from the Web in a format you can read and work with.

Each browser interprets HTML tags differently. For example, one browser
may display headings in color with an elegant typeface, while another may
display headings in capital letters.

Selecting a browser

In the Help index,* see:
» Web browser, launching

Before you can use the Internet with ClarisWorks, you need to select a
browser to use. You can change your selection at any time.

To select a browser:

1. ChoosePreferences from the Editmenu.

2. In the Preferences dialog box, choBgmmunications from the Topic
pop-up menu.

3. Under ClarisWorks Web Browser, cli€kange To.
4. Locate and select the web browser to use, and the®pditk

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Connecting to the Web

Once you've selected a browser to use, you can quickly connect to the Web
using the selected browser.

To do so, on the Internet button bar, c{&k

Creating a Web page

In the Help index,* see:
» Web pages, creating

A Web page is an HTML file on the Web. With the ClarisWorks translator,
you can easily create an HTML file without understanding HTML or how it
works. You simply create a word processing document and save your work
as an HTML file. You see immediately how your document will look on the
Web.

Note The ClarisWorks HTML translator displays a Web page in a standard
format. However, your Web page may appear different on different
browsers. You can customize the format for specific browsers by clicking
the HTML Configuration button and adding or modifying the tags that are
exported.

Designing your Web page

Before you create a Web page, it's a good idea to learn about effective Web
page design. You can find such information in the computer and software
sections of bookstores, in computer industry magazines, in classes and
seminars, and on the Internet. In addition, browse the Web and note aspects
of other Web pages that you'd like to use in your own.

As you create a Web page with ClarisWorks, keep the following design tips

in mind:

= Keep your design simple and uncluttered. An orderly design makes it
easier to scan the page to find information.

= Limit the size of your page so that users scroll no more than three screens.

= Use headings so that users can scan the page and read the portions
they want.

= Consider separating areas of text with horizontal lines.
= QOrganize related information in lists.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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= Use boldface and italic styles sparingly. Too much emphasis makes text
difficult to read. Don’t use underline, because underlined text indicates a
jump to related information.

= Choose typefaces and colors that are easy to read onscreen.

Creating an HTML file

In the Help index,* see:
» Web pages, creating

To create an HTML file for a Web page, start by creating a word processing
document, and then save your work as an HTML file.

Important Before you begin, be sure you understand the information in the
previous sections of this chapter.

1. Click [£1 on the Default button bar to create a new document, ol il
open an existing document.

(If you don't see the button bar, choSsew Button Bar from the Window menu.)

2. In the document windovpress Ctrl+; (semicolon) to show formatting
characters (such as carriage returns and spaces).

3. Create the document with the text and art you want posted to the Web.

To Do this

Apply a style to text Select the text to format, and then click any style from
the stylesheet palette.

Apply a type style to text Select the text, and then Ekto make the text bold
or click | & to make the text italidDon’t use underline,
which is'a convention used to indicate a link.

Organize information into a Choose styles from tEs =] pop-up menu. Use
numbered or bulleted list Harvard, Legal, or Number for numbered lists; udgiamond,
Bullet, or Checklist for bulleted lists.

Insert a horizontal line to Place the insertion point where you want the line to
separate sections of text begin. Choosnsert Page Break or Insert Section Break from
the Format menu. ClarisWorks ignores automatic page
breaks when you save the document as HTML.

Add a table Use an inline or floating spreadsheet frame.
Insert a picture See “Adding pictures” on page 11-5.
Create a link from your See “Linking Web pages” on page 11-5.

document to a different
document, or to other
information on the Internet

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the

entry and then double-click a topic.
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Adding pictures

In the Help index,* see:
» Web pages, graphics for

You can include pictures in any format supported by ClarisWorks, such as
.BMP and .PCX. When you save the document as HTML, ClarisWorks
translates any art in the document to a format (GIF or JPEG) that is readable
by Web browsers.

Important When you save an HTML file, each picture is saved as a separate
file in the same folder as the document. If you move the HTML file to a
different folder or computer, you must move the picture files to the same
location. To make the pictures and documents easier to find, save each
HTML file (with the pictures) in its own folder.

To add a picture:

1. Open or create the word processing document that you want to use as a
Web page.

2. Add art as an inline or floating object.

You can draw objects or paint frames directly in the document, use art
from a library, or insert art from another document.

Linking Web pages

In the Help index,* see:
» Web pages, linking

You can create links (connections or jumps) from selected areas in a Web
page to a different location in your Web page or to other Web pages. Links
can jump to a bookmarked location or to a Uniform Resource Locator
(URL). Links to a book mark are called document links. Links to a Web page
are called URL links.

For example, create a link from a button in your HTML file to related sites.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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URL address for
this Web page

[E] B
ToTae |ierp e oaly P
l I Il Il H || M |
Espresso Cafe i
P b o oo
P who we Are
. Cafn Menu These links jump to a different
location on the Web page
woin the alab| |
Al e walloes | Abswsll vur soclpes | CHber alles This button jumps toa
different Web page
Ch=k |2 ler & complets explanwiicn af ibe zaffee bean reasciag
=1 | | |
Bl
8l |
=

Note You can also create a link to a different document or a different area of
the same document, even when the linked documents are not on the Web.
For more information, see “Creating links” on page 9-1.

You can attach links to selected text, an object, or to paint and spreadsheet
frames.

To create a link to a URL:

1. Open the Web page document from which to create the link, and then select the
item to create the link from.

2. Click |##] on the Internet or Default button bar. (If you don't see the button bar,
chooseShow Button Bar from the Window menu.)

3. In the New URL Link dialog box, create a link, and then @ick

Muzwr LNHL Lok

Haes  |Forezin Cala —— Type a name for the link

LS Frr——r— Type the URL address

[ ] _corce |
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4. Totest the link, choo$ow Links Palette from the Window menu and make sure
Live Links is selected.

In an HTML file, the area linked to a URL appears underlined in the
ClarisWorks document, and the pointer changes appearance over the
underlined area. To view the linked URL, click the underlined area.

Espresso Cafe

The pointer looks like this over a link. Click the
underlined area to go to the linked information.

A link can jump to a document (called a document link) or to a specific
location within a document (called a book mark). If you create a document
link, clicking the link opens the document. If you create a book mark, clicking
the link opens the document and locates the book mark within the document.

