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HABADEX: A comprehensive 
telephone and personal appointment 
manager that speed dials your phone, 
tracks telephone costs and billing, 
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Ill E·Z PIECES: The first fully inte­ 
grated word processor, spreadsheet 
and data base manager for the Apple///. 
Combines the power of the three most 
commonly used program types with the 
ability to easily transfer data among 
them. 

GRAPH'N'CALC: Provides the 
ability to quickly analyze and present 
data graphically including sopt,isticated 
statistical and matbernatlcal tech­ 
niques. 

A high performance 4-part business package 
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NOTICE 
Haba Systems, Inc. reserves the right to make changes in the product this 
manual describes at any time without notice. 

DISCLAIMER OF ALL 
WARRANTIES AND LIABILITIES 

Haba Systems, Inc. makes no warranties, either express or implied, with 
respect to this manual or to the product described in this manual, its quality, 
performance, merchantability, or fitness for any particular purpose. The 
software is sold or licensed "as is". The entire risk as to quality and perfor­ 
mance is with buyer-and not with Haba Systems, Inc., its distributor, or its 
retailer-who assumes the entire cost of all necessary servicing, repair, or 
correction and any incidental or inconsequential damages. In no event will 
Haba Systems, Inc. be liable for direct, indirect, incidental, or consequential 
damages resulting from any defect in the product, even if Haba Systems, 
Inc. has not advised of the possibility of such damages. Some states do not 
allow the exclusion or limitations of implied warranties or liability for incid­ 
ental or consequential damages, so the above, limitation or exclusion may 
not apply to you. 

This manual is copyrighted. All rights are reserved. This document may not, 
in whole or in part, be copied, photocopied, reproduced, translated or 
reduced to any electronic medium or machine readable form without con­ 
sent, in writing, from Haba Systems, Inc. 

SOS is a copyrighted program of Apple Computer, Inc. licensed to Rupert Lissner to distribute 
for use only in combination with I I I E-Z Pieces. Apple Software shall not be copied onto 
another diskette (except for archive purposes) or into memory unless as part of the execution 
of I I I E-Z Pieces. When I I I E-Z Pieces has completed execution Apple Software shall not be 
used by any other program. 
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Where To Start 
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Most important for both types of users is to experiment as you use I I I E-Z 
Pieces, and find out for yourself how it can increase your personal 
productivity, (and have fun while you're doing it!) 

For those less experienced users, each chapter of this manual contains 
useful instructional material on the use of Data Base, Word Processing, and 
Spreadsheet systems in general, as well as how to use each of the I I I E-Z 
Pieces. However, as with any computer software, the best way to learn how 
to use it is to just dive right in, make some mistakes, and learn how not to 
make them again. Again, the remainder of this manual may be used as a 
reference document when questions or problems arise. 

Before beginning to use I I I E-Z Pieces, you should first make backup 
copies of all the disks you received with the package. 

Then begin with Chapter 1 of this manual, to learn how to get started. For 
those users who are experienced at using one or all of the three types of 
software systems contained in I I I E-Z Pieces, you should read at least 
through Chapter 2. These first two chapters, along with the "help screens", 
contain information that will allow you to begin using the sytem right away. 

The remainder of the manual may then be used as a reference document to 
answer questions that may arise as you become more proficient at using 
I I I E-Z Pieces. 

These sources of information will help all I I I E-Z Pieces users: 

- The index at the back of the manual 
- The glossary of terms at the back of the manual. 
- The HELP information available whenever "OA-? for Help" appears in 

the bottom-right corner of a I I I E-Z Pieces display. 

Keytop Notation: "OA-" stands for "OPEN-APPLE"-"?". In this manual 
two keycaps separated by a hyphen means to press one of the keys while 
you hold down the other key; then release both. If there isn't a hyphen 
between the keys, press first one, release it, and then press the other. 

Be sure to read the sections of your Apple I I I Owner's manual that explain 
how to set up your computer and how to use the system utilities to make 
backup copies of your disks before you begin with I I I E-Z Pieces. 

For More Information 
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About This Manual 
This manual contains reference information that describes all the features 
of I I I E-Z Pieces™. It contains the following chapters and appendices. 

- Chapter 1, Understanding I I I E-Z Pieces, presents a general overview 
of I I I E-Z Pieces and discusses I I I E-Z Pieces files. 

- Chapter 2, Working With I I I E-Z Pieces, tells how to interact with I I/ E­ 
Z Pieces and includes instructions for using menu options. 

- Chapter 3, Understanding the Data Bsse, discusses the I I I E-Z Pieces 
Data Base's main functions, activity flow, and file guidelines. 

- Chapter 4, Working With Data Base Information, explains how to create 
Data Base files, keep information up to date, and display it in different 
ways. 

- Chapter 5, Reporting With the Data Base, details how to create Data 
Base Reports. 

- Chapter 6, Understanding the Word Processor, summarizes the I I/ E-Z 
Pieces Word Processor's main functions, activity flow, and file guidelines. 

- Chapter 7, Working With Word Processor Documents, tells how to use 
the Word Processor to create and edit documents. 

- Chapter 8, Formatting a Word Processor Document, tells how to arrange 
a document the way you want it. 

- Chapter 9, Understanding the Spreadsheet, summarizes the I I I E-Z 
Pieces Spreadsheet's two main functions, illustrates its flow of activities, 
and lists file guidelines. 

- Chapter 10, Working With Information in Worksheets, presents steps for 
using the Spreadsheet to create sophisticated worksheets with a 
minimum of effort. 

- Chapter 11, Reporting With the Spreadsheet, explains how to create 
Spreadsheet reports. 

- Chapter 12, Using Cut and Paste, tells how to use I I I E-Z Pieces' cut and 
paste feature to combine information of different types. 

- Chapter 13, Printers and Printing, presents how to communicate 
information to I I I E-Z Pieces about your printer and tells how to print 
reports and documents. 

- Appendix A tells how to use I I I E-Z Pieces with a Profile™. 
- Appendix B tells how to send I I I E-Z Pieces information over phone 

lines. 

Chapter tables of contents help you find what you want. The explanation of 
each feature contains numbered instructions and practical tips for using 
that feature. 



Chapter 1 

How This Manual Is Designed 
Look for these visual aids throughout the manual: 

I I I E-Z Pieces Tips 

Information labeled with I I I E-Z Pieces Tips presents different ways of 
using a particular feature. 

Warning boxes like this alert you to potential problems. 

---------WARNING--------- 

Understanding I I I E-Z Pieces 
What Is I I I E-Z Pieces? 1-1 
Equipment You Need 1-1 
How Does I I I E-Z Pieces Work? 1-2 
About I I I E-Z Pieces Files 1-4 

Fi le Sources 1-4 . 
General Guidelines for I I I E-Z Pieces Files 1-6 
File Location 1-7 

Standard and Current Locations 1-7 
Files by Filename or Grouped by Pathname 1-7 

Backing Up Files 1-8 

"Notes:" point to useful information contained 
elsewhere in this or other manuals. 

Your Ideals Are Welcome! 
A reader response card appears at the back of this I I I E-Z Pieces Manual. 
Please fill it out and return it after you've had some experience using/// E-Z 
Pieces. 
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This chapter presents a general overview of I I I E-Z Pieces. It also tells 
about I I I E-Z Pieces files. 

What Is I I I E-Z Pieces? 
I I I E-Z Pieces is a computer applications program that allows you to do 
data base management, word processing, and spreadsheet analysis. I I I E-Z 
Pieces' three functions are performed by three software tools that create 
and work with a specific kind of information: 

- The I I I E-Z Pieces Data Base allows you to work with information you 
normally keep in lists: names and addresses, schedules, inventories. 

- The I I I E-Z Pieces Word Processor is for writing reports, memos, letters. 
- The I I I E-Z Pieces Spreadsheet lets you create information you nor- 

mally put on a worksheet and manipulate with a calculator: budgets, 
financial forecasts, income and expense statements. 

Because I I I E-Z Pieces is an integrated program, you can move back and 
forth at will among these three software tools and the files they create. And 
you. can combine these three kinds of information, cutting and pasting one 
kind of information into another. I I I E-Z Pieces' integration greatly in­ 
creases your ability to work with information in the easiest and most effi­ 
cient way. 

Equipment You Need 
To use I I I E-Z Pieces, you'll need this equipment: 

- An Apple I I I computer. 
- A video monitor capable of displaying 80 columns of text. 
- The I I I E-Z Pieces disks named Boot, Program, and Sample Files. 

1-1 
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When you cut and paste, you transfer information through the "clip­ 
board." The clipboard is a I I I E-Z Pieces term that refers to area of the 
computer's RAM that is reserved for cut anc paste. 
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At the top level, I I I E-Z Pieces contains information about where you 
store you files and about your printer. It controls information by moving 
files into the "Desktop", which is the area of the Apple computer's 
Random-Access Memory (RAM) that you use to work with your files, 
and by saving the files for you after you've worked with them. 

As I I I E-Z Pieces administers the space on the Desktop, it warns you 
when you are running out of Desktop space, and it lets you move 
back and forth from one I I I E-Z Pieces file to another. 

How Does I I I E-Z Pieces Work? 
There are two levels of activity within I I I E-Z Pieces, as Figure 1-1 
illustrates. The bottom level of activity is performed by the Data base, the � 
Word Processor, and the Spreadsheet. At this level, you do the actual - 
work on information, creating and reviewing it, changing it, and printing 
it. 

To make maximum use of I I I E-Z Pieces, you also need either a serial or 
parallel printer with the proper interface. 

Here's some other nice-to-have equipment: 

- A Profile, with the interface card in slot 4. 
- A clock chip installed in your Apple I I/. 
- One or more external floppy disk drives 

TOP LEVEL 
I I I E-Z Pieces' Desktop 

DATA BASE WORD PROCESSOR SPREADSHEET 

Bottom Level 

Figure 1-1. 
I I I E-Z Pieces's Two Levels of Activities 

------WARNING------- 

Because the Desktop and the clipboard are 
actually a part of the memory of the computer, 
information in each place disappears when you 
turn off the power to the computer or when you 
leave I I I E-Z Pieces by rebooting another pro­ 
gram. You should makesureyou save new and changed 
files permanently before you leave I I I E-Z Pieces. 

I I I E-Z Pieces also lets you transfer information from one file into 
another. an activity called "cut and paste." You can cut and paste infor­ 
mation into another file of the same type; for example, you can cut and 
paste Data base information into another Data Base file. You can also 
create Data Base and Spreadsheet reports and paste them into Word 
Processor documents. 

NOTES: 
1. See "Quitting I I I E-Z Pieces" in Chapter 2 for 

how to leave I I I E-Z Pieces safely. 
2. See Chapter 13 for complete cut and paste 

instructions. 
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SPREADSHEET 

1 From Scratch 
4. '"DIF'" File 
5. ··visiCatc·· File 

DATA BASE 

1 From Scratch 
2. ASCII File 
3. '"Quick File'" file 
4. ""DIF .. Fite 

NOTE: 
Specific requirements for each type of file are 
listed in Chapters 4, 7, and 10. 

Figure 1-4 
Sources of I I I E-Z Pieces Files 

1. Each software tool creates its own kind of file. 
2. Text (ASCII) files are sources for Data Base and 

Word Processor files. Text files are files created 
by Apple Writer and some data base manage­ 
ment systems . 

3. Quick File files are sources for Data Base files . 
4. DIF, or Data Interchange Format, files are 

sources for Spreadsheet and Data Base files. DIF 
files are created by VisiCalc and many other 
programs; they allow for easy data interchange 
between programs. 

5. VisiCalc files are sources for Spreadsheet files. 

WORD PROCESSOR 

1. From Scratch 

2. ASCII File 

• ' 

• I 

• • 

� • 

- u 
I 

--, • • 

l • 

2. LIST FILES 

1 CHANGE DISK OR PREFIX 

4. DELETE FILES 

3. CREATE SUBDIRECTORY 

7. SPECIFY INFORMATION ABOUT PRINTERS 

6. SELECT STANDARD DATA LOCATION 

--- 5. FORMAT DISKS 

MAIN MENU 

1 ADD FILES 

2. WORK WITH FILES 

5. OTHER ACTIVITY MENU 

4. REMOVE FILES FROM DESKTOP 

6. QUIT 

3. SAVE FILES 

Figure 1-3 is a flowchart of I I I E-Z Pieces activities. It shows the options 
available from the Main Menu and from the Other Activities menu. Flow­ 
charts specific to the Data Base, the Word Processor, and the Spreadsheet 
are in Chapters 3, 6, and 9, respectively. 

Figure 1-3. 
I I I E-Z Pieces Flow Chart 

About I I I E-Z Pieces Files 

I I I E-Z Pieces provides an enormous amount of flexibility both in the 
sources you can use for files and in the lack of strict guidelines for files. In 
addition, it keeps information on the storage location of your files so you 
don't have to always tell I I I E-Z Pieces whereto look when you want to use 
a file. This section tells all about file sources, guidelines, and storage 
locations. 

File Sources 

I I I E-Z Pieces allows you to create files from scratch using the Data Base, 
the Word Processor, and the Spreadsheet. In addition, I I I E-Z Pieces adds 
to your data management capability by letting you use files created by other 
programs as sources for// I E-Z Pieces files. Then you can use I I I E-Z 
Pieces' tools to work with these files. Figure 1-4 provides an overview of 
sources for I I I E-Z Pieces files. The numbers to the explanations that 
follow. 
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' j 
General Guidelines for I I I E-Z Pieces Files 1 

I 
File Location 

Table 1-1 contains general guidelines for I I I E-Z Pieces files. 

Files by Filename or Grouped by Pathneme 

If you store files by filename, you ordinarily keep them on a flexible disk in 
Drive 1 or Drive 2. So your standard or current location is Drive 1 or Drive 2. 
You can easily, efficiently, and happily operate I I I E-Z Pieces and store files 
without giving another thought to things like SOS prefixes. Just store files 
by filename on a disk in a drive. No problem! 