To create a link to another document:

1. Open the Web page document from which to create the link, and then select the
item to create the link from.

2. On the Internet or Default button bar, cligh| to create a link to another
document.

3. In the New Document Link dialog box, create a link, and then@fick

% ow Documasst Link [ #] =]
Type a name for the
Hura == — 1 link
Docurerd  Coflss Bean Aoesting ok
Book Mk [hers ]
LI‘PHIIFDCI.II" I ITI Carccnl

I
Select the document to link to

4. To test the link, choo$how Links Palette from the Window menu and make sure
Live Links is selected.
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To create a link to another part of your Web page:

1. Open the Web page document from which to create the link, and then select the
item to create the link from.

2. On the Internet or Default button bar, cli#| to create a link to another part
of the same document.

3. In the New Book Mark dialog box, create a link, and then 6lick

Murwe Hock M ark | 7] %]
Hue [ Type a name for the link
Fidded II..;--e- 'rl

[ ] cea |

4. Totest the link, choo$how Links Palette from the Window menu and make sure
Live Links is selected.

In an HTML file, the area linked to a book mark appears underlined, and
the pointer changes appearance over the underlined area. To view the
book mark, double-click the underlined area.

%

The pointer looks like this over a link. Click the
underlined area to go to the linked information.

Keep the following points in mind:

= To reduce the amount of scrolling of your Web page, create links to other
areas of the same document. (You can also create URL links to other Web
pages.) For more information, see “Creating document links” on page 9-2.

= For information about changing a link, see “Editing links” on page 9-3
and “Deleting links” on page 9-4.

= When you print a Web page with links, the linked information isn’t
printed.
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Saving a document in HTML format

In the Help index,* see:
» Web pages, saving

Once you have a ClarisWorks word processing document that you want to
post to the Web, you need to save it in two formats: as a ClarisWorks
document and as HTML. When you edit the Web page later, you open the
ClarisWorks document, not the HTML file.

When you save a document in HTML format:
= URL links are translated into HTML links

= book marks are translated into HTML anchors
= most styles are translated into HTML styles

To save a document in HTML format:
1. ChooseSave As from the File menu.

2. Save your document first by choostigrisWorks from the Save As pop-up
menu.

3. Type a name for the document (keep the filename extension .cwk), and then
click OK.

4. Save the document again and chaoti$4. from the Save As pop-up menu.
5. Type a name for the file (keep the filename extension .htm), and thedkclick

Opening and editing HTML files

In the Help index,* see:
» Web pages, editing

When you edit your HTML file or Web page, you open the original
ClarisWorks word processing document. After you make changes to the
document, you must save it again as an HTML file.

. Choosedpen from the File menu.

. In the Document Type pop-up menu, selgart! Processing.

. In the Files Of Type pop-up menu, selegt.

. Locate and then select the document.

. View the document, and then make any changes you want.

o o1 B~ WN

. If you made changes, save the document as described in the previous section,
“Saving a document in HTML format.”

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.
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Working with electronic mail

In the Help index,* see:
» email

With ClarisWorks, you can send and receive email messages to and from
many types of computers and mail systems, locally or in remote locations.
You can work with electronic mail on the Internet or over a different
computer network.

To work with electronic mail, you must have the appropriate hardware (such
as a modem and phone line). In addition, your computer must be connected
to an Internet service provider or another network that provides electronic
mail services. You also need Microsoft Exchange, an application that comes
with Windows.

For more information about sending and receiving electronic mail, see
onscreen Help. In addition, see the documentation that comes with your
computer, browser, Internet service provider, and operating system
software.

* Choose Index from the Help menu and type the first few letters of the entry. Double-click the
entry and then double-click a topic.



Index

Symbols

### error 7-24
* in spreadsheet cells 7-22

A

Absolute references 7-22
Active cell 7-3, 7-25
Address Envelope Assistant 9-22
Address labelsSeel abels
Address List Assistant 2-5
Address, cell 7-6
Addresses and names list 2-5, 8-6
Addressing envelopes 2-5, 9-22
Airbrush (Spray can) 6-5
Aligning

data in

cells 7-10
fields 8-33

fields 8-31, 8-39

objects 5-15

text 4-6, 4-12

text, in text frames 4-6, 5-19
Alphabetizing library items 3-19
Applying styles 9-8, 9-11, 9-12
Arcs

See als®bjects

reshaping 5-13, 6-5

tool for drawing 5-4
Arrow keys, preferences for 3-21
Arrow pointer 3-4, 3-9
Arrowheads

adding to lines 5-10, 6-6

copying settings for 5-11
Art. SeeClip art; Pictures
Assistants

Address List 8-6

Create Labels 8-30

described 1-7, 2-3

Envelope 9-23

Insert Footnote 4-26

Paragraph Sorter 4-13

Register ClarisWorks 1-1

Table Maker 4-19

* Choose Index from tf(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.

Attributes, changing for text 4-7
Auto Calc 7-24

Autogrid 5-7, 5-15, 6-8
AVERAGE function, example 7-27
Avery labels Seel abels

Axes 7-29, 7-30, 7-32

B

Backup copy 2-8
Bar charts, changing 7-32
Basic styles 9-6, 9-12
Bezigons 5-4, 5-13
See als®bjects
Blank documents, creating 2-1
Blending image colors 6-11
Body part.SeeParts, database
Bold text 4-7
Book marks
creating 9-2
deleting 9-4
editing 9-3
going to in document 9-4
HTML files, in 11-8
sorting names 9-5
using, in
draw documents 5-21
paint documents 6-14
spreadsheet
documents 7-34

word processing
documents 4-34

Web pages, in 11-8
Bookmarks in HelgHelp, customizing
Borders

cell 7-18

chart 7-32

field 8-33

image 6-6

object and frame 5-3, 5-10

Browse mode (database) 8-2, 8-12

Browsers
described 11-2
selecting 11-2
starting 11-3

Brush 6-5
Bucket.SeeFilling; Paint bucket
Bulletin boards 10-2
Bullets 4-11
Business Cards Assistant 2-5
Button bar
See alsd®uttons
changing number of rows 3-6
creating new 3-7
Default 3-5
displaying pop-up menus 3-6
moving 3-6
positioning 3-6
showing and hiding 3-6
switching 3-6
Button fields
described 8-8
finding 8-25, 8-27
Buttons
See alsdutton bar
adding and removing 3-6
creating new 9-28
described 3-5
editing 9-29
macros formacros

C

Calculating formulas 7-24
Calculation fields 8-9, 8-10, 8-11
Calendar Assistant 2-5
Cascading windows 3-3
Cell range

described 7-5

entering in formulas 7-23, 7-28

naming 7-12

printing 7-20

setting in charts 7-30
Cells

active 7-3, 7-25

address for 7-6

borders, adding 7-18

data, in

deleting 7-8, 7-17
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entering 7-5
sorting 7-11
working with 7-6, 7-7, 7-8
deleting 7-17
filling automatically 7-8
grid 7-3, 7-19, 7-20
inserting 7-17
linking 7-34
locking (protecting) 7-6
names for 7-13
objects in 3-10
references to
described 7-22
entering 7-23
examples 7-25
selecting 7-5
Certificate Assistant 2-5

Chapters, adding to a documesee
Sections

Characters, counting 4-31
Charts

See als&preadsheet documents;

Spreadsheet frames
borders on 7-32
copying or cutting 7-30
creating 7-29
deleting 7-30
described 7-28
elements

described 7-29
modifying 7-29-7-32
examples 7-1, 7-28, 7-29
options for 7-30
resizing 7-30
showing and hiding 7-31
types of*charts, creating
updating data for 7-29
Checkboxes
as database fields
described 8-8
finding 8-25, 8-27
selecting 8-18
in text documents 4-11
Checking spellingSeeSpelling
Checklists 4-11
Circles, drawing 5-4
See alsdbjects

Circular references 7-19, 7-20, 7-22

Claris Web site address 1-1
ClarisArt. Seelibraries

ClarisWorks 2-1, 3-3
ClarisWorks stationenseeStationery
Clip art
inserting in documents 2-15
storing in libraries 3-17
using 5-19, 6-13, 7-33, 8-32
Closing documents 2-16
CM document type 2-3
Collapsing
outlines 4-16
Colors
See alsdPalettes
changing in
charts 7-32
databases 8-19, 8-33
objects 5-10
outlines 4-13
text 4-7
text frames 4-6, 5-19
copying from
images 6-6
objects and frames 5-11
paint images, setting 6-6
preferences for 3-21
tinting and shading (paint) 6-11
Column guides 4-21
Columns
database
labels, for 8-39
layouts for 8-17, 8-29, 8-30
moving and
formatting 8-19
resizing 8-18, 8-19
selecting 8-18
spreadsheet
changing number of 7-4
headings 7-3, 7-19
inserting and deleting 7-17
printing headings for 7-20
resizing 7-16
selecting 7-6
titles 7-19, 7-20
transposing with rows 7-7
text
as linked frames 4-21,
9-24-9-26
in word processing
documents 4-20-4-22
varying on a page 4-25
Commas, in numbers 7-10
Communications documents
and HyperTerminal 10-1

communications program,
changing 10-4

concepts 10-2

connecting with 10-3

creating and opening 10-2
described 1-13, 10-1, 10-3
requirements 10-1
session, described 10-2
spelling, checking in 4-30

when to use 10-1

Contents, Help 1-3
Continue indicators 9-25
Controls

database 8-15

increase or decrease
columns 4-20

line-spacing 4-12

pane 3-2

paragraph and outline style 4-14
show/hide tools 3-1, 3-4

tab 4-10

text alignment 4-12

zoom 3-1

Converting documents

by importing 2-15
to HTML format 11-9

Copying

See alscCutting; Duplicating;
Pasting

cell
formats 7-10
formulas or values 7-8
references 7-22

charts, spreadsheet 7-29, 7-30

database
layouts 8-28
records 8-15
summary data 8-36

described 3-10
formats
paragraph 4-13
spreadsheet cell 7-10
help text*Help, copying
images 6-8
images, colors of 6-6
library items 3-19
objects 5-9
objects, attributes of 5-11
pictures 5-19, 6-13
styles 9-15

* Choose Index from tf(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.



text
ruler settings for 4-13
selected 4-6

using the eyedropper 5-11, 6-6
Counting characters, words, lines,

slides in 9-17
text attributes, changing
for 8-19, 8-33
when to use 8-1
Database modes 8-2

paragraphs, pages, and sections 4-315.-1ocac

Create Labels Assistant 2-5, 8-30
Custom

buttons on button bar,
creating 9-28
styles, in
outlines 4-17
text 9-5-9-16
Customer support 1-1
Cutting
See alsd@Copying; Pasting
cell data 7-8
described 3-10
library items 3-19
styles 9-15
text 4-6

D

Database documents

See alsdatabases; Fields;
Layouts; Records

calculations 8-11
described 1-12
entering data in 8-12
examples of 8-4-8-5
field

definitions 8-3

types 8-3, 8-7, 8-12
find requests 8-23-8-25
formulas and functions in 7-21,

8-8, 8-10-8-11

importing data to 8-37
inserting data in 8-37
merging data from 9-19-9-22
modes of

described 8-2

Find 8-23

Layout 8-29

multiple 8-31

movies in 8-9, 9-26

parts 8-34-8-36

pictures, adding to 8-9, 8-14,
8-32

preferences for 3-20
printing 8-38

See alsdatabase documents
described 8-1
designing 8-6
elements of 8-2
importing 8-37
spreadsheets and,
differences 7-2

Dates
conventions for 3-14

current, in
databases 8-13
text 3-14, 3-15

format preferences 3-20

formatting, in
databases 8-8, 8-33
spreadsheets 7-10

recording automatically 8-9

sorting paragraphs by 4-13
DB document type 2-3, 3-9
Default

button bar 3-5

font, changing 3-20

font, in spreadsheets 7-10

formatting (options
stationery) 2-11

preferences, setting 3-20
Deleting

charts 7-30

fields 8-12

footnotes 4-27

headers and footers 3-14

images 6-8

layouts 8-32

library items 3-19

named
searches 8-25
sorts 8-22

named cells 7-13
objects 5-9
records 8-15
reports 8-37
sections 4-23

spreadsheet
cells, columns, and

Index -3

rows 7-17
data 7-8
page breaks 7-19
styles 9-15
text 4-4
undoing deletion 3-10
Depth (perspective), adding to
images 6-9
Depth and resolution, paint 6-13
Dictionaries
See als®pelling
changing 4-31
Display options, spreadsheet 7-19
Distance, adding to images 6-9
Distorting images 6-9
Distributing objects 5-15
Document linksSeeLinks
Document summary information 2-13
Documents
Assistants 2-3
closing 2-16
creating 2-2-2-6
described 1-8
finding 2-5
importing and exporting 2-15
linking
to different or same
document 2-9, 9-2
to Uniform Resource Loca-
tor (URL) 11-6
opening 2-8
opening linked 9-3
previewing 2-16, 3-11
printing 2-16
saving
ClarisWorks 2-7
formats (stationery) 2-10

in a different file
format 2-15

size of paint 6-14
styles 9-7
DR document type 2-3, 3-9
Draw documents
book marks in 5-21
creating 5-2
described 1-10, 5-2

links to different or same
document 5-21

movies in 9-26
pages, adding to 5-18

* Choose Index from tf(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.
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preferences for 3-20
slides in 9-17

text, spreadsheets, and paintings,

adding to 5-19
when to use 5-1
Drawing tools 5-3-5-5
Drawing, in any document 5-2