If you have a large number of files and/or you're using a ProFileto store files, 
you may want to group them by subdirectories. For example you may want 
to keep personal letters and lists of names and addresses in separate 
directories. Using subdirectories may make it easier for you to organize 
files. 

The I I I E-Z Pieces program contains information about where it should 
look for you files. This storage location information is a combination of two 
different aspects. 
- Whether the storage location is the standard location or the current 

location 
- Whether you keep files by filename only, or whether you use a ProFile 

and/or group them logically by subdirectories. 

This section explains both aspects. 

Standard and Current Locations 

I I I E-Z Pieces stores information on disk that tells where it should always 
look for files at startup. This is the "standard location" of your files. You can 
override this standard location if you want by providing another, temporary, 
place where I I I E-Z Pieces should look. This is the "current location" of 
files. I I I E-Z Pieces saves on disk the standard location from one session to 
the next, but it doesn't save the current location. 

NOTE: 
See "Selecting the Standard Location of the 
Data Disk" and "Changing the Current Data Disk 
or SOS Prefix" in Chapter 2 for information on 
changing file locations. 

I 
II 

--- i 
• 

ii .. 
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• i 
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p 
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Guideline 
Depends on size of files; 
up to 140K total characters 

130 

12 

15 characters maximum. 
The name must start with a 
letter, and it can contain 
only uppercase and lower­ 
case letters, numbers, 
spaces, and periods. 

Table 1-1. 
General I I I E-Z Pieces File Guidlines 

NOTE: 
Space Available: Depending on the size of your 
computer's memory, the space available number 
you see in the lower-right corner of the display 
may be larger or smaller than that in the manual's 
illustration. 

By the Way: It's always best to give a unique 
name to each file, one that tells you as closely as 
possible what's in the file. Because of the free­ 
dom I I I E-Z Pieces gives you in naming files, it's 
easy to describe the contents of a file in the 
filename. 

File Feature 
Maximum number of 

' I I I E-Z Pieces files per 
flexible disk 

Maximum number of 
I I I E-Z Pieces files per 
SOS subdirectory 
Maximum number of 
I I I E-Z Pieces files allowed 
on I I I E-Z Pieces' Desktop 
Guidelines for filenames 

i� 
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Chapter 2 

Using '' ESC'' 2- 7 

Working With I I I E-2 Pieces 
Starting to Use I I I E-Z Pieces 2-2 
Communicating With I I I E-Z Pieces 2-2 

Using Open-Apple Commands 2-3 
Responding to Prompts 2-3 

Selecting a Menu Option 2-3 
Selecting an Answer to a Question 2-4 
Choosing Files From Lists 2-5 
Answering Questions by Typing Information 2-6 

Typing and Editing Information: General Guidelines 2-6 
Using I I I E-Z Pieces' Two Cursors 2-6 
Deleting Information 2-7 

Using I I I E-Z Pieces' Ruler 2-7 
Using Main Menu Options 2-8 

Adding Files to the Desktop 2-8 
Working With One of the Files on the Desktop 2-1 O 
Saving Desktop Files to Disk 2-1 O 
Removing Files From the Desktop 2-12 
Quitting I I I E-Z Pieces 2-13 

Using Other Activities Menu Options . . . . . . . . . . . . . . . . . . . . . . . . . . . 2-14 
Changing the Current Disk Drive or SOS Prefix 2-14 
Listing Files on the Current Disk . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2-15 
Creating a New Subdirectory 2-16 
Deleting Files From the Disk 2-16 
Formatting a Blank Disk 2-16 
Selecting the Standard Location of the Data Disk . . . . . . . . . . . . . 2-17 

Using Special Features 2-18 
Asking For Help 2-18 
Moving Back and Forth Between Files . . . . . . . . . . . . . . . . . . . . . . . . 2-18 
Saving the File You're.Working On 2-18 
Printing a Copy of the Display . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2-19 
Keeping Track of Available Desktop Space 2-19 

This chapter presents general information about working with I I I E-Z 
Pieces. It tells how to start up I I I E-Z Pieces and how to interact with 
I I I E-Z Pieces. It also includes instructions for using Main Menu and Other 
Activity Menu menu options. 

NOTE: 
Complete information about using SOS prefixes 
to identify files and about pathnames is in the 
Apple I I I Owner's Manual. 

NOLUME3 
/PROFILE/FINANCE 
/LISTS 

If you group files by subdirectories and/or use a ProFile, you should set up a 
standard and/or current location using the SOS prefix for the files. The SOS 
prefix consists of all the identifying information for the file except the 
filename, including the volume name and the subdirectory names. Exam­ 
ples of pathnames are 

Backing Up Files 
It's important to "back up" files, or make duplicate copies of them, fre­ 
quently. You should always have a recent copy of I I I E-Z Pieces data disks, 
stored in a safe place away from dust, magnetic fields, and temperature 
extremes. The easiest way to back up your I I I E-Z Pieces data disks is to 
make duplicate copies of them using the Volume Copy commands on the 
SOS System Utilities disk. The user's manual for your system tells you how. 
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Using Open-Apple Commands 

you are using the Desktop Manager, the Data Base, the Word Processor, or 
the Spreadsheet. It tells how to: 

- use Open-Apple commands 
- respond to prompts 
- type and edit information 
- use "ESC" 
- use I I I E-Z Pieces' Ruler. 

Open-Apple commands are instructions to I I I E-Z Pieces to use a special 
feature. They are always a combination of "OPEN-APPLE" and another key 
that reminds you of what you want to do. For example, the Help command is 
a combination of "OPEN-APPLE" and"?", which is written in this manual as 
"OPEN-APPLE"-"?". The Save command is a combination of "OPEN­ 
APPLE" and "S", which is written in this manual as "OPEN-APPLE"-"S". 

You should hold down "OPEN-APPLE" and press the other key lightly to 
give the command. Open-Apple commands usually mean the same thing 
whether you are using I I I E-Z Pieces' Data Base, Word Processor, or 
Spreadsheet. Th is means you don't have to learn a lot of new keystrokes 
when you change tools, The keys that go with "OPEN-APPLE" remind you 
of what you want to do, so they're easy to remember. 

Responding to Prompts 
There are four typs of I I I E-Z Pieces prompts; prompts that: 
- ask you to select an option from a menu 
- ask you to select an answer to a question 
- let you select files from lists 
- ask you to type information. 

Selecting a Menu Option 

A menu is a list of numbered options from which you select one, such as the 
Main Menu, illustrated in Figure 2-1. You select an option in either of these 
two ways: 
- Press "UP-ARROW" and "DOWN-ARROW" until the option you want is 

highlighted. Press "RETURN" to confirm your selection. 
or 

- Type the number of the option you want and press "RETURN". 

� - 

ii 

WARNING !! --, 
11 

If you are using one disk drive, I I I E-Z Pieces 
asks you to switch the Program disk and the data ---. 

disks occasionally, whenever it needs more 1 
ii 

instructions or more data. Switch the disks then, 
but don't switch the disks unless I I I E-Z Pieces 

� 

--. 
asks you to. l 

NOTE: 
If you want to start up I I I E-Z Pieces from a 
ProFile, see Appendix A 

Starting to Use I I I E-Z Pieces 
Before you start using I I I E-Z Pieces, make a copy of the I I I E-Z Pieces 
boot disk. Use the SOS System Utilities to do this. Use the copies and put the 
originals in a safe place. 

To start up I I I E-Z Pieces, follow these instructions: 

1. Put the I I I E-Z Pieces Boot disk into Drive 1. 
2. If the monitor is off, turn it on. 
3. If the computer is off, turn it on. Press "CONTROL-RESET" if it is 

already on. It takes several seconds for the computer to read the 
instructions on the Boot disk. Then I I I E-Z Pieces asks for the 
Program disk. 

4. Remove the Boot disk, insert the Program disk, and press "RETURN". 
Then I I I E-Z Pieces asks for the date, which it uses when you save 
files during this session. 

5. Type today's date using the form shown on the screen, then press 
return. (If you have a clock chip with a battery, press "RETURN" to 
accept the date.) I I I E-Z Pieces displays the Main Menu. 

If you are using a second disk drive or ProFile for your data disks, follow 
directions in "Selecting the Standard Location of the Data Disk" in this 
chapter to let I I I E-Z Pieces know where to look for your data. 

Communicating With I I I E-Z Pieces 
This section provides general information on communicating with I I I E-Z 
Pieces, information relating to your activities with I I I E-Z Pieces whether 

2-2 2-3 



Choosing Files From Lists 

/ / / E-Z Pieces presents lists of files from which you choose one or more: 

- When you ask for files for the Desktop, you get the List of I I! E-Z 
Pieces Files on the current disk. Figure 2-2 illustrates such a list. 

- When you ask to save files or remove files from the Desktop, you get 
a list of files on the Desktop. 

- When you ask to delete files from the current disk, you get a list of all 
the files on your disk, not just I I I E-Z Pieces files. 

Here's how to choose files from lists: 

- To choose one file from a list, use "DOWN-ARROW" and "UP­ 
ARROW" to highlight the file's name. Then press "RETURN". 

- To choose more than one file from a list: 

1. Use "DOWN-ARROW" to move the highlight to a file you want. Then 
use "RIGHT-ARROW" to mark the name of the first file. 

2. Use "DOWN-ARROW" to highlight the next file you want and put an 
arrow by it with "RIGHT-ARROW". 

3. Continue to use "DOWN-ARROW" and "RIGHT-ARROW" to mark 
files. 

4. Use "UP-ARROW", or "DOWN-ARROW", and "LEFT-ARROW" to 
remove arrows if you choose a file by mistake. 

5. Press "RETURN" after you mark all the files that you want. 

If you are choosing files by marking their names with arrows, the highligh­ 
ted file isn't chosen unless it has an arrow. 

�- 
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I I I E-Z Pieces' default option is the option it thinks you'll choose. It's always 
highlighted, which makes it easy to select that option first. 

Figure 2-1. 
Main Menu 

Selecting an Answer to a Question 

Sometimes I I I E-Z Pieces provides several answers to questions and 
expects you to select one. For example, the following question asks whether 
you want to print from the beginning of the document, from the beginning of 
the current page, or from the cursor position: 

"Print from? Beginning This page Cursor position" 

Your three possible responses are "Beginning", "This page", or "Cursor 
position1'. To select a response: 
- Choose the highlighted answer by pressing "RETURN". 
- Chooseoneoftheother answers by using "RIGHT-ARROW' to highlight 

the answer then pressing "RETURN". 
- Type the first letter of any response, such as "b'', "t", or "c'', 
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Using I I I E-Z Pieces' Ruler 
I I I E-Z Pieces' Ruler divides a file into eight approximate parts and then lets 
you move through the file by parts. If you add information to the file or delete 
information, the parts change. 

The Ruler is a combination of "OPEN-APPLE" and "1" through "9". It works 
whether you are using a Data Base, a Word Processor, or a Spreadsheet file. 

I I I E-Z Pieces Tips 

Some I I I E-Z Pieces users find it easier to use 
the overstrike cursor to type new information, as 
well as to replace existing information. 

Using "ESC" 
"ESC" is I I I E-Z Pieces' bailout key. When you press "ESC", you return to 
the previous display or erase your response to a prompt. 

When you have the Main Menu displayed and you press "ESC", you return 
to the lastfileyou were usiQg unless you saved files or used one of the Other 
Activity Menu menu options in the meantime. Then I I I E-Z Pieces does not 
save the name of the file you were last using. 

Whenever you get to a place you don't want to be, just press "ESC" and you 
return to the previous display. 

Deleting Information 

There are two ways to delete information. 
- To delete a few letters or numbers, one at a time, use "DELETE". (For 

users of earlier Apple I I I Computers without an enhanced keyboard, 
the "Backslash Key"(\) functions as the "DELETE" key.) Each time you 
press "DELETE", one character to the left of the cursor is deleted. 

- To delete from the cursor position to the end of an entry or line press 
"CONTROL"-"Y". 

- The blinking square is the overstrike cursor. When you see this cursor, 
whatever you type replaces the character under the cursor. However, 
existing carriage returns move to the right. 

After you type the date when you first start up I I I E-Z Pieces, you see the 
insert cursor. Change between the two cursors any time with "OPEN­ 
APPLE"-"E" (for edit). 
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Figure 2-2. 
List of I I I E-Z Pieces Files 

Answering Questions by Typing Information 

Certain I I I E-Z Pieces questions ask you to type information in response. 
For example, when you are creating a new file, I I I E-Z Pieces asks you to 
type the name of the new file: 
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"Type a name for this new file:" 

The guidelin�s that apply when you're answering questions like this are in 
the next section. 

Typing and Editing Information: General Guidelines 

T�is s�ction c�ntains general guidelines for typing and editing ; ; / E-Z 
Pieces 1nform�t1on. It �escribes how to use I I/ E-Z Pieces' two cursors and 
how to delete intorrnation. Specific instructions for typing and editing in the 
Data Base, the Word Processor, and the Spreadsheet are in Chapters 4 7 
and 10, respectively. ' ' 

Using I I I E-Z Pieces' Two Cursors-- 

/ I I E-Z Pieces has two cursors: 

- The blink_in� bar is the insert cursor. When you see this cursor, whatever 
you type is inserted at the cursor position. The characters to the right of 
the cursor are moved farther to the right. 
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Using Main Menu Options 
This section tells how to use I I I E-Z Pieces' Main Menu options, including 
- Adding files to the Desktop 
- Working with one of the files on the Desktop 
- Saving Desktop files to disk 
- Removing files from the Desktop 
- Quitting 

more than ten files in the list, you see "more" at the bottom of the screen. 
Press "DOWN-ARROW" to see the rest of the list. 