Drawings and paintings, differences
between 6-2

Duplicating
See alscCopying
cell data (filling) 7-8
images 6-8
layouts 8-28, 8-32
library items 3-19
objects 5-9
records 8-15
styles 9-15

E

Editing styles 4-17, 9-13
Electronic mail

See alsdHyptertext Markup
Language (HTML); Internet;
World Wide Web

sending and receiving on
Internet 11-10

Elements, chart 7-29
Email. SeeElectronic mail
EndnotesSeeFootnotes
Enlarged viewSeeZooming

Enter key, changing preferences
for 3-21

Envelope Assistant 2-5, 9-22, 9-23
Envelopes, addressing 2-5, 9-22
Eraser 6-5
Errors

memory 6-14

spreadsheet
#i## in cells 7-24
« (bullets) in cells 7-22
formula 7-25

troubleshootingtroubleshooting
Expanding
outlines 4-16
Exporting
ClarisWorks documents 2-15
HTML files 11-9

styles 9-16
Eyedropper 5-11, 6-6

F

Fields

See alsdatabase documents;
Layouts; Records

adding 8-12, 8-31
aligning 8-31
calculation 8-9, 8-10, 8-11
changing 8-12
coloring 8-33
defining (naming) 8-3, 8-7, 8-12
deleting 8-12
described 8-2
entering data in 8-12
labels, hiding 8-33
moving 8-31
multimedia 8-9
number of characters in text 8-8
objects in 3-10
options, entry for 8-9
resizing 8-31
selecting 8-12
summary 8-9, 8-10, 8-11
tab order, changing 8-14
text attributes of 8-19, 8-33
types of 8-3, 8-7, 8-12

File formats
database 8-38

saving for
export 2-15
reuse (stationery) 2-10

FileMaker Pro, exporting and
importing 8-38
Fill command (paint) 6-10
Filling
cell data 7-8
images 6-5, 6-6, 6-10
objects and frames 5-10
Fills
copying from objects 5-11
described 5-3
Filters.SeeTranslators
Finances, home 2-5
Find Document Assistant 2-5
Find mode (database) 8-2, 8-23
Find requests

and merging data 9-21

and record numbers 8-25
described 8-23

saving (named searches) 8-25

Finding

documents 2-5
formatting characters 4-28
library items 3-18
records, and matching 8-23-8-27
synonyms 4-30
text
and changing 4-27
in onscreen HelpHelp,
searching

Flipping

images 6-10
objects 5-15

Fonts

attributes, changing 4-7
changing in
databases 8-19, 8-33
outlines 4-17
spreadsheets 7-10
text 4-7
text frames 4-6, 5-19

default, changing 3-20
displaying in menu 3-20
in paintings 6-12

Footer partSeeParts, database
Footers

dates and times in 3-14

in database documents 8-35
inserting 3-12

on title pages 3-14, 4-19
page numbers in 3-15
previewing 3-11

removing 3-14

Footnotes

deleting 4-27

inserting at end of
document 4-26

inserting at end of page 4-26

inserting using Assistant 2-5,
4-26

Formats

copying
cell 7-10
paragraph 4-13

saving (stationery) 2-11

* Choose Index from tf(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.



Formatting

AVI movies
database fields, in 8-33

cell data 7-9
dates, times, and numbers in
databases 8-19, 8-33
documents 7-21, 8-8
spreadsheets 7-10
outlines 4-16-4-17
paragraphs 4-8-4-13
pictures in database fields 8-33
QuickTime movies
database fields, in 8-33
rows and columns in
databases 8-19
spreadsheets 7-18, 7-19
sections 4-23
text
characters 4-7
databases, in 8-19, 8-33
drawings, in 5-19
paintings, in 6-12
spreadsheets, in 7-10
text frames, in 5-19
with custom styles 9-5
Formatting characters
described 4-6
searching for (finding) 4-28
showing/hiding 4-6, 11-4
Formulas
See alsd-unctions; Spreadsheet
documents
calculating 7-24
database 8-9, 8-10
described 7-20
displaying in cells 7-19
entering in
databases 8-9, 8-10
spreadsheets 7-23
errors in 7-25
examples 7-21, 7-25
named cells in 7-14
operators
entering 7-23
order of*precedence of opera-
tors
Frames
See alsdPaint frames;
Spreadsheet frames; Text
frames
documents, in
paint 6-12
spreadsheet 7-4

filling 5-10

inline 4-31

inserting in text 4-31

linked 9-24-9-26

locked 5-16

selecting 5-6, 5-20

text, changing appearance

of 5-10, 5-19

transparent 5-3, 5-10, 5-19
Freehand objects

See als®bjects

connecting 5-13

drawing 5-4

reshaping 5-13
Function button 7-27
Functions

See alsd-ormulas; Spreadsheet
documents

described 7-26
entering in
databases 8-11
spreadsheets 7-27

example 7-27
for matching records 8-27
values, selecting 7-28

G

Gallery 7-30
General preferences 3-20
Getting helpSeeHelp
Glossary terms in
Help*glossary
user’'s guide 1-2
Goto
page 3-4
record 8-15
spreadsheet cell 7-6
Gradients
See alsdPalettes
copying from objects 5-11
displaying fastergraphics
preferences
preferences for 3-20

setting for
database fields 8-33
images 6-6
objects 5-10
Graphics preferences 3-20