If you choose "Get files from a different disk", I I I E-Z Pieces asks you to 
choose the location of the files. After you do, you get the list of I I I E-Z 
Pieces files for that disk. 

If you choose any of the "Make a new file" options, I I I E-Z Pieces asks if you 
want to make a file from scratch or from an existing file. 

I I I E-Z Pieces Tips 
Sometimes I I I E-Z Pieces can't find a disk in a 
drive. Perhaps you haven't closed the door of the 
disk drive, you inserted a disk that doesn't have 
I I I E-Z Pieces files on it: or the disk is in a 
location other than the one displayed in the top­ 
left corner of the screen. When I I I E-Z Pieces 
can't find I I I E-Z Pieces files in the disk drive, it 
tells you so. You can check for the reason and 
then ask I I I E-Z Pieces to look for the files again 
in the same location or in a different location . 

NOTE: 
Specific directions for making new files are in 
"Creating a Data Base File" in Chapter 4, "Creat­ 
ing a Document" in Chapter 7, and "Creating a 
Worksheet" in Chapter 10. 
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Adding Files to the Desktop 
To add files to the Desktop: 

1. Make sure you have the Main Menu displayed. If you don't, 
you can get it by pressing "ESC" one or more times. 

2. Choose "Add files to the Desktop". I I I E-Z Pieces displays 
the Add Files menu, which is illustrated in Figure 2-3. 

4. To choose one file from the list, use "DOWN-ARROW" and "UP­ 
ARROW" to highlight the file you want. Then press "RETURN". 

5. To select several files, use "DOWN-ARROW" and "RIGHT-ARROW" 
to mark the files you want. Then press "RETURN". 

If you try to add a file that is already on the Desktop, I I I E-Z Pieces asks if 
you really want to do that. If you answer yes, I I I E-Z Pieces adds the second 
copy of the file to the Desktop. (You may want to rename one of the two 
copies.) 

After I I I E-Z Pieces adds two or more files at once to the Desktop, it 
displays a message telling you how many files have been added. Now either 
press "OPEN-APPLE"-Q" to get the Desktop Index or press the "SPACE" 
bar to return to the "ADD FILES" menu. 

�I 

�- I 

Figure 2-3. 
Add Files Menu 

3. Choose an option from the Add Files menu. 

If you choose "Get files from the current disk", I I I E-Z Pieces presents a list 
of I I I E-Z Pieces files on the disk. The names of the files are listed alphabet­ 
ically by type. Besides the filename, you see the size of the file in thousands 
of characters, and the date (and time, if your Apple computer has a clock) 
the file was last saved. The list can contain up to 150 filenames. If there are 
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The type of file: whether it was created by the Word Processor, the 
Data Base, or the Spreadsheet. 

The size of the file, in thousands of characters. 

The status of the file: whether it's new, changed, unchanged, or 
saved. 

By the Way: I I I E-Z Pieces won't let you add files so that the number 
on the Desktop exceeds 12. Neither will it let you add files that take up 
more than the available Desktop space. I I I E-Z Pieces displays a 
message if you try to do either one. 

Working With One of the Files on the Desktop 

To select one of the files on the Desktop to work with: 
1. Make sure you have the Main Menu displayed. If you don't, 

you can get it by pressing "ESC" one or more times. 
2. Choose "Work with one of the files on the Desktop". I I I E-Z 

Pieces displays the Desktop Index. 
3. Choose the file you want to work with. I I I E-Z Pieces dis­ 

plays that file with the cursor in the same place it was when 
you last worked with the file, so you don't lose your place 
when you leave a file. 

If there is only one file on the Desktop, I I I E-Z Pieces displays that file 
immediately, skipping the Desktop Index. 

Figure 2-4. 
Save Files Menu 

3. Use "DOWN-ARROW" to choose the file you want to save. Then 
press "return". Or use "DOWN-ARROW" and "RIGHT-ARROW" to 
highlight more than one filename. Then press "RETURN". 

4. What you do now depends on whether a file is new, changed, 
unchanged,orsaved: 
- If the file you designated is unchanged or saved, I I I E-Z Pieces 

asks you if you want to put it on the current disk or on a different 
disk or directory. 
If you choose the current disk, you specify whether you want to 
replace the old file with the new, unchanged file or save the file 
with a different name. Then you type the new name of the file and 
press "RETURN". 

- If the file you designated is new or changed, I I I E-Z Pieces asks 
you how to save the file. You can choose to save the file onto the 
current disk or save the file onto a different disk or directory. 
Then you have to specify the other disk or directory. 

1. Make sure you have the Main Menu displayed. If you don't, you can 
get it by pressing "ESC" one or more times. 

2. Choose "Save Desktop files to disk". I I I E-Z Pieces displays the 
"SAVE FILES" menu, illustrated in Figure 2-4. 

The last file you used is highlighted. 

Saving Desktop Files to Disk 

Sometimes you want to save one or more files to disk but keep them on the 
Desktop so you can continue to work with them. When you save a changed 
file, I I I E-Z Pieces saves it to disk before it deletes the original file. That is, it 
doesn't just replace the old file with the changed file until it is successfully 
saved. This is a safety measure to make sure you don't lose your original file 
before the new one is saved. There must be enough room on the disk for 
I I I E-Z Pieces to save the changed file. 

Here's how to save a file: 

I I I E-Z Pieces Tips 
"OPEN-APPLE"-"Q" gets you in the Desktop 
Index from anywhere in I I I E-Z Pieces. 
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3. Use "DOWN-ARROW" to highlight the file you want to remove. Then 
press "RETURN". Or use "DOWN-ARROW" and "RIGHT-ARROW" 
to highlight more than one filename. Then press "RETURN". 

4. What you do now depends on whether a file is new, changed, 
unchanged,orsaved: 
- If the file you designated is unchanged or saved, I I I E-2 Pieces 

immediately removes it and displays the Remove Files menu 
again. 

- If the file you designated is new or changed, you can choose from 
these options: 
- Remove the file and save it on the current disk; 
- Change to another disk or directory, then save the file there; 
- Throw out the file with its changes. Then I I I E-Z Pieces asks 

you if you really want to permanently erase from the Desktop 
the file you designated. This is a precautionary measure to 
make sure you don't erase a file by mistake. 
If you change your mind and decide you don't want to per­ 
manently erase the file, choose "No". If you want to perman­ 
ently erase the file, choose "Yes". I I I E-2 Pieces takes you 
back to the Main Menu. 

Quitting I I I E-Z Pieces 
There are two ways to leave I I I E-Z Pieces. One is safer than the other! The 
unsafe way is to just turn off your Apple computer. Or start up another 
program. If you choose this method, you may lose information you should 
have saved. �I 

�EMOVE .-1 LES 

H&in Men'lJ 

Olt-kl Dt'IYt 2 

See "Saving Desktop Files to Disk" to find out 
how I I I E-Z Pieces saves files. 

NOTE: 

To remove files from the Desktop: 
1. Make sure you have the Main Menu displayed. If you don't, you can 

get it by pressing "ESC" one or more times. 
2. Choose "Remove files from Desktop". I I I E-2 Pieces displays the 

Remove Files menu, which is illustrated in Figure 2-5. 

The status of the file: whether it's new, changed, unchanged, or 
saved. 
The type of file: whether it was created by the Word Processor, the 
Data Base, or the Spreadsheet. 
The size of the file, in thousands of characters. 

Removing Files From the Desktop 
When the Desktop is too full, you can remove files form the Desktop. When 
you remove an unchanged file, you won't be asked first if you want to save it. 
It is immediately removed. 

C.1-r t..� t t ee- Cb.ar,ge-d \,Jo,r d Pr-cc e s :�r 2.., 
Ca.r Cont1ct� Ur..:t,tlnyf;d Dati 8i1-i l'l' 
Our 1:!ud9+• Sa11ed $p, c ;i,d�i!-�, �• 
Ot•ltr \,.eltt>r flf1;J 1,,.1�r.:, Pr cc e s s ce :• 

Remove FI I f't. 
Ntmt '-------=--- Sta.tu!. 0-o,;t,;n,cr,t t-pe S1:t- 

NOTE: 
See "Saving Desktop Files to Disk" to find out 
how I I I E-2 Pieces saves files. 

Here's the safe way to leave I I I E-Z Pieces Pieces: 

1. Make sure you have the Main Menu displayed. If you don't you can 
get it by pressing "ESC" one or more times. 

2. Choose "Quit". 
3. Choose "Yes". ("No" gives you a chance to change your mind.) 
4. I I I E-Z Pieces then asks you how to take care of all 'the new and 

changed files on the Desktop, one by one. You can choose to 
- Save files on the current disk �- Figure 2-5. 

Remove Files Menu 
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I I I E-Z Pieces Tips 
/I/ E-Z Pieces does not check the validity of 
SOS prefixes when you change the current loca­ 
tion. If I I I E-Z Pieces can't find the location 
when you ask for files or try to save files, it asks 
you whether to try again or to try in a different 
location. 

Anytime you change the standard location by using Other Activity Menu 
option 6, the current location changes automatically to that value. 

Here's how to make the change: 

1. Make sure you have the Main Menu displayed. If you don't, you can 
get it by pressing "ESC" one or more times. 

2. Choose "Other Activity Menu''. 
3. Choose "Change current disk drive or SOS prefix". I I I E-Z Pieces 

displays the "CHANGE CURRENT DISK" menu. 
4. Choose the device you want. 
5. Type the SOS prefix if you chose "ProFile or other SOS directory". 

_________ WARNING--------- 

- Change to a different disk or directory. Then you designate the 
other disk or directory. 

- Throw out the file. Then I I I E-Z Pieces asks you if you really 
want to throw out the file you designated. This is a precautionary 
measure to make sure you don't erase a file by mistake. 
If you have made a mistake and don't want to throw out the file, 
choose "No". I I I E-Z Pieces presents the three options again. 
If you want to throw out the file, choose "Yes". I I I E-Z Pieces 
asks you then how to take care of th next new or changed file on 
the Desktoo. 

5. If a file is changed, I I I E-Z Pieces asks you if you want to 
replace the old file with the changed one or save it with a new 
name. If you choose the second option, type the new name 
and press "RETURN". 

Using the Quit option to leave I I I E-Z Pieces ensures that you 
will always at least think about saving new or changed files 
before you quit using I I I E-Z Pieces. 

Using Other Activity Menu Options 
This section tells how to use the options available from I I I E-Z Pieces' 
Other Activity Menu, including 

- Changing the current disk drive or SOS prefix 
- Lising all files on the current disk 
- Creating a subdirectory 
- Deleting files from disk 
- Formatting a blank disk 
- Selecting the standard location of the data disk 

The last Other Activity Menu option, "Specify information about your prin­ 
ter(s)'' is described in Chapter 13. 

Changing the Current Disk Drive or SOS Prefix 
When you want to make a temporary change to the location where I I I E-Z 
Pieces automatically looks for files, you .can change to a different disk drive. 
Or you can use a SOS prefix so I I I E-Z Pieces looks in another location, 
perhaps to a subdirectory on ProFile, for files. This change lasts until you 
quit I I I E-Z Pieces or until you change it again, whichever comes sooner. 

�- 

NOTE: 
See "File Locations" in Chapter 1 for a discus­ 
sion of current locations. 

Listing Files on the Current Disk 
-It's handy to be able to get a list of all files (up to 150) on the current disk, not 
just I I I E-Z Pieces files. Here's how: 

1. Make sure you have the Main Menu displayed. If you don't, you can 
get it by pressing "ESC" one or more times. 

2. Choose "Other Activity Menu". 
3. Choose "List all files on the current disk drive". I I I E-Z Pieces 

displays the list, with I I I E-Z Pieces files first and other files listed 
alphabetically at the bottom designated as "Other" or "Subdirec­ 
tory". If the list contains more than ten files, you see "more" at the 
bottom of the display. Use "DOWN-ARROW" to see the rest of the 
list. To see the list of files in a subdirectory, change the current SOS 
prefix to include the subdirectory name. 

4. Press "ESC" to return to the Other Activity Menu menu. 

2-14 2-15 



1. Make sure you have the Main Menu displayed. If you don't, you can 
get it by pressing "ESC" one or more times. 

2. Choose "Other Activity Menu". 
3. Choose "Format a blank disk". I I I E-Z Pieces asks you to type the 

volume name for the disk. The volume name can contain up to 15 
letters, numbers, and periods, with no spaces. It must begin with a 
letter. Press "RETURN" after you have typed the name. 

4. Make sure the disk is in the current drive. Press the "SPACE" bar 
when you are ready to format. 

After I I I E-Z Pieces formats the disk it reports "Success!" 

Creating a New Subdirectory 
You can create a new subdirectory on the current disk or on ProFile. Here's 
how: 

1. Make sure you have the Main menu displayed. If you don't, you can 
get it by press "ESC" one or more times. 

2. Choose "Other Activity Menu". 
3. Choose "Create a subdirectory". 
4. Type the complete pathname of the subdirectory. Then press 

"RETURN". After I I I E-Z Pieces creates the subdirectory, it reports 
"Success"! 

Deleting Files From the Disk 
Here's how to get rid of old files from your data disks or Pro File by deleting 

files: 

I I I E-Z Pieces Tips 
Formatting a disk is a quick way of erasing all the 
files on the disk. 

1. Make sure you have the Main Menu displayed. if you don't, you can 
get it by pressing "ESC" one or more times. 

2. Choose "Other Activity Menu". 
3. Choose "Delete files from disk". I I I E-Z Pieces shows the "DELETE 

FILES" display, which lists all files on the current disk. 
4. Use "DOWN-ARROW" to highlight the file you want to get rid of. 

Then press "RETURN". Or use "DOWN-ARROW" and "RIGHT­ 
ARROW" to mark more than one filename. Then press "RETURN". 
(Remember, you can unmark files with "LEFT-ARROW".) 
Then I I I E-Z Pieces asks if you really want to erase the file you 
designated. This is a precautionary measure to make sure you don't 
erase a file by mistake. 
If you don't want to permanently erase the file, choose "No". I I I E-Z 
Pieces takes you back to the Other Activity Menu menu or to the next 
file you chose. 
If you want to permanently erase the file, choose "Yes". I I I E-Z 
Pieces takes you back to the "DELETE FILES" menu. 

NOTE: 
This activity also lets you delete a subdirectory if 
it contains no files. 

Selecting the Standard Location of the Data Disk 
The standard location of the data disk is where I I I E-Z Pieces looks for files 
when you first start up and until you specify a current, different location. 
This information is saved from one session to the next. 

Here's how to select the standard location: 

1. Make sure you have the Main Menu displayed. If you don't, you can 
get it by pressing 11ESC" one or more times. 

2. Choose "Other Activity Menu". 
3. Choose "Change standard location of data disk". I I I E-Z Pieces 

presents the Standard Data Disk display, which allows you to name a 
disk drive or ProFile or other SOS directory as the standard location. 

4. If you choose ProFile or other SOS directory, I I I E-Z Pieces asks 
you to type the SOS prefix. After you press "RETURN", I I I E-Z 
Pieces displays the Other Activity Menu again. 

When you change the standard location, the current location changes 
automatically to the new standard location. 

Formatting a Blank Disk 
To format a blank disk for use as a I I I E-Z Pieces data disk or for use with 
other SOS systems: 
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NOTE: 
See "File Locations" in Chapter 1 for a discus­ 
sion of standard locations. 
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NOTE: 
See Chapter 13, "Printers and Printing," for 
directions on how to specify a printer to print a 
copy of the display. 

one. As it saves the file, it displays the index cards that show the save 
procedure. Then it returns you to the Review/Add/Change display of the 
file. If you decide to stop this operation while it is still in progress, press 
"ESC". Your original file is still on the disk. This is probably the easiest and 
fastest way to make sure you don't lose information as you work with 
/II E-Z Pieces. 

Printing a Copy of the Display 
To print a copy of what's displayed on the screen, press "OPEN-APPLE"-"H" 
(for hard copy). Before you do, however, you should make sure the printer 
designated for hard copies is the correct one. 

e1 

/II E-Z Pieces Tips 
Initially, the standard location for disks is Drive 1. 
If you are using any other location for /I/ E-Z 
Pieces data, select a new standard location. 
Selecting the standard location is probably a 
one-time only task. 

Using Special Features 
This section tells how to use I I I E-Z Pieces' special features including 

- Asking for help 
- Moving back and forth between files 
- Saving the file you're using 
- Printing a copy of the screen display 
- Keeping track of available Desktop space. 

Asking for Help 
Whenever "OA-? for Help" appears in the bottom right corner of the display, 
you can get help information. To display help information: 

1. Press "OPEN-APPLE"-"?". I I I E-Z Pieces displays the help in­ 
formation. 

2. Use "DOWN-ARROW" and "UP-ARROW" to move the information 
displayed so you can see all of it. 

3. Press "ESC" to leave the help information and return to where you 
were. 

Moving Back and Forth Between Files 
When you want to change to another file on the Desktop, press "OPEN­ 
APPLE"-"Q" (for quick change). I I I E-Z Pieces presents the Desktop Index, 
from which you can choose the file you want. The Desktop Index is avai I able 
from anywhere in I I I E-Z Pieces, so use it anytime to get to the file you 
want. The file type is shown in abbreviated form after the filename. 

�I 

You can print a copy of the display any time you are using I I I E-Z Pieces. 
This feature can help you keep a written record of what Data Base report 
formats and customized record layouts look like, and what printer options 
are in effect. 

Keeping Track of Available Desktop Space 
Whenever you want, you can find out how much Desktop space is available 
for files. To do so, you get the "Available Space" sign at the bottom-right 
corner of the screen by pressing "OPEN-APPLE"-''?" whenever "OA-? for 
Help" appears at the bottom right corner of the screen. The "Available 
Space" sign tells how much space is available in thousands of characters, or 
kilobytes (K). 

The "Available Space" sign usually appears in the bottom-right corner of the 
screen whenever "OA-? for Help" does not. 

Saving the File You're Working On 
Any time you want, you can save the file you're working on at the moment. 
To do so, press "OPEN-APPLE"-"S". I I I E-Z Pieces saves the file imme­ 
diately on the current disk, replacing the original file by that name, if there is 
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Chapter 3 

Understanding the Data Base 
The Data Base's Two Main Functions 3-1 

- 

] 

Activity Flow 3-2 
File Guidelines 3-3 

I I I E-Z Pieces' Data Base allows you to work with information you normally 
keep in lists: names and addresses, schedules, inventories. The Data Base 
makes it easy to organize the information, keep it current, and get copies of 
it whenever you want. 

This chapter discusses the Data Base's two main functions, illustrates its 
flow of activities, and lists its file guidelines. 

The Data Base's Two Main Functions 
I I I E-Z Pieces' Data Base performs two main functions, as Figure 3-1 
illustrates. These two main functions are Review/Add/Change and Report. 

DATA BASE 

l 
REVIEW/ADD/CHANGE REPORT 

Figure 3-1. 
Data Base's Two Main Functions 

When you use Review/Add/Change, you work with information in a file to 
add new information, change incorrect information, and delete out-of-date 
or unnecessary information. You also use features that allow you to display 
only certain information, arrange records in the order you want them, and 
change the way information is displayed on the screen. 
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Review your understanding of Data Base terminology before studying the 
Data Base file guidelines. Figure 3-3 illustrates a sample Data Base file. The 
numbers refer to the explanations of terminology that follow. 

File Guidelines 

- 

�- 

When you work in Report, you create and print reports. To create reports, 
you make a set of specifications that tell exactly what information you want 
to print and the way you want the information placed. You also specify 
calculations, subtotals, and grand totals. 

The report specifications you make become part of the Data Base file but 
they do not change the data in the file. You save the specifications so you 
can print the report any time you want with current data. 

As well as printing a report on a printer, you can "print" it to the clipboard for 
inclusion in a Word Processor document or to the screen. 

Activity Flow 

• 2 
ICpurur 10 Pr,ntwhtel!­ 
Fl1p-top o,sk F11, 
Fltxlblt OlsK C,rrv1n 
Fltx1blt 1,k B,ndtr 

6,'15 
39.00 
59,95 4 

Figure 3-2 shows your activities when you are using Data Base files. 

Note: 
The activities that lead to Review/Add/Change 
and those included in Review/Add/Change are 
described in Chapter 4. Those that have to do 
with Report are described in Chapter 5. I 

DATA BASE 

I 
I I 

REPORT REVIEW/ ADD/CHANGE 

I I 

- SELECT INFORMATION ADD NEW SEARCH FOR REPLACE 
INFORMATION INFORMATION INFORMATION - DEFINE FORMATS I I 
I I I I 

OUTPUT INFORMATION NEW NEW 
CATEGORIES RECORDS USE IT UPDATE IT DELETE IT 

r 
I 

Figure 3-3. 
Data Base Terminology 

1. "Characters" are letter or numbers. "C" and "1" 
are characters. 

2. "Entries" are individual pieces of information 
with::, d Data Base file. "Courier 10 Printwheel" 
ano "FF3882" are entries. 

3. "Categories" are one kind of information within a 
Data Base file. "Item", "Item No.", and "Cost" are 
categories. 

4. "Records" are all the information about one per­ 
son or item in the file. All the information about 
the Flexible Disk Binder is in one record. 

Figure 3-2. 
Flowchart of Data Base Activities. 
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Chapter 4 

Working With Data Base Information 
Creating a Data Base Fi le ·4-2 

Planning a New Data Base File 4-2 
Creating the Fi le 4-3 

From Scratch 4-3 
From a Text (ASCII) File 4-4 
From a DIF File 4-5 
From a Quick Fi le Fi le 4-6 

Multiple and Single Record Formats 4-6 
Inserting Records 4-7 

Records Into a New Fi le 4- 7 
Records Into an Existing File 4-8 

In Single-Record Layout 4-8 
In Multiple-Record Layout 4-9 

Putting Information Into Entries 4-9 
Typing and Editing Entries : 4-10 
Dittoing Entries 4-1 O 
Using Standard Values 4-1 O 
Using Dates and Times 4-11 

Moving the Cursor 4-13 
Cursor Movement In Multiple-and Single-Record Layout 4-14 
Cursor Movement In Multiple-Record Layout 4-14 
Cursor Movement In Single-Record Layout 4-15 

Deleting Records 4-15 
Copying Records 4-17 

Copying One Record 4-17 
Copying Groups of Records 4-17 

Moving Records 4-18 
Displaying Certain Records 4-18 

Changing Record Selection Rules 4-18 
Finding Certain Records 4-19 

Deleting Certain Records 4-20 
Arranging Records 4-20 
Zooming In and Out 4-21 
Changing the Record Layout 4-21 

Changing the Multiple-Record Layout 4-22 
Changing the Single-Record Layout 4-23 

Changing a File's Structure 4-24 

Guideline 
Apple I I I with 128K RAM: 
About 625 maximum 
Apple I I I with 256K RAM: 
About 2300 maximum 

30 

1024 characters maximum 

20 

79 characters maximum 

Table 3-1. 
Data Base File Guidelines 

File Feature 

Maximum number of records 
in a file assuming an average 
record size of 75 characters. 

Maximum number of cate­ 
gories per record 

Maximum length of a record 

Maximum length of an entry 

Maximum number of char­ 
acters in a category name 

Table 3-1 lists guidelines for Data Base files. 
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The activities described in this chapter allow you to create Data Base files, 
browse through them, and keep information current. They also let you 
control what information is displayed and how it's displayed. 

Creating a Data Base File 
This section tells how to plan a new Data Base file and how to create a Data 
Base file from scratch, from a text (ASCII) file, from a DIF file, and from a 
Quick File file. 

Creating the File 
Follow these steps to create the file: 

1. Choose "Add files to the Desktop" from the Main Menu. 

2. Choose "Make a new file for the Data Base" from the Add Files menu. 

3. Choose "From scratch", "From a text (ASCII) file", or "From a Quick 
File file", or "From a DIF file" from the Data Base menu. 

From Scratch 

- Press "OPEN-APPLE"-"D" to delete a category name. Then correct 
the category name and press "RETURN". 

Follow these steps if you're creating your file from scratch: 

1. Type the name of the new file in response to "Type a name for this 
new file". Filenames can be up to 15 characters long. They must 
begin with a letter, and they can contain uppercase or lowercase 
letters, numbers, periods, and spaces. Then press "RETURN". 

2. Type the names of the categories in the file. Category names can be 
up to 20 characters long. Press "RETURN" after each, including the 
last. 

3. Press "ESC" when you are satisfied with the filename and the cate­ 
gory names. I I I E-Z Pieces then tells you the file doesn't contain 
any information and that you can begin inserting new records by 
pressing the "SPACE" bar. The section "Inserting Records Into a 
New File" tells how to continue. 

To correct the filename, press "UP-ARROW" to return to the filename. Then 
retype it and press "RETURN". 

To correct category names: 

Press "UP-ARROW" to go to the previous category name. 

Press "DOWN-ARROW" to go to the next category name. 

- Press "OPEN-APPLE"-"!" to insert a category name ahead of the one 
the cursor is on. 

I Ye ar 

3 ,ears 

l59.95 

2299.95 

0.00 

1500.00 

D1orecVal Pr,cf Warranty 

�- - I'" ''"1 .:·d.0'1 ::, N•l'='.1 • :, 

Date8ough: �here Item 

Copy Mach. 
Answering Mach. No� :� 82 

Planning a New Data Base File 

Figure 4-1. 
Office Inventory File 

So the file looks like that illustrated in Figure 4-1. 

When you plan a Data Base file, you first decide in general what the file 
should contain. That is, similar items of information logically belong 
together in a file. For example, your index of baseball cards belongs in one 
file, while your list of office inventory items belongs in another. 

After you decide in general what the file should contain, you should analyze 
exactly what the similar items of information in the file have in common. For 
example, the items in the office inventory file probably have the following 
information in common: name of inventory article, date it was bought, 
where it was bought, original price, depreciated value, and warranty infor­ 
mation. These become the categories in the file. 

Each office item has a record in the file. For example, your copy machine 
and your answering machine each have records. 
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I I I E-Z Pieces Tips 
When you first get the text file, categories are 
named "Category 1 "and so on. You can change 
the categories' names with the "OPEN-APPLE"­ 
"N" command. 

From a DIF Fiie 

I I I E-Z Pieces Tips 
When you first get the text file, categories are 
named "Category 1 "and so on. You can c_hange 
the categories' names with the "OPEN-APPLE''­ 
"N" command. 

NOTE: 
Pathnames are discussed briefly in Chapter 1 of 
this manual and in the Apple I I I Owner's 
Manual". 

You can use a DIF file-a file created by I I I E-2 Pieces' Spreadsheet, 
VisiCalc, and other programs-as the source of a Data Base file. When you 
first create the DIF file, however, use the "C", or "column-wise" option. Then 
all information for one record is automatically grouped together. 

Follow these steps to make a Data Base file from a DIF file: 

1. If you chose "From a DIF file" I I I E-2 Pieces asks for the file's 
pathname. Type the complete pathname and press "RETURN". 

2. Type the I I I E-Z Pieces name for the file. Filenames can be up to 15 
characters long. They must begin with a letter, and they can contain 
uppercase and lowercase letters, numbers, periods, and spaces. 
Then press "RETURN". 

NOTE: 
Pathnames are discussed briefly in Chapter 1 of 
this manual and in the "Apple I I I Owner's 
Manual". 

1 

I 

!2 I 

\ 

NOTES: 
See "Using Dates and Times" in this chapter for 
more information about standard dates and 
times. 

See "Changing a File's Structure" in this chapter 
for more information about how to change the 
structure of a file. 