Index -5

Graphics rulerSeeRulers
Graphics SeeClip art; Pictures
GraphsSeeCharts

Grids 5-7, 6-8

Grouping objects 5-15, 5-16

H

Handles
changing number dfyraphics
preferences
described 5-6
Hanging indent 4-10
Hard (non-breaking) space 4-4
Header partSeeParts, database
Headers
dates and times in 3-14
in database documents 8-35
inserting 3-12
on title pages 3-14, 4-19
page numbers in 3-15
removing 3-14
viewing in page view 3-11
Headings, spreadsheet
described 7-3
showing and hiding 7-19
Heavy (bold) text 4-7
Help
contents 1-3
copying text fronmfHelp, copying
index 1-5
navigating 1-4
notes, adding to 1-7
opening and closing 1-3
printing 1-5
topics
marking*Help, customizing
viewing 1-5
using with this user’s guide 1-2
Windows Help application 1-3

Hidden character§SeeFormatting
characters

Hiding
button bar 3-6
field labels 8-33
formatting characters 4-6
graphics grid 5-7
page guides and margins 3-11,
3-16

* Choose Index from tf(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.



I1-6  ClarisWorks User's Guide

palettes 3-4
records 8-20
rulers 3-12
spreadsheet
chart or frame 7-31
columns and rows 7-17
grid 7-19
headings 7-19
tool panel 3-4
Home Finance Assistant 2-5
Horizontal lines in HTML files 11-4
Horizontal pane control 3-2
Host computer, described 10-2

HTML (Hypertext Markup Language)
*HTML

HTML files

See alsdlypertext Markup
Language (HTML); Internet;
Web pages; World Wide Web

adding pictures to 11-5
creating 11-4
described 11-3
design tips 11-3
editing 11-9
opening 11-9
saving (exporting) as 11-9
HyperTerminal 10-1
Hypertext links Seelinks
Hypertext Markup Language (HTML)
See alsdlectronic mail; HTML
files; Internet; Web pages;
World Wide Web
described 11-1

Hyphenation 4-30

|

Icons
button barSeeButtons
finding names of 1-7
Images
combining 6-11
described 6-4
pasting 3-10
selecting 6-7
storing in libraries 3-17
transforming 6-9-6-11
working with 6-7, 6-8, 6-9, 6-10,
6-11
Importing

* Choose Index from tf(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.

See alsdnserting
databases 8-37
documents 2-15
HTML files 11-9
styles 9-16
Indenting
See alsiMargins
outline topics 4-16
paragraphs 4-10
Index, Help 1-5
Indicators, frame link 9-25
Inferior text 4-7
Inline pictures and frames 4-31
Insert Footnote Assistant 2-5, 4-26
Inserting
See alsdmporting
cells, columns, and rows 7-17
clip art 2-15, 5-19, 6-13
column breaks 4-21

database
data 8-15, 8-37
parts 8-34-8-36
documents 2-15
footnotes 2-5, 4-26
page breaks, in documents
spreadsheet 7-19
word processing 4-21
page numbers 3-15
pictures, in
database fields 8-14
database layouts 8-32
drawings 5-19, 6-13
paintings 6-13
spreadsheets 7-32
word processing
documents 4-31
sections in a word processing
document 4-23

Insertion point 4-2

Installing dictionary or
thesaurus 4-31

Internet

See alsdclectronic mail; HTML
files; Hypertext Markup
Language (HTML); Web pages;
World Wide Web

described 11-1

sending and receiving electronic
mail 11-10

Introduction to ClarisWorks 1-1
Inverting images 6-11

ISP (Internet Service Provider) 11-2
Italic text 4-7
Items, library.Seelibraries

J
Justified text 4-12

K

Keys, order 7-11

Keywords, in document
summary 2-13

L

Labels
mailing
creating 2-5, 8-30
described 8-29
printing 8-39
outline 4-13, 4-16
paragraph 4-11
spreadsheet chart 7-29, 7-30
Labels Assistant 2-5, 8-30
Lasso 6-7, 6-14
Layout mode (database) 8-2, 8-27
Layouts

See alsdatabase documents;
Fields; Records

changing 8-31-8-32
columnar 8-16, 8-17, 8-29, 8-30
creating 8-29, 8-30
deleting 8-32
described 8-27
duplicating 8-32
naming 8-29, 8-32
selecting 8-30
standard 8-34
types of 8-28-8-29
viewing 8-31
Leading grand summargeeParts,
database
Leading in text 4-12

Legends, spreadsheet chart 7-29, 7-32

Letters, in page numbers 3-15
Levels (subtopics) in outlines 4-13
Libraries 3-17-3-19, 5-19

Library items, alphabetizing 3-19



Line breaks 4-4
Line charts 7-28
Line spacing in text 4-12
Lines
See als®bjects
changing 5-10
custom width forpen width palette
setting attributes for painting 6-6
text, counting 4-31
tools for drawing 5-4
Lines in HTML files 11-4
Link indicators 9-25
Linked
frames 9-24-9-26
spreadsheets and charts 7-29
Linking
objects, in word processing
documents 4-34
Web pages
to Uniform Resource Loca-
tor (URL) 11-5
Links
See alsa@Jniform Resource
Locator (URL)
creating
document links 9-2
to same or other
document 9-2
to Uniform Resource Loca-
tor (URL) 11-5
creating to same or other
document 2-9
deleting 9-4
described 9-1
editing 9-3
going to names in document 9-4
in draw documents 5-21
opening
linked documents 9-3
linked Uniform Resource
Locator (URL) 11-7,11-8
printing documents with 9-3
sorting names 9-5
to Uniform Resource Locator
(URL) 11-5
using, in
word processing
documents 4-34
using, in draw documents 5-21

using, in paint documents and
frames 6-14

using, in spreadsheet
documents 7-34

Links palette 9-2
List mode (database) 8-2, 8-17-8-19
Lists
creating in text documents 4-11
of names and addresses 2-5
of values (database) 8-8
Locking and unlocking
objects and frames 5-16
spreadsheet cells 7-6, 7-12

M

Macros

described 9-29

shortcut buttons fofmacros

state for 3-2
Magic wand 6-7
Magnified view.SeeZooming
Mail merge.SeeMerging data
Mail, electronic.SeeElectronic mail
Mailing labels.Seel.abels
Make Table Assistant 2-5, 4-18
Making tables 2-5
Margins