I I I E-Z Pieces Tips 
Use the category names that contain the words 
"date" and "time", such as "Birthdate" or "arrival 
time". Then I I/ E-Z Pieces converts entries in 
that category to standard date and time format. 
It's easy to change a file's structure after you 
create it, and even after you create records for 
the file. 

From a Text (ASCII) File 

You can use a text (ASCII) file as the source of your I I I E-2 Pieces Data 
Base file. Text files are files created by systems such as the Apple Pascal 
Editor when the environment is set to ASCII, Apple Writer, and some data 
base systems. 

/II E-2 Pieces requires that 

- Each entry in the file be on a separate line and followed by a carriage 
return. 

- Entries be grouped by record and in the same order throughout the 
file. 

Follow these steps to make a Data Base file from a text file: 

1. If you chose "From a text (ASCII) file", I I I E-2 Pieces asks for the 
text file's pathname. Type the complete pathname and press 
"RETURN". 

2. Type the number of categories each record will have and press 
"RETURN". 

3. Type the I I I E-2 Pieces name for the file. Filenames c�n be up to �5 
characters long. They must begin with a letter, and they can contain 
uppercase and lowercase letters, numbers, periods, and spaces. 
Then press "RETURN". 
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From a Quick File File 

You can use a Quick File file as the source of a I I I E-Z Pieces Data Base file, 
too. Here's how: 

1. lfyouchooseFromaQuickFilefile"/// E-ZPiecesgettheQuick 
File file catalog from the disk in the current drive. After you select the 
Quick File file you want, I I I E-Z Pieces adds it to the Desktop, and 
you're on your way. 

Multiple- and Single-Record Formats 

Inserting Records 
You can insert records into a new file or into an existing file in single-record 
layout. This section tells how. 

I I I E-Z Pieces Tips 
Use standard values to put the same information 
into every entry in most or all records. 

NOTE: 
See "Using Standard Values" in this chapter. 

I I I E-Z Pieces displays information contained in its data base files in either 
"multiple-" or "single-record formats". In multiple-record format, I I I E-Z 
Pieces displays 15 records, line after line. As you can guess, single-record 
format displays only a single record at a time. 

To get from multiple-record to single-record format, you "zoom in," and get 
from single-record format to multiple-record format you "zoom out". This is 
accomplished with the "OPEN-APPLE"-"Z" command as follows: 

1. Place the cursor on the first character of the record you wish to zoom 
into. 

2. Press "OPEN-APPLE"-"Z". 

You may return to multiple-record format simply by pressing "OPEN­ 
APPLE"-"Z" again. When you zoom back out to multiple-record format, the 
cursor is always on the same record as it was on in single-record format. 

Single-record format generally allows you to see more information about 
individual records, and is useful for showing or adding information not seen 
in the multiple-record format. 

NOTE: 
See more information about single-and multiple­ 
record layouts in the sections on "Inserting 
Records", "Moving the Cursor", and "Changing 
the Record Layout" in this chapter. 
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Records Into a New File 
After you create a new Data Base file, you can insert records into the file. 
Follow these steps: 

1. Press "ESC" after you set up the filename and the category names. 
I I I E-Z Pieces tells you there are no records in the file and that you 
should press the "SPACE" bar to begin inserting records. 

2. Press the "SPACE" bar. I I I E-Z Pieces presents the first blank 
record in single-record layout. 

3. Type information for each entry and press "RETURN". Or just press 
"RETURN" if the entry is blank. When you press "RETURN" after the 
last entry in the first record, I I I E-Z Pieces presents the second 
blank record. Continue to create records until you are through. 

4. Press "ESC" after you finish creating new records. I I I E-Z Pieces 
presents the new records displayed in multiple-record layout. 

I I I E-Z Pieces Tips 
You can make the information in an entry long 
enough so that it fits in the space next to the 
category name. Actually, an entry can be up to 
79 characters long, almost the width of the 
screen in single-record layout. You may not be 
able to see the whole entry in multiple-record 
layout, however, unless you change the multiple­ 
record layout with "OPEN-APPLE"-"L". 

NOTE: 
See "Changing the Record Layout." 
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It's easy to type information into Data Base entries and then edit any that are 
incorrect. In addition, you can use special Data Base features that allow you 
to get information into entries easily, with a minimum of typing and correct­ 
ing errors! 

NOTE: 
See "Copying Records". 

5. Whenever you want, type information into the blank entries. Press 
"RETURN" after each new entry. If you use the insert cursor, long 
entries slide to the right and under the next category entry, so entries 
are not limited in length by the category's column width. 

If you are going to type information into entries in multiple-record layout, 
you may want to set the cursor so that it moves to the right instead of down 
when you press "RETURN". To do this, type "OPEN-APPLE"-"L", then press 
"ESC", and choose "Right". 

Putting lnfonnation Into entries 

Changing the single-record layout, by pressing 
"OPEN-APPLE"-"L", makes it easier to add re­ 
cords because you can display categories and 
type in information in the same order and layout 
as your data input forms. 

In Multiple-Record Layout 

You can insert records in multiple-record layout, too, although you should 
make sure you get information into entries not displayed in this layout. To 
insert records in multiple-record layout, you first create blank records and 
then type information into them: 

1. Press "OPEN-APPLE"-"I" when you are in multiple-record layout. 
I I I E-Z Piecesdisplays a record in single-record layout. 

2. Press "RETURN" to create blank entries in the record. Stop when the 
cursor is on the first entry in the second record. 

3. Press "OPEN-APPLE'?-"Z" to return to multiple-record layout. 

4. Use "OPEN-APPLE"-"C" to make multiple copies of the blank 
record. 

i 
J 

� I 

NOTE: 
See "Arranging Hecords." 

I I I E-Z Pieces Tips 
Pressing "ESC" while you are inserting records 
always returns you to the place Review/Add/­ 
Change where you were when you began to 
insert records. If you were in single-record 
layout before you began inserting, you will 
return to single-record layout when you press 
"ESC". Then press "OPEN-APPLE"- "Z" to zoom 
out to multiple-record layout. 

You can insert new records at the end of a file, 
too. Move the cursor to the last record in the file. 
Then, if you have to, go into multiple-record 
format by pressing "OPEN-APPLE"- "Z" to zoom 
into the record. Press "DOWN-ARROW" to get 
past the last entry in this record. I I I E-Z Pieces 
asks you if you want to insert new records. 
Choose "Yes''. I I I E-Z Pieces presents a blank 
record. 

Records Into an Existing File 

You can insert records into an existing file from Review/ Add/Change 
multiple-or single-record layout. 

In Single-Record Layout 

Here's how to insert records when you're in single-record layout: 

1. Press "OPEN-APPLE"-"I". I I I E-Z Pieces presents a blank record in 
single-record layout. Type information into entries and press 
"RETURN" after each. 

2. Press "RETURN" after you type information into the last entry in the 
first blank record. I I I E-Z Pieces presents the second blank record. 

3. Continue to create new records until you are through. Press 
"RETURN" after the last entry in the last new record. Then press 
''ESC". I I I E-Z Pieces returns you to the place in Review/Add/­ 
Change where you were when you pressed "OPEN-APPLE"-"!". 

New records go immediately "before" the record the cursor is on when you 
press "OPEN-APPLE"-"!". Then you can arrange records in the order you 
want them. 
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4. Press "ESC" to return to Review/ Add/Change or Insert New 
Records. 

For example, when many people in your name and address file live in the 
same city, say, Chicago, the you would make Chicago the standard value for 
the city category. Chicago is the entry for the city category for each new 
record and you change the entry only for the ones who "don't" live in 
Chicago. 

Here's how to create standard values: 

1. Make sure you are in Review/ Add/Change or Insert New Records 
("OPEN-APPLE"-"I"). 

2. Press "OPEN-APPLE"-"V". I I I E-Z Pieces presents a record with 
- the standard values for categories that have them. 

3. Type a standard value for a category. Then press "RETURN". Type 
standard values for other categories if necessary. 

Whenever you insert records, categories with standard values are already 
filled in. You can leave the standard value or type information over it to 
change it. 

To remove a standard value, start from Review/ Add/Change or Insert New 
Records. Press "OPEN-APPLE"-"V". Put the cursor on the category whose 
standard value you want to remove. Press "CONTROL"-"Y" and then 
"RETURN". The standard value is removed. 

Press "ESC" to return to Review/ Add/Change or Insert New Records. 

I 

Typing and Editing Entries 
Here's how to add or edit information in your Data Base entries: 

1. Use the insert cursor, which is the blinking bar cursor, or the over­ 
strike cursor, which is the blinking square cursor, when you are 
typing and ed1ting entries. Anything you type with the overstrike 
cursor replaces what was there. Anything you type with the insert 
cursor goes to the left of the character the cursor is on. The character 
the cursor is on and information to the right of it moves to the right. 

Change between cursors with "OPEN-APPLE"-"E". 

2. Use "DELETE" to delete one character to the left of the cursor. 

3. Press "ESC" to restore the former entry and move the cursor to the 
first character of the entry. 

4. Use "LEFT-ARROW" and "RIGHT-ARROW" to move the cursor past 
characters, without changing them. 

5. Press "CONTROL-Y" to erase the rest of an entry starting from 
where the cursor is. Pressing "RETURN" in the middle of an existing 
entry does not truncate the rest of the entry. 

6. Use the insert cursor to insert characters into entries in the multiple­ 
record layout. If the entry becomes too long for the available space, 
the information to the right of the cursor slides under the entry in the 
next column. You can zoom in to see the whole entry. 

Dittoing Entries 
In multiple-record format you can ditto, or copy, the entry above the one the 
cursor is on into the current entry just by pressing "OPEN-APPLE"­ 
"(quote)" (do not press "SHIFT"). Use the ditto feature in multiple-record 
layout. 

Using Standard Values 
Standard values are values you create that I I I E-Z Pieces automatically 
inserts in Data Base records. After you create a standard value for a cate­ 
gory, each entry in that category when you are inserting records gets the 
standard value until you enter a different value for it. Standard values save 
you time because you don't have to retype the same information again and 
again and correct mistakes along the way when you are inserting many 
records with similar data. 

4-10 - 

Using Dates and Times 
I I I E-Z Pieces converts dates you type to a standard format if you make 
sure the category name contains the word "date", as in ''Date", "Expiration 
Date", "Date of Hire". That is, all dates appear as three-letter months, one-or 
two-digit days, and two-digit years. Examples are Sep 4 83 and Nov 24 83. 

I I I E-Z Pieces can easily arrange the records in a file by date when you use 
the Arrange feature if dates are in this standard format. Table 4-1 shows 
some date entries that have been converted to standard format. They have 
already been arranged by date. 
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7:00 PM 

12:00 AM 

3:00 AM 

6:59 AM 

I I I E-Z Pieces Converts It To: When You Enter: 

7 p or 7p 

12 a 

3a 

659a 

Table 4-2. 
Times Converted to Standard Format 

When you don't enter the day, month, or year, I I I E-Z Pieces automatically 
considers the entry as "00", and leaves that part of the entry blank. That's 
why, if you were to order records by date using the Arrange feature, "Mar 83" 
would follow "May 3". To I I I E-Z Pieces they are "May 3 00" and "Mar 00 
83". 

I I I E-Z Pieces Converts It To: 

May3 

May 3 71 

Mar83 

Apr 6 83 

May83 

May 7 83 

May 10 84 

May 12 83 

Jun 83 

Table 4-1. 
Dates Converted to Standard Format 

When You Enter: 

June 83 

May3 

5.3.71 

383 

6April83 

May 1983 

May 7, 1983 

5-10-84 

5/12/83 

0 42783 
42783 
27 483 
Ap 

The following dates won't be converted: 

If you don't want dates or times converted, don't include "date" or "time" in 
the category name. 

Moving the Cursor 
The cursor movement keystrokes that are the same whether you are in 
multiple-record or single-record layout are listed in the first section. The 
ones that are specific to multiple-record layout are listed next, and then 
those specific to single-record layout. 

I I I E-Z Pieces converts 24-hourtime to 12-hour time. Thus, when you enter 
"1300", I I I E-Z Pieces converts it to "1:00 PM". When you enter "0001", 
I I I E-Z Pieces converts it to "12:01 AM". 

I I I E-Z Pieces Converts It To: 

7:00 AM 

1:00 PM 

7:00 AM 

12:00 PM 

3:00 PM 

6:59 PM 

When You Enter: 

700 

1 

7 

12 

3 

659 

Likewise, whever a category name contains the word "time", as in "Time", or 
"StartTime", or "TIME", I I I E-Z Pieces converts the times you enter to a 
standard format. Because I I I E-Z Pieces is attuned to the business day, it 
assumes all times you enter to be within the business day without your 
having to enter the a.m. or the p.m. Table 4-2 shows some sample time 
conversions. 

To enter a time and not to have it be considered a part of the business day, 
you should enter an "a" or a "p'', 
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"RIGHT-ARROW" 

Cursor Movement In Multiple- and Single-Record Layout 

What You Want What You Use 

Move cursor to next entry "TAB" when the cursor is on the 
first character of any entry. 

Move the cursor to previous entry "'OPEN-APPLE"-"TAB" when the 
cursor is on the first character of 
an entry 

Move the cursor to the right 
within an entry 

Move the cursor to the left within 
an entry "LEFT-ARROW" 

i • 

Move the cursor to the bottom of 
the display and then to the bot­ 
tom of the text screenful, or 
"page", of records "OPEN-APPLE"-"DOWN-ARROW" 

To move quickly toward the end 
of a long file, screenful by screen­ 
ful, hold down: 
''OPEN-APPLE"-"DOWN-ARROW". 

Change the direction the cursor 
moves when you press "RETURN". "OPEN-APPLE"-"L" then "ESC" 

Choose the direction in which the 
cursor should go. 

"OPEN-APPLE"-"DOWN-ARROW" 

"UP-ARROW" when the cursor is 
on the first character in an entry 

What You Want 

"DOWN-ARROW", "TAB", or 
"RETURN" when the cursor is on 
the first character in an entry 

Display the previous record in a 
file, leaving the cursor in the same 
category "OPEN-APPLE"-"UP-ARROW" 

Display the next record in a file, 
leaving the cursor in the same 
category 

Move the cursor to the next entry 

Move the cursor to the previous 
entry 

What You Want 

To delete one or more records in multiple-record layout: 

1. Put the cursor on a record you want to delete. 

2. Press "OPEN-APPLE"-"D". I I I E-Z Pieces highlights the record the 
cursor is on. 

Deleting Records 

"DOWN-ARROW" when cursor is 
on the first character of an entry 

"UP-ARROW" when cursor is on 
the first character of an entry. 

To move quickly toward the 
beginning of a long file, screenful 
by screenful, hold down: 
"OPEN-APPLE"-"UP-ARROW". 

NOTE: 
See 'Using I I I E-Z Pieces' Ruler" in Chapter 2 
for a discussion of how the Ruler works. 

Move cursor down one category 

Use I I I E-Z Pieces' Ruler to move Cursor Movement In Single-Record Layout 
the cursor proportionally through 
a file "OPEN-APPLE"-"1" thru "9" 

Move cursor up one category 

Move the cursor to the top of the 
display and then to the top of the 
previous screenful, or "page", of 
records "OPEN-APPLE"-"UP-ARROW" 

Cursor Movement In Multiple-Record Layout 

What You Want What You Use 
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Copying Groups of Records 

Copying One Record 

Copying Records 

When you copy groups of records, you use I I I E-2 Pieces' clipboard to hold 
the records temporarily. The clipboard is used for cutting and pasting 
information. To make one or more copies of a group of records: 

1. Make sure you are in multiple-record layout. 

2. Place the cursor on the first record of the group to be copied. 

3. Press "OPEN-APPLE"-"C". 

4. Choose "To clipboard (cut)". 

5. Use the arrow keys to highlight the records you want to copy. 

6. Press "RETURN". The records are copied to the clipboard. 

7. Move the cursor to the place in the file where you want the copied 
records to go. 

You can copy one record one or more times, or you can copy a group of 
records. 

2. Press "OPEN-APPLE"-"C". 

You can make one or more copies of a record in a Data Base file. For 
example, if many of your records have the same entries, you can make a 
number of copies of the record and then change the entries that are unique. 

You can make copies of a record from Review/ Add/Change multi-record or 
single-record layout. Here's how: 

1. Put the cursor on an entry in the record you want to make one or 
more copies of. 

3. If you are in multiple-record layout, choose "Current record". 

4. Type the number of copies you want and press "RETURN". 

�I 

�I 

!_ I 

3. Use the arrow keys to highlight the other records you want to delete. 
After you highlight a record in multiple-record layout, you can use 
I I I E-2 Pieces' cursor movement keystrokes to highlight more 
records. You can use "OPEN-APPLE"-"UP-ARROW" or "OPEN­ 
APPLE"-"DOWN-ARROW" and the Ruler. 

4. Press "RETURN". 

NOTE: 
See "Displaying Certain Records" for informa­ 
tion about the find feature and using record 
selection rules. 

I I I E-Z Pieces Tips 
Choose specific records to delete by using the 
Data Base's find feature or by creating a record 
selection rule ("OPEN-APPLE"-"R"). Then use 
"OPEN-APPLE" "D" for these records. 

You can delete all the information in a file but 
keep its structure. Here's how: First, create a 
blank record as the first record in the file. 
Second, move the cursor to the second record. 
Third, press "OPEN-APPLE"- "D". Then press 
"OPEN-APPLE"-''9" and "RETURN". All but the 
first record are deleted. (You can't delete every 
record in a file.) Now add new information. 

To delete one or more records in single-record layout: 

1. Press "OPEN-APPLE"-"Z" to zoom in to single-record layout. 

2. Press "OPEN-APPLE"-"D". 

3. Choose "No" or "Yes" depending on whether you want to delete the 
record displayed. 

4. Continue to choose "No" or "Yes" as I I I E-Z Pieces displays suc­ 
ceeding records. 

5. Press "ESC" after you finish deleting. 

8. Press "OPEN-APPLE"-"C". 
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9. Choose "From clipboard (paste)". The records are immediately 
copied from the clipboard. 
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2. Type the value you want I Ii E-Z Pieces to look for. I I I E-Z Pieces 
displays the records that contain the value you provide. 

3. Press '1ESC" to return to Review/ Add/Change. 

Thus, you can display the records of all baseball 
players in your file who play for the Houston 
Astros "and" make over $75,000.00 a year. Or 
you can display the records of those who batting 
average is over .300 "or" who drink Lite beer. 

When you want to go back to "Selection: All records": 

1. Press "OPEN-APPLE"-"R". 

4. Type the value each entry in the specified category should be com­ 
pared with (unless your choice is "is blank" or "is not blank" in step 
3). Then press "RETURN". 

5. Press "ESC" if your record selection rule is complete. I I I E-Z Pieces 
displays all the records that meet the rule. 

Or choose a connector: "and, or, through". Then make up another 
record selection rule. 

I I I E-Z Pieces Tips 
You can construct a record selection rule with 
one or two connectors. 

2. Choose "Yes" to indicate that you want to display all records. 
I I I E-Z Pieces displays all records again. 

1. Press "OPEN-APPLE"-"F". 

Finding Certain Records 

You can ask I I I E-Z Pieces to find all records that contain information you 
specify. The information may be in any category in a record and anywhere 
within an entry. 

To find certain records: 

- - • 

�I 
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Moving Records 

2. Choose the category you want to use as a basis for the selection. 
You can use any category. even one not displayed in the file's 
multiple-record layout. 

3. Choose a comparison. 

9. Choose "From clipboard (paste)". The records are immediately 
moved from the clipboard. 

When you move groups of records, you use I I I E-Z Pieces' clipboard to 
hold the records temporarily. The clipboard is used for cutting and pasting 
information. To move a group of records: 

1. Make sure you are in multiple-record layout. 

2. Place the cursor on the first record of the group to be moved. 

3. Press "OPEN-APPLE"-"M". 

4. Choose "To clipboard (cut)". 

5. Use the arrow keys to highlight the records you want to move. 

6. Press "RETURN". The records are moved to the clipboard. 

7. Move the cursor to the place in the file where you want the records to 
go. 

8. Press "OPEt�-APPLEn-"�A". 

By changing record selection rules or using the Find command, you can 
" display only certain records from the file. You can then use other Data Base 

features with these records, such as Delete, Arrange, and Cut and Paste. 

Displaying Certain Records 

Changing Record Selection Rules 

When you first create a file, the record selection rule is "Selection: A.II 
records" Thus, all records are displayed. You can change record selection 
rules so only records that meet the rule you specify ar"e displayed. 

To change the record selection rule: 

1. Press "OPEN-APPLE"-"R". 
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Zooming In and Out 

Changing the Record Layout 

After you move from one layout to the other, you can move about through 
records by using the cursor movement keystrokes allowable in that layout. 

"Zooming in" means changing from multiple-record layout, and "zooming 
out" means changing from single-to multiple-record layout. You can usually 
see a complete entry in single-record layout, when you may be able to see 
only part of it in multiple-record layout. 

To change from multiple-to single record layout or vice versa: 

1. Press "OPEN-APPLE"-"Z": 

To arrange by any number of categories: first arrange by the values in the 
less important category and then arrange by the values in the more impor­ 
tant category. 

T 

DA 408-174-3948 County Bradshaw Horace 

Wilford Winnifred 408-555-2938 Secretemps PlaceOfc 

Last Name First Name 011. Phone Company Title 

-------------------------------------------· 

I I I E-Z Pieces Tips 
The Find feature gives you a lot of flexibility in 
locating records because I I I E-Z Pieces finds 
the records that contain the value regardless of 
where the value is. If you ask I I I E-Z Pieces to 
find all records that contain "ace", it will display 
the following two: 

On the other hand, by providing record selection 
rules ("OPEN-APPLE"-"R") that tell I I I E-Z Pie­ 
ces what to look for, you can be much more 
specific, because you can say exactly what cate­ 
gory the value you provide should be found in. 
To get Bradshaw's record only, for example, you 
would have to make a Record Selection Rule 
such as "First Name equals Horace". 

Deleting Certain Records 
You can set up record selection rules or find certain records that you want to 
delete. Press "OPEN-APPLE"-"D" to delete the records. 

You can customize screen displays by changing the multiple-to single­ 
record layout so that records are displayed exactly the way you want them. 
For example, you can lengthen or shorten columns or rearrange them to suit 
your needs. Changing the record layout does not change the file, only the 
way information is displayed. 

Arranging Records ------WARNING------. 

I I I E-Z Pieces lets you arrange, or sort, records by the values of entries 
within a cateqory. You can arrange records in alphabetical order from "A" to 
"Z" or "Z" to "A", or in numeric order from "O" to "9" or "9" to "O". And you can 
arrange records with standard dates or times in chronological or reversed 
chronological order. 

To arrange records: 

1. Move the cursor to any entry in the category by which you want your 
records arranged. 

r 

When you change a file's structure by deleting or 
inserting a category, you lose all customized 
record layouts. 

2. Press "OPEN-APPLE"-"A". 

3. Choose the way you want the records arranged. 
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Press: 
"L.EFT-ARRO'v\/" I 
"RIGHT-ARROW", 
"UP-ARROVV", 
''DOWN-ARRO\'\/", or 
"RETURN" . 

What You Do 

After you type 
"OPEN-APPLE"-"I", a list of pre­ 
viously delted categories is dis­ 
played. Type the number of the 
category you want to reinsert and 
press "RETURN". 

"OPEN-APPLE"-"I" 

To move the cursor 

What You Want 

Insert a previously deleted cate­ 
gory just to the left of the cate­ 
gory the cursor is on 

Changing the Single··Record Layout 
A customized single-record layout often makes it easier to insert records 
into the file, because you can arrange categories to match the layout of your 
input terms. When you change the single-record layout, you just move 
categories around each other. Here's how: 

·1. Zoom into single-record layout with "OPEN· APPLE"-"Z". 

2. Press "OPEN-APPLE"-"L". I I I E-Z Pieces displays the "CHANGE 
Rr==CORD LA YOlJT11 screen. which looks like a record in single­ 
record layout. 

3. Changing the single-record iayout involves putting the cursor on the 
first letter of the name of the category whose position you want to 
change, and then moving the category. 

4. After you change the record layout so that the records are displayed 
the way you want them, press "ESC". 

5. Choose the way you want the cursor to go when you press 
"RETURN" in Review/ Add/Change multiple-record layout. 

You will probably want to use all the above options until you see "MARGIN" 
appear on the right side of the screen. This ensures that the width of the 
records will fit 011 the Review/ Add/Change screen. 

1 
I.I 

] 

"'RIGHT-ARROW" or "TAB" 

What You Use 

"LEFT-ARROW" or 
"OPEN-APPLE"-"TAB" 

"OPEN-APPLE"-">" (You don't 
need to use "SHIFT" for ">") 

"OPEN-APPLE"-"<" (Again, no 
"SHIFT" required) 

"'OPEN-APPLE"-"RIGHT-ARROW" 

What You Want 

Move the cursor to the next 
category 

Move the cursor to the previous 
category 

Switch the position of the cate­ 
gory the cursor is on with the one 
on its right 

Switch the position of the cate­ 
gory the cursor is on with the one 
on its left 

Increase the width of the column 
the cursor is on 

Decrease the width of the column 
the cursor is on "OPEl\l-APPLE"..:"LEFT-ARROW" 

Delete the category the cursor is 
on from the multiple-record dis- 
play. The information in this cate- 
gory stays in the record and con- 
tinues to appear when you 
display the record in single- 
record layout "OPE�.J-APPLE"-"D" 

Changing the Multiple-Record Layout 
Follow these steps to change the multi-record layout: 

1. Make sure you are in multiple-record layout. 

2. Press "OPEN-APPLE"-"L". I I I E-Z Pieces displays your options on 
top and three sample records on the bottom. The records are exam­ 
ples of how the file will look after you make your changes. 

3. Change the record layout, choosing from the following options: 
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Put the cursor on the category 
name you want to change. 

What You Do 

Press "UP-ARROW" or 
"DOWN-ARROW". 

Use editing features to change 
the name of the category and 
press "RETURN". 

Put the cursor where you want 
the new category. 

Press "OPEN-APPLE"-"I" 

What You Want 

Move cursor to previous or next 
category 

Change a category name 

Insert a new category 

It's to your benefit to change the file structure if you really want to add or 
delete categories and then recreate special record layouts and report for­ 
mats. You may want to make a copy of record layouts and report formats by 
using "OPEN-APPLE"-"H" (for hard copy). Then they're easy to recreate. 

Here's how to change the way a file is put together: 

1. Make sure you are in Review/ Add/Change for the file you want to 
change. 

2. Press "OPEN-APPLE"-"N". I I I E-Z Pieces presents the "CHANGE 
NAME/CATEGORY" display, with the cursor at the bottom with the 
prompt "Type filename". 

3. Type the new file name and press "RETURN". Just press "RETURN" 
if you don't want to change it. 

4. Use the following cursor movement keystrokes and special keys to 
fix the file: 

Press: 
"OPEN-APPLE"-"LEFT-ARROW" I 
"OPEN-APPLE"-"RIGHT-ARROW" I 
"OPEN-APPLE"-"UP-ARROW", or 
"OPEN-APPLE"-"DOWN-ARROW" 

To move categories 

4. Press "ESC" after you have customized the single-record layout. 

------WARNING------ 

Change to the filename or category names have 
no impact on customized record layouts and 
report formats. But inserted or deleted catego­ 
ries do. That is, whenever you delete a category 
you lose your customized record layouts and 
your report formats. 