See alsdndenting

setting 3-16

viewing 3-11, 3-16
Master pages 5-17
Matching records 8-26
Memory 6-14
Merging data 7-5, 9-19-9-22
Microsoft Exchange, for sending and
receiving electronic mail 11-10
Minimized documents 3-3
Modified, in status bar 3-2
Mouse control preferences 3-20
Movies 8-9

AVI 8-33, 9-17

QuickTime extension 9-26
Moving

database

columns and rows 8-19

fields 8-31
records 8-15

images 6-8

Index -7

objects 5-7

outline topics 4-16

spreadsheet cells and data 7-7
Multimedia fields

attributes, changing 8-33

described 8-9

moving with database
document 8-17

N

Name fields 8-8, 8-13, 8-22
Named

cells 7-13

cells in formulas 7-14

search 8-25
Naming

cells 7-13

documents 2-7

fields 8-3, 8-12

layouts 8-29, 8-32

reports 8-37

searches 8-25

sort sequences 8-21, 8-22
Negative numbers

entering 7-5

formatting 7-10
New documents, creating 2-1
Newsletter Assistant 2-5
Non-breaking space 4-4
Number fields 8-8
Numbering

footnotes 4-26

outlines 4-13, 4-16

pages 3-15

paragraphs 4-11

sections 4-25
Numbers

entering in spreadsheets 7-5,

7-10

formatting, in

databases 8-19, 8-33
spreadsheets 7-10

sorting paragraphs by 4-13

O

Objects
See als@rcs; Bezigons; Circles,

* Choose Index from tf(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.
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drawing; Freehand objects;
Lines; Polygons; Rectangles,
drawing; Regular polygons;
Rounded rectangles, drawing;
Squares, drawing
arranging 5-15
borders of 5-3, 5-10
changing
appearance of 5-9
orientation of 5-15

coloring 5-10
connecting 5-13
copying
attributes of 5-11
one or more 5-9

deleting 5-9

described 5-3

drawing tools 5-4

duplicating 5-9

filling 5-10

grouping and ungrouping 5-15,
5-16

inserting in text 4-31

stylesheet 9-5
Operators 7-23, 8-24
Options stationery 2-11
Order keys 7-11
Outdenting (indented

paragraphs) 4-10
Outline styles 4-17, 9-7
Outlines 4-13-4-16
Ovals, drawing 5-4
See als®bjects
Overlapping
document windows 3-3
images 6-2
objects 5-15, 6-2

P

Page view 2-16, 3-11
Pages

adding to draw documents 5-18

breaking, in documents
database 8-36

resizing 6-14

resolution and depth 6-13
slides in 9-17

text and spreadsheets in 6-12
tools, using in 6-4

when to use 6-1

zooming images in 6-9

Paint frames

See alsd-rames; Paint
documents
book marks in 6-14
creating in
any document 6-2
draw documents 5-20
spreadsheet
documents 7-33
word processing
documents 4-31
described 6-3
linking 9-24
links to different or same
document 6-14
opening and closing 6-4

locking and unlocking 5-16 spreadsheet 7-19 painting in 6-4

moving 5-7 word processing 4-21 point of origin 6-4

pasting 3-10 counting 4-31 resizing 6-4

reshaping or smoothing 5-13 displaying in word processing Painting tools 6-5

scaling 5-12 d_ocuments 4-22 Paintings and drawings, differences
selecting 5-6 going to 3-4 between 6-2

selection preferences 3-20 margins and guides for, Palettes

storing in libraries 3-17

OLE (Object Linking and Embedding)
*OLE

Online service 10-2

showing/hiding 3-11, 3-16
master 5-17
numbering 3-15

orientation and size of 2-16,
3-16

See alscColors; Gradients;
Patterns; Textures

described 3-7
fill and pen 5-9, 6-6

Onscreen HelpSeeHelp title 3-14. 4-19 library 3-17
Opening viewing in page view 3-11 links 9-2
button bar 3-6 Paint bucket 6-5 mail merge 9-21
documents preferences for 3-21

Paint documents
See alsdPaint frames
book marks in 6-14
creating 6-2
described 1-11, 6-3
linked frames in 9-26
links to different or same

Assistants 2-3
ClarisWorks 2-8

from different

applications 2-15

linked 9-3

new 2-1

stationery (templates) 2-5

shortcuts Seebutton bar
stylesheet 9-5
Pane controls 3-1
Paragraph Sorter Assistant 2-5, 4-13
Paragraph styles 9-7, 9-12
Paragraphs

HTML files 11-9
libraries 3-18
palettes
fill and pen 5-9
library 3-18
links 9-2
mail merge 9-21

* Choose Index from tf(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.

document 6-14
memory for 6-14
painting in 6-4
pictures in 6-13
preferences for 3-20

adding bullets, numbers, or
checkboxes to 4-11

aligning text in 4-12

copying ruler settings for 4-13
counting 4-31

indenting 4-10



line spacing, changing 4-8
reordering 4-11
sorting 2-5
space between 4-12
styles for 9-7, 9-12
Paragraphs, sorting 4-13
Parts, database
copying summary fields in 8-36
deleting and resizing 8-36
described 8-34
inserting 8-34
Passwords

opening protected
documents 2-8

setting 2-14
Paste Function button 7-27
Pasting
See als@Copying; Cutting
cell
data 7-8
formats 7-10
described 3-10
formats
cell 7-10
paragraph 4-13
library items 3-19
objects 3-10, 5-9
styles 9-15
Patterns
See alsdPalettes
changing in charts 7-32
copying from objects 5-11
setting for
database fields 8-33
images 6-6
objects 5-10
Pencil 6-5
Perspective, adding to images 6-9
Pick Up command 6-11
Pictures
adding to
database fields 8-9, 8-14
database layouts 8-32
drawings 5-19
headers and footers 3-13
HTML files 11-5
libraries 3-17
paintings 6-13
spreadsheets 7-32

word processing
documents 4-31

formatting in database
fields 8-33

inline 4-31

wrapping text around 4-32
Pixels

changing size of 6-13

described 6-1, 6-13

editing individual 6-9
PLAY, in status bar 3-2
Point of origin, for

paint frames 6-4

spreadsheet frames 7-4
Pointer.SeeArrow pointer
Polygons

See als®bjects

closing 3-20

connecting 5-13

reshaping 5-13

tools for drawing 5-4
Pop-up menus in database fields

described 8-8

finding 8-25, 8-27

selecting 8-18
Postal codes, in databases 8-7
Preferences 3-20
Presentation Assistant 2-5
Previewing documents to be
printed 2-16, 3-11
Printing

choosing page size and

orientation 3-16

documents
database 8-38
described 2-16
merge 9-22
spreadsheet 7-20
with links 9-3