Changing a File's Structure 
I I I E-Z Pieces lets you change the name of your Data Base file or the names 
of the categories in it. It also lets you change the structure of the file itself: 
you can add new categories at any time and delete categories you no longer 
need. 

Suppose you have a Data Base file for every company you do business with. 
You keep reports of contacts with that company in the file: Date, Time, 
Name of Contact, Comments. After working with the file for a while, you 
decide you need another category, Follow Up, which will remind you of how 
you are supposed to follow up on the contact. It's easy to add this new 
category to your Data Base file. 

The ability to change your Data Base files' structures is invaluable. You can't 
always know ahead of time exactly how a file should be put together. So you 
can learn from your experience, and easily make required changes. 

Answer "Yes" to the questions 
whether you really want to set the 
custom record layouts back to 
standard. 

Type in the name of the new 
category and press "RETURN". 
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Reporting With the Data Base 

�· I 
l 

Put the cursor on the category 
you want to delete. 

Press "OPEN-APPLE"-"D". 

Answer "Yes" to the question 
whether you really want to set the 
custom record layouts back to 
standard. 

I I I E-Z Pieces Tips 

If you add new categories, you probably will 
want to insert information into those categories. 
If the entries are short, you may find it easy to 
insert in multiple-record layout with the cursor 
going down after you press "RETURN". Then 
you can easily go from one record to another, 
inserting new information in each. 

5. Press "ESC" after you finish fixing the file. 

NOTE: 
See "Putting Information Into Entries" for instructions on how to use 
editing features. 

Delete a category 
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Report Styles 

Report Menu 
When you are in Review/Add/Change for a file and indicate you want to 
report ("OPEN-APPLE"-"P"), / / / E-Z Pieces displays all the Report menu, 
which is illustrated in Figure 5-3. It presents all your options for beginning 
reporting. 

NOTE: 
Table-style reports are similar to records in 
multiple-record layout, and labels-style reports 
are similar to records in single-record layout. 
Labels-style reports allow you to print complete 
records without page width limitations. 

Report formats are specifications you give// I E-Z Pieces to describe how a 
report should be put together. For a tables-style report format, you tell how 
records should be arranged, whether all categories should be included or 
whether some should be deleted, and where categories should go. Your 
specifications about group totals and grand totals are also included in the 
report format. 

In the User's Group Phone List Report, the individuals' names, phone 
numbers and model of computers are included in the report format. 

For labels-style reports, you tell which categories should be included and 
how they should be placed. In the Address Listing Report, address informa­ 
tion is included, but phone numbers are left out. 

Report formats are saved with and become part of the Data Base file, 
although they don't affect the data itself in any way. They are always 
available when the file is on the Desktop. 

One Data Base file can have up to eight report formats. 

Report Formats 

When you think about whether you want to create a table-style report or a 
labels-style report, decide whether you want your records in rows or 
columns across the page, like the User's Group Phone List or grouped 
vertically down the page, like the Address Listing. 
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Figure 5-1. 
Tables-Style Report 

A labels-style report, on the other hand, lists records with categories printed 
vertically down the page. Mailing labels are examples of labels-style reports. 
Figure 5-2 illustrates a labels-style report from the same file as the User's 
Group. This time, though, more specific information about each individual 
is included. �-------------------------------- ...... 

I I I E-Z Pieces lets you create tables-style reports and labels-style reports. 
Talbes-style reports list records in rows and columns, down the page. 
Figure 5-1 illustrates a tables-style report, lists the names and addresses of 
the members of an Apple User's Group. 

Figure 5-2. 
Labels-Style Report 
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Creating a Tables-Style Report 
To create a tables-style report: 

1. Start in Review/Add/Change of the file you want to create a report 
for. 

2. Press "OPEN-APPLE"-"P". I I I E-Z Pieces presents the Report 
menu. 

3. Choose "Create a new "tables" format". I I I E-2 Pieces prompts you 
for the name of the report. 

4. Type the name of the report, which can have up to 19 letters, 
numbers, or special characters and can be the same as the file name. 
Press "RETURN". I I I E-Z Pieces presents the Report Format 
display. 

Figure 5-4 illustrates the tables-style Report Format display for the User 
Group file. 

The options you have now for creating the report format. 

Examples of records from the file. The changes you make in the report 
format are reflected in the record examples, so you can see exactly what you 
are doing as you go along. 

Categories are designated A through Z, to make it easy for you to create 
calculated categories. 
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Figure 5-3. 
Report Menu 

1. "Get a report format" displays the "Report Catalog", which lists the 
report formats you have already created for the file. After you select 
one, you get the Report Format display for the report, so you can 
make any necessary changes and print the report. 
Option 1 isn't highlighted if you have no report formats. If you 
choose it anyway, I I I E-Z Pieces replies that you have none, and 
lets you choose whether you want to create a tables-style or labels­ 
style report format. 

2. "Create a new "tables" format" asks for a report name for your new 
report. Then it presents the Report Format display for tables-style 
reports for the file. 

3. "Create a new "labels" format" asks for a report name for you new 
report. Then it presents the Report Format display for labels-style 
reports for the file. 

4. "Duplicate an existing format" presents the Report Catalog so you 
can select an existing format from the file so you can duplicate it. 
After you give it a new name, I I I E-Z Pieces presents the Report 
Format display for the report. Choose this option if you want to use 
an existing format as a basis but change its name and any other of its 
specifications. 

5. "Erase a format" presents the Report Catalog for the file, so you can 
select the report you want to erase. You must choose "Yes" in 
response to the double-check erase question to make it definite that 
you really want to erase the format. 

6. "Keep working with current format" appears only when you have 
report formats. When you select it, I I I E-Z Pieces returns you to the 
report format you have just been working with. 
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"LEFT-ARROW" 

Changing Column Width 
You can increase the width of a column for a report because information in 
the category is too wide for the current column width. Or you can decrease 
the width of a column because information in the category is narrower than 
the column. Increasing or decreasing column width helps you make a report 
look exactly the way you want it and shows the information most effectively. 
Changing the widths is also helpful in ensuring that the listing is not too 
wide. The column width is always identical in the right column of the layout. 
It also ensures that information fits correctly on your printer. 

Move the cursor one category to 
the left 

Moving the Cursor 
When you move the cursor from category to category in the record exam­ 
ples, use the following cursor movement keystrokes: 

What You Want What You Use 
Move cursor one cateqory to "RIGHT-ARROW" 
the right 

! I 

! I 

Adding or Changing Report 
Names or Titles 

Summary of Considerations and Features 

Options for creating the tables-style report format are described in the 
following sections. 

You have several main considerations in creating a tables-style report for­ 
mat. These main considerations are listed in Table 5-1, along with the Data 
Base reporting features that relate to them. 

Main Consideration Data Base Feature 
Moving the cursor on the Report Moving the Cursor 
Format Display 

Placing categories on the report Changing Column Width 
Switching Category Positions 

Including the categories you want Deleting Categories 
Inserting Previously Deleted 
Categories 

Getting records in the right order Arranging Records for the Report 

Lining up entries Right Justifying Categories 

Providing a title for your report 

Calculating in reports Creating Calculated Categories 
Adding and Removing Totals 
Specifying Group Totals 

Communicating with your printer Working with Printer Options 
Chapter 13, "Printers and Printing" 

Table 5-1. 
Main Considerations for Tables-Style Reports 
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I I I E-Z Pieces Tips 
To delete a category from your "file", use the 
"OPEN-APPLE"-"N" function while you are in 
Review/Add/Change. 
Remember, though, that you lose your report 
formats when you delete a category from the file. 

When you first create a report format, the record selection rule is "Selection: 
All records". Thus, all records are included in the report. You can change 
record selection rules so that only records that meet the rule you specify are 
printed. Record selection rules stay with the report format until you change 
them. 

NOTE: 
See "Changing Record Selection Rules" m 
Chapter 4. 

To reinsert a previously deleted category: 

1. Decide where you want to reinsert the previously deleted category. 
Then place the cursor on the category just to the right of that position. 

2. Press "OPEN-APPLE"-"I". I I I E-Z Pieces presents a numbered list 
of previously deleted categories. 

3. Choose the category you want to insert. 

Inserting Previously Deleted Categories 
After you delete a category from a report format by using the "OPEN­ 
APPLE"-"D" function, you can insert it again whenevery you want. You can 
also insert new categories. 

Changing Record Selection Rules 

To delete a category: 

1. Place the cursor on the category you want to delete. 
2. Press 'OPEN-APPLE"-"D". 

Deleting Categories 
You can delete unnecessary categories from a report format without affect­ 
ing the file. You can reinsert the category into the report format any time you 
want. 

I E ) 
I �· 

Place the cursor on the category 
to be moved. 
Press "OPEN-APPLE"-"<" (Again do 
not press "SHIFT"). 

What You Use 
Place the cursor on the category to 
be moved. 
Press "OPEN�APPLE"-''>" (do not 
press "SHIFT"). 

I I I E-Z Pieces Tips 
You can move a category where you want it, too, 
by deleting it from one position ("OPEN-APPLE"­ 
"D") and inserting it where you want it 
("OPEN-APPLE"- "I"). 

I I I E-Z Pieces Tips 
Be sure columns are wide enough to hold infor­ 
mation in the categories. Columns that are too 
narrow 'to hold the widest entry for numerical 
categories cause I I I E-Z Pieces to display pound 
signs ( #) instead. 

What You Want 
Switch a column with the one on 
its right 

Switch a column with the one on 
its left 

Decrease the width of a column Put the cursor on the column 
Press 
"OPEN-APPLE"-"LEFT-ARROW" 

To change the width of columns: 

What You Want What You Use 
Increase the width of a column Put the cursor on the column 

Press 
"OPEN-APPLE"-"RIGHT-ARROW" 

Switching Category Positons 
You can switch categories with each other, thus placing categories exactly 
where you want on the report. To do this: 

5-8 �I ... 
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Creating Calculated Categories 

I I I E-Z Pieces Tips 
When you specify columns for totals using 
"OPEN-APPLE"- "T", they are automatically right 
justified, and you don't have to use "OPEN­ 
APPLE"- "J". 

Adding or Changing Report Names and Titles 
The report name you give a report format appears at the top left of the report 
when you print it and at the top left corner of the "REPORT FORMAT" 
display. You can change this name whenever you want. 

In addition, you can give a report a title. The title can be up to 79 characters 
wide. It is printed at the top of each page of your report. 

To change a report name or to give the report a title: 

1. Press "OPEN-APPLE"-"N". I I I E-Z Pieces prompts you for the new 
report name. 

2. Type the new name of the report, which can be up to 19 characters 
long. Then press "RETURN". Just press "RETURN" if you don't want 
to change the report's name. 

3. Type in the report's title at the cursor position just above the category 
names, and press "RETURN". Just press "RETURN" if you don't 
want to change the title you previously gave the report. 

I I I E-Z Pieces lets you create a new category by manipulating numerical 
information contained in other categories. If you are keeping an inventory 
file for the parts you sell in your bicycle shop, for example, you want a total 
for the amount invested in each part. To get that total, you multiply the 
quantity of each part (in one category) by the cost of each part (in the 
second category). 

To use a category as part of a formula for a calculated category, you use the 
letter under the category name. That is, if the quantity of each part in the 
inventory file is in column Band the cost of each part is in column D, then the 
formula for the total investment per part is B * D. 

To get the total of an order for a sales invoice, on the other hand, you 
multiply the cost of the item (in column A) by the sales tax percentage (a 
constant you include in the formula) and add this number to the cost of the 
item. The formula for this calculated category is A * .05 + A (or A * 1.05 or 
1.05 * A). 

l • 

- NOTE: 
See "Arranging Records" in Chapter 4 for infor­ 
mation on how records are arranged. 

You can arrange records for the report so the records are printed in any 
order you want. To arrange records: 

1. Move the cursor to the category by which you want your records 
arranged. 

2. Press "OPEN-APPLE"-"A". 
3. Choose the way you want the records arranged. 

The record arrangement specification is not saved with the report format. 

Right Justifying Categories 

Arranging Records for the Report 

You can right justify information in categories with alphabetic or numeric 
information in them. When you right justify information in alphabetic cate­ 
gories, the entries in the category line up right under each other, with an 
even right margin. When you right justify information in categories with 
numeric information, the decimal points line up under each other. 

To right justify a column, follow these steps: 

1. Move the cursor to the column you want to right justify. 
2. Press "OPEN-APPLE"-"�". I I I E-Z Pieces asks you to specify the 

number of decimal places that should be included in each entry in 
the specified column. 

3. Type the number of decimal places and press "RETURN". (If you are 
right justifying alphabetic information, type "O" and press "RETURN".) 
I I I E-Z Pieces asks you how many blank spaces should be placed 
after each entry. This is important in spacing columns across the 
page. 

4. Type the number of blank spaces that you want to be included and 
press "RETURN". 

After you respond to these prompts, I I I E-Z Pieces fills the appropriate 
column in the record examples with "9"s to show how the information will 
line up when it is printed. 
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______ WARNING _ 
Be sure there are enough "9'"s on both sides of 
the decimal point to hold the largest and smallest 
calculated numbers If"""""" appears when the 
column is printed or displayed, the field is too 
short. 

5-13 

6. Type the number of blank spaces you want to follow the category 
and press "RETURN". Or accept the default by pressing "RETURN". 

Adding and Removing Totals 
It's easy to get a grand total for specified categories. Here's how. 

1. Place the cursor on the column you want to total. 
2. Press "OPEN-APPLE"-"T". I I I E-Z Pieces asks the number of 

decimal places that should be included in the category total. 
3. Typethenumberofdecimal places for the total and press "RETURN". 

Or accept I I I E-Z Pieces' best guess by pressing "RETURN". 
/ / / E-2 Pieces asks the number of blank spaces to include to the 
right of the total. 