Help topics 1-5, 2-16

labels 8-39

spreadsheet headings 7-20
Protecting spreadsheet cells 7-6, 7-12
PT document type 2-3, 3-9

Q

Quick Reference 1-2
QuickTime moviesSeeMovies

Index -9

R

Radio button fields

described 8-8

finding 8-25, 8-27
Ranges of cells, naming 7-13
REC, in status bar 3-2
Record info fields 8-9
Records

See alsdatabase documents;
Fields; Layouts

adding 8-14

copying or deleting 8-15

described 8-2

duplicating 8-15

finding and matching 8-23-8-26

going to 8-15

hiding 8-20

numbering of 8-25

selecting 8-20

sorting 8-7, 8-13

viewing 8-16, 8-17, 8-21
Rectangles, drawing 5-4

See als@®bjects
Reduced viewSeeZooming
References, cell 7-19, 7-20,
7-22-7-23
Register ClarisWorks Assistant 2-5
Regular polygons 5-4, 5-5, 5-13, 6-5

See als@®bjects
Relative references 7-22
Reordering paragraphs 4-13
Reports 8-36
Reshaping or smoothing

See als&haping

images 6-9

objects 5-13
Resizing

database

fields 8-31

parts 8-36
rows and columns 8-18

draw documents 5-18
images 6-10
objects 5-12
paint
documents 6-14
frames 6-4

spreadsheet
charts 7-30

* Choose Index from tf(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.
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columns and rows 7-16
documents 7-18
frames 7-4, 7-18

Resolution and depth, paint 6-13

Reverting to a previously saved
version of a document 3-10

Roman numerals, in page
numbers 3-15
Rotating
images 6-10
objects 5-15
Rounded rectangles, drawing 5-4,
5-13, 6-5
See als®bjects
Rows
database, viewing data in 8-16,
8-18, 8-19
spreadsheet
changing number of 7-4
headings 7-3, 7-19, 7-20
inserting and deleting 7-17
resizing 7-16
selecting 7-6
titles 7-19, 7-20
transposing with
columns 7-7
Rulers
changing 3-12
graphics 5-7
text
copying settings for 4-13
setting tabs and
margins 4-8, 4-10

S

Saving
backup copies 2-8
documents 2-7
file formats for 2-15
formatting (stationery) 2-10
HTML files 11-9
libraries 3-18
Scaling, objects 5-12
Scanned pictures 6-13
Scatter chart, example 7-29
Searches, named 8-25
SearchingSeeFinding
Section break character 4-23
Sections
about 4-22

columns in 4-25

counting 4-31

formatting 4-23

inserting and deleting 4-23

numbering 4-25

title pages in 4-19
Selecting

database
columns and rows 8-18
fields 8-12, 8-18
layouts 8-30
records 8-20

frames 5-6, 5-20
images 6-7
library items 3-19

objects in
documents 5-6
frames *selecting objects

spreadsheet cells 7-5
text 4-5
tools
drawing 5-3, 5-5
frame 3-9
painting 6-5
Selection rectangle (paint) 6-7
Selection toolSeeArrow pointer
Serial numbers in database fields 8-8
Series, spreadsheet chart, in 7-29,
7-30, 7-32
Session, described 10-2
Shaping
See alsdreshaping or smoothing
images 6-9
objects 5-13
Shearing an image 6-9
ShortcutsSeeButton bar; Buttons
Show/hide tools control 3-1
Showing
button bar 3-6
field labels 8-33
formatting characters 4-6, 11-4
graphics grid 5-7
margins and page guides 3-11,
3-16
palettes 3-4
records 8-21
rulers 3-12

spreadsheet
chart or frame 7-31
columns and rows 7-17

grid 7-19
headings 7-19
tool panel 3-4
Size, changingSeeResizing
Slide show options 9-18
Slides 9-16-9-19
Smart quotes 3-20
Smoothing objects 5-13
Soft return 4-4
Sorting
database
for mail merge 9-21
name fields 8-13
records 8-7, 8-21, 8-25
links 9-5
paragraphs 2-5, 4-13
spreadsheet data 7-11
Spaces, non-breaking 4-4
Spelling
See als®ictionaries; Thesaurus
checking 4-29
user dictionaries 4-31
Splitting windows into panes 3-2
Spray can 6-5
Spreadsheet documents

See alscCharts; Formulas;
Functions; Spreadsheet frames

* (bullets) in cells 7-22
book marks in 7-34
creating 7-3
described 1-11, 7-3
entering data in 7-5
errors 7-24, 7-25
font, default for 7-10

links to different or same
document 7-34

movies in 9-26

page breaks in 7-19

pictures, adding to 7-32

preferences for 3-20, 3-21

printing 7-20

resizing 7-18

slides in 9-17

text frames, adding to 7-32

when to use 7-1
Spreadsheet frames

See als&harts; Frames;
Spreadsheet documents

changing 7-4, 7-5

* Choose Index from tf(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.



creating in
any document 7-3
draw documents 5-20
paint documents 6-12
spreadsheet documents 7-3
word processing
documents 4-19

described 7-4

linking 9-24

opening and closing 7-4

point of origin 7-4

resizing 7-18

showing and hiding 7-31

tables, as text 4-19, 7-2
Spreadsheet tool 3-4

Spreadsheets and databases,
differences 7-2

Squares, drawing 5-4
See als®bjects
SS document type 2-3, 3-9
Starting ClarisWorks 2-1
Stationery
creating
ClarisWorks 2-10
default (Options) 2-11
envelope 9-23
described 2-10
opening 2-5
opening with password 2-14
Status bar 1-7, 3-1, 3-9
Storing text and art in libraries 3-17
Styles
applying 9-8, 9-11, 9-12
changing for
outlines 4-17

text 4-7
text frames 4-6

copying, pasting, and
deleting 9-15

creating 9-9, 9-11

described 9-5

editing 4-17, 9-13

importing and exporting 9-16

in documents 9-7

outline 4-17, 9-7

turning off 9-11

types of 9-6

using in
an outline 4-13, 4-14, 4-17
any document 9-5-9-16
database documents 8-19,