4. Type the number of blank spaces to include and press "RETURN". 
Or accept I I I E-Z Pieces' default by pressing "RETURN". 

/ / / E-Z Pieces inserts "9"'s in the category with the appropriate number of 

I I I E-Z Pieces Tips 
You can't see the contents of the new column 
until you either print the report on a printer or 
display it on the display. To do either, you use 
"OPEN-APPLE"- "P". 
You can use "OPEN-APPLE"-"T" to get a group 
total and a grand total for the numbers in the 
calculated category. You can't, however, use 
"OPEN-APPLE"-"G" on the calculated category 
to make it control group totals in other categor­ 
ies. Neither can you arrange records by the value 
in the calculated category. 
You can have three calculated categories in each 
I I I E-Z Pieces report. 

I 

* 

I 
multiply 
divide 

plus + 
minus 

NOTE: 
Calculation rules are based on column letters. If 
you rearrange columns, rules may apply to dif­ 
ferent columns. 

The first 26 columns in a report format are lettered from A through Z under 
the category name. If you have more than 26 categories, and thus more than 
26 columns in your report, columns 27 through 30 won't have letters. If you 
want to use information in columns 27-30 as the basis for your calculations, 
you must either delete columns in the A-Z group or physically move 
columns 27-30 to the left into the A-Z group. 

5-12 

Here are the steps for creating a calculated category: 

1. Place the cursor one column to the right of where you want the 
calculated category to appear. 

2. Press "OPEN-APPLE"-"K" (for calculated category). A column 
called 'Calculated" appears in the space. The examples of informa­ 
tion in that column consist of "9" 's, which means the category will be 
right justified. In addition, I I I E-2 Pieces requests a name for the 
calculated category. 

3. Type the name of the category and press "RETURN". The category's 
name can be up to 20 characters long. This is the name that will 
appear on the report. 

4. Type the calculation rules using the letters associated with the 
appropriate columns. Use the following keys to designate the four 
functions. 

All operations are performed from left to right. 

After you enter the calculation rules, they appear above the double line at 
the top of the display. I I I E-Z Pieces then asks you how many decimal 
places to include in this category. · 

5. Type the number of decimal places to include and press "RETURN". 
Just press "RETURN" if you want to accept I I I E-Z Pieces' default 
value for this number. I I I E-Z Pieces asks you how many blank 
spaces to include after this category. 
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Creating a Labels-Style Report 

Figure 5-5. 
Labels-Style Report Format Display 

Options for creating the labels-style report are described in the 
following sections. 
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To create a labels-style report, follow these instructions: 

1. Start in the Review/Add/Change of the file you want to create a 
report for. 

2. Press "OPEN-APPLE"-"P". I I I E-Z Pieces presents the Report 
menu. 

3. Choose "Create a new "labels" format". I I I E-Z Pieces prompts you 
for the name of the report. 

4. Type the name of the report, which can have up to 19 letters, 
numbers, or special characters. Press "RETURN". I I I E-Z Pieces 
presents the Report Format display. 

Figure 5-5 illustrates the labels-style Report Format display for the 
User Group file. 

�I 

�I 

�· 

I! I Controlling Group Totals 

I I I E-Z Pieces Tips 
Follow the procedure above to get group totals 
(subtotals) for categories. But, in addition, use 
the "OPEN-APPLE"- "G" function on the cate­ 
gory that should "control" the group totals. 

decimal places. The "9"'s will be replaced by the entries in the category 
when you print the report or by blanks if there is no information in the entry. 

The double dashed line below the category indicates that the report will 
include a grand total for this category. 

Here's how to remove the grand total: 

1. Place the cursor on the category with the grand total. 
2. Press "OPEN-APPLE"-"T". The sample records will replace the 

"9" 's. 

To specify group totals, or subtotals, for a category, follow the directions in 
"Adding and Removing Totals." In addition, specify which category will 
control the group totals. Whenever a change in value occurs in this control­ 
ling category, a group total is calculated and printed for categories you 
specified with "OPEN-APPLE"-"T". 

To designate the controlling category for group totals: 

1. Put the cursor on the controlling category. 
2. Press "OPEN-APPLE"-"G". 
3. Choose "No" or "Yes" depending on whether you want to print group 

totals only, or whether you want to print all the records as well. 
4. Choose "No" or "Yes" depending on whether you want to go to a new 

page after each group total. Your answer is probably "yes" if many 
records will be included in each group total. 

I I I E-Z Pieces displays the controlling category for the group totals to the 
left and above the double line on the Report Format display. 

I/ I E-Z Pieces Tips 
You may want to arrange the records in your 
report according to the controlling category, 
too. 

Summary of Considerations and Features 
You have several main considerations in creating a labels-style report for­ 
mat. These main considerations are listed in Table 5-2, along with the Data 
Base reporting features that relate to them. 
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What You Use 
"LEFT-ARROW", 
"RIGHT-ARROW", "UP-ARROW", 
"DOWN-ARROW", and "RETURN" 

What You Want 
Move the cursor left, right, up, or 
down 

Moving the Cursor 

I I I E-Z Pieces Tips 
Although you can move the cursor anywhere 
through the categories, you can move catego­ 
ries only when the cursor is on the first character 
of the category. 

To move the cursor about on the display, use the following cursor move­ 
ment keystrokes: 

Moving Categories 
To place categories where you want them on the report, I I I E-Z Pieces lets 
you move them about on the display. To move categories: 

1. Put the cursor on the first character of the category you want to 
move. 

2. Use the following cursor movement keystokes: 

Printing Category Names on the 
Report 

Adding or Changing Report 
Names or Titles 

Chapter 13, "Printers and Printing" 

Data Base Feature 
Moving the Cursor 

Moving Categories 
Deleting Categories or Spacing 
Lines From the Report 
Inserting Spacing Lines or Pre­ 
viously Deleted Categories 
Left Justifying Categories 

Arranging Records 

Changing Record Selection Rules 

Looking at Records 

Table 5-2. 
Main Considerations for Labels-Style Reports 

Providing a title for your report 

Communicating with your printer 

Getting records in the right order 

Including the records you want 

Checking records in the format 
you created 

Including category names with 
entries 

Main Consideration 
Moving the cursor on the Report 
Format display 

Placing categories on the report 

I I I E-Z Pieces protects the first two letters of a category name and thus 
won't let you move one category on top of or through these first two letters. 

What You Want 
Move the category left, right, up, 
or down 

What You Use 
"OPEN-APPLE"- "LEFT-ARROW", 
"OPEN-APPLE"-"RIGHT-ARROW', 
"OPEN-APPLE" - "UP-ARROW", or 
"OPEN-APPLE"-"DOWN-ARROW' 

Deleting Spacing Lines or Categories From the Report 
You can delete spacing, or blank, lines or categories you don't want to print 
on the report. 
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To delete spacing lines or categories: 

1. Put the cursor on the first character of the category or on the spacing 
line you want to delete. 

2. Press "OPEN-APPLE"-"D". When you delete a category, a spacing 
line remains. which you may delete if you want. 

I I I E-Z Pieces Tips 
Deleting categories means they don't print on 
the report, not that they are deleted from the file. 
You can reinsert deleted categories any time you 
want by using the "OPEN-APPLE"- "I" feature. 
Spacing lines enable you to place categories 
correctly in a labels-style report. You can control 
spacing lines by deleting and inserting them 

Follow these steps to left justify categories: 

1. Place the catgories side by side in the order you want them. 
2. Put the cursor on the first character of the category you want to left 

justfiy. This is the category on the right. 
3. Press "OPEN-APPLE"-"J". I I I E-Z Pieces displays the" "charac­ 

ter to the left of the left justified category. 

I I I E-Z Pieces Tips 
You can see the effect of left justifying a category 
only by using the "OPEN-APPLE"-"P" command 
to actually print the report or display it on the 
screen. 

Arranging Records for the Report 

NOTE: 
See "Changing Record Selection Rules" in 
Chapter 4. 

NOTE: 
See "Arranging Records" in Chapter 4 for infor­ 
mation on how records are arranged. 

You can arrange records for the report so the records are printed in any 
order you want. The record arrangement specification is not saved with the 
report format, however. To arrange records: 

1. Move the cursor to the category by which you want your records 
arranged. 

2. Press "OPEN-APPLE"-"A". 
3. Choose the way you want the records arranged. 

Changing Record Selection Rules 

When you first create a report format, the record selection rule is "Selection: 
All records". Thus, all records are included in the report. You can change 
record selection rules so that only records that meet the rule you specify are 
displayed or printed. Record selection rules stay with the report format and 
change only when you change them. 

To change the record selection rule, use the "OPEN-APPLE"-"R" command. 

Without Left Justifying 
Joe Maxwell 
Josephine Maxwell 

With Left Justification 
Joe Maxwell 
Josephine Maxwell 

You can insert spacing lines or previously deleted categories. To do so, 
follow these steps: 

1. Put the cursor where you want the category or spacing line to be 
inserted. 

2. Press "OPEN-APPLE"-"I". I I I E-Z Pieces displays the names of 
deleted categories so that you can choose the one you want. It also 
gives you the option of inserting a spacing line above the cursor 
position or one below the cursor position, unless you already have 
the maximum, 15 lines. If you want to insert a line below the last 
category, just press "RETURN". 

3. Choose the option you want. It is inserted into the report format. 

Left Justifying Categories 

I I I E-Z Pieces lets you place two categories so that they print right next to 
each other. This is called left justifying categories. It is most useful when you 
are creating a report format to print lables. 

Here are examples of names on labels with and without justifying the last 
name category: 

Inserting Spacing Lines or Previously Deleted Categories 
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.. 
Press "OPEN-APPLE"-"O" from 
the Report Format display. 

Press '1ESC''. 

Ylh2t You Do What You Want 
I ndlcate that you want to work 
with printer options 

Return to the Report Format 
display after you are finished with 
the printer options. 

In addition, you give a report a title. The title can be up to 79 characters wide. 
It is printed at the top center of each page of your report. 

To change a report name or give the report a title: 

1. Press "OPEN-APPLE"-"N". I I I E-Z Pieces prompts you for the new 
report name. 

2. Type in the new name of the report, which can be up to 19 charac- 
ters long. Then press "RETURN". Or just press "RETURN" if you don't want 
to change the report's name. 

3. Type in the report's title at the cursor position, above the double line, 
and press "RETURN". Just press "RETURN" if you don't want to change 
a title you previously gave the report. 

Working With Printer Options 
After you create a report format for a tables-style or labels-style report. you 
must communicate certain information to I I I E-Z Pieces about how it 
should work with your printer. You do that by using printer options. 

Here's how to tell I I I E-Z Pieces you want to work with printer options: 

After you indicate you want to work with printer options, I I/ E-Z Pieces 
presents the Printer Options display. The Printer Options display for tables­ 
style reports is illustrated in Figure 5-6, and the Printer Options display for 
labels-style reports is illustrated in Figure 5-7. 
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What You Do 
Press "OPEN-APPLE"-"Z" 

Press "OPEN-APPLE"-"1" through 
"9" to move proportionally 
through the file 
Press "OPEN-APPLE"-">" (no 
"SHIFT") to display next record 
Press "OPEN-APPLE"-"<" (no 
"SHIFT") to display the previous 
record 

Press "OPEN-APPLE"-"Z" 

What You Want 
To zoom in to actual records 

To move about through the files 
after you zoom in 

To zoom out to the category 
names again 

Looking at Records 

The Report Format display displays the category names for the report format 
you are working on. You can zoom in to check actual records, if you want. 
When you do, you see what the information looks I ike in the format you have 
specified. After you have zoomed in to the first record in the file, you can 
move through the file, looking at additional records. 

Printing Category Names on the Report 

You can specify that category names should be printed on the report as well 
as the actual entries. To request a category name with the entries: 

1. Put the cursor on the first category name you want to appear on the 
report. 

2. Press "OPEN-APPLE"-"V". The entry from the first record in the file 
appears next to the category name to show you how the printed 
information will look. 

To remove a category name from the report: 

1. Put the cursor on the first letter of the category name you want to 
remove from the report. 

2. Press "OPEN-APPLE"-"V". 

AddDng or Changing Report Names or Titles 

The report name you give a report format appears at the top left of the report 
when you print it and at the top left corner of the "REPORT FORMAT" display. 
You can change this name whenever you want. 
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Controls 
The distance in inches the printer's 
printhead travels across the 
paper. The left edge of the paper 
shou Id correspond to where the 
printhead stops on the left. 
This number can be no greater 
than the platen width you specify 
in Other Activities menu option 
"Specify information about your 
printer( s)." 
Default = 8.0 inches 
The maximum you can use is 13.2 
inches. 

The width of the left margin in 
inches 
Numbers can be in tenths of 
inches, that is, 1.5 inches, 1.6 
inches, 2.0 inches. 
Default = O inches 
The maximum you can use is 
9.0 inches. 

The width of the right margin m 
inches 
Numbers can be in tenths of 
inches, that is, 1.5 inches, 1.6 
inches 
Default= 0 inches 
The maximum you can use is 
9.0 inches. 

The number of printed characters 
per inch 
Characters per inch can be from 4 
through 24. 
Default = 1 O characters per inch 

The Printer Option 
"Platen width (PW)" 

"Left margin (LM)" 

"Right margin (RM)" 

"Characters per Inch" 
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Tables-Style Printer Options 
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Figure 5-7. 
Lables-Style Printer Options 
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The information that follows tells how to work with these printer options. 

Using Left and Right Margin Options 
Table 5-3 describes left and right margin options. 

Table 5-3. 
Left and Right Margin Options 
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Default = 0.0 inches. This default 
value accommodates I I I E-Z 
Pieces users who have sheet feed 
printers (printers with no tractor). 
If you have one of these printers, 
you should leave the default at O 
and position the paper exactly 
where you want the first line to 
be. 
If you have a tractor feed printer, 
you will probably want to change 
this value. 