8-33
draw documents 5-11
paint documents 6-6
spreadsheet
documents 7-11
text 4-8, 4-9
Stylesheet palette 9-12
Subscript text 4-7
Subtopics in outlines 4-13
Summary fields 8-9, 8-10, 8-11
Superior text 4-7
Superscript text 4-7
Support, customer 1-1
Symbols, spreadsheet chart 7-29
Synonyms, finding 4-30

T

Table styles 9-7
Tables

creating with
Assistants 2-4, 4-18
Make Table shortcut 4-19
spreadsheet tool 4-19
tabs, in text 4-10, 4-19

in text 4-18, 4-19, 7-2
styles for 7-11, 9-7
Tabs, setting and changing 4-10
Technical support 1-1
TemplatesSeeStationery
Terminal, described 10-2
Text

See alsd-rames; Text frames;
Word processing documents
attributes, changing 4-6, 4-7,
5-19, 7-10, 7-32, 8-19, 8-33
counting words 4-31
cgséom styles for 4-8, 4-9, 4-13,
cutting, copying, and pasting 4-6
deleting 4-4
finding and changing 4-27
outlines, creating 4-13
pasting 3-10
preferences for 3-20
selecting 4-5
typing, in
database fields 8-12
drawings 5-19
paintings 6-12
spreadsheets 7-5

Index 1-11

text documents 4-4
word count 4-31
wrapping

around pictures 4-32

at end of line 4-4

in spreadsheet cells 7-10

Text cursorSeelnsertion point

Text fields 8-8

Text formatting characters 4-6, 4-28
Text frames

See alsd-rames; Text; Word
processing documents
changing attributes in 4-6, 5-10,
5-19
creating in
any document 4-2
database layouts 8-31
draw documents 5-19
paint documents 6-12
spreadsheet
documents 7-33
word processing
documents 4-2

described 4-2
linking 9-24
reshaping and resizing 4-3
sorting in 4-13
working with 4-3
Text ruler.SeeRulers
Text tool (word processing) 3-4, 3-9
Textures
See alsdalettes
copying from objects 5-11

custom, creatingediting, patterns
and textures

setting for
database fields 8-33
images 6-6
objects 5-9
Thesaurus 4-30, 4-31
See als&pelling
Tiling windows 3-3
Times
conventions for 3-14

current, in
databases 8-13
text 3-14, 3-15

formatting, in
databases 8-8, 8-33
spreadsheets 7-10

recording automatically 8-9
Tint command 6-11

* Choose Index from tf(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.
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Title page 3-14
Titles
document 2-13
spreadsheet
chart 7-29, 7-32
locking 7-19
printing 7-20
Tool Help 1-7
Tools
arrow pointer 3-4, 3-9
drawing 5-4
frame (paint, spreadsheet,
text) 3-9
names of 1-7
painting 6-4
panels, described 3-4

selecting
drawing 5-3
for repeated use 5-5
frame 3-9
painting 6-5
selection rectangle (paint) 6-7
showing and hiding 3-4
Topics in outlines 4-13

Trailing grand summanyseeParts,
database

Transforming images 6-9-6-11
Translators, using to save files 2-15
Transparent

charts 7-32

fill 5-3

objects and frames 5-6, 5-10,

5-19

Transposing columns and rows 7-7
Troubleshootingtroubleshooting
Turning off styles 9-11
Typing, in

database fields 8-12

draw documents 5-19

paint documents 6-12

spreadsheets 7-5

U

Underlined text 4-7

Undoing changes 3-10
Ungrouping objects 5-15
Uniform Resource Locator (URL)

See alsdinks; Linking
documents

creating links to 11-5

for Claris Web site 1-1

using, in
draw documents 5-21
paint documents 6-14
spreadsheet
documents 7-34
word processing
documents 4-34

Unit of measure, changing for
line and paragraph spacing 4-12
rulers 3-12

Unlocking and lockingSeel.ocking
and unlocking

Unprzotecting spreadsheet cells 7-6,
7-1

Unsmoothing objects 5-13

URL. SeeUniform Resource Locator
(URL)

User dictionaries 4-29

\%4

v5.0 (version) suffix, on
filenames 3-20

Values

as lists in databases 8-8

in functions 7-27, 7-28
Vertical pane control 3-2
Video for Windows SeeMovies
Viewing

documents as printed 2-16

fields 8-13

linked frames 9-26

pixels 6-9

records 8-16

w

Web pages
See alstHTML files; Hypertext
Markup Language (HTML);
Internet; World Wide Web

creating 11-4
described 11-3
design tips 11-3
editing 11-9
for Claris 1-1

linking to Uniform Resource
Locator (URL) 11-5

opening 11-9

saving 11-9
Web.SeeWorld Wide Web
Windows

arranging 3-3

described 3-1

document, for
databases 8-31
drawing 5-2
painting 6-3
spreadsheet 7-3
word processing 4-2

splitting into panes 3-2
zooming 3-2

Windows Help application 1-3

Word count 4-31

Word processing documents
See alsd ext; Text frames
book marks in 4-34
changing text attributes 4-7
columns in 4-20-4-22
counting words 4-31
described 1-9, 4-2
footnotes and endnotes 4-26
formatting characters 4-6
linked frames in 9-26

links to different or same
document 4-34

movies in 9-26, 9-27
outlines in 4-13
page breaks in 4-21
pictures in 4-31
preferences for 3-20
sections 4-22
sorting in 4-13
spreadsheets in 4-18, 4-31
tables in 4-18
tabs, setting and changing 4-10
title page for 4-19
when to use 4-1
word count 4-31
Word processing frameSeeText
frames
World Wide Web
See alsdlectronic Mail; HTML
files; Hypertext Markup
Language (HTML); Internet;
Web pages
browsers 11-2
connecting to 11-3

* Choose Index from tf(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.



Index 1-13

described 11-1
WP document type 2-3, 3-9
Wrapping text

around pictures 4-32

at end of line 4-4

in spreadsheet cells 7-10
WWW. SeeWorld Wide Web

X

X-Y scatter chart, example 7-29

Z

Zip codes, in databases 8-7
Zooming
controls for 3-1
documents 3-2
images (paint) 6-9, 6-12
setting a custom scale 3-2

* Choose Index from tf(2] or Help menu and scroll to the entry. Then choose a topic from the list and click Go To Topic.
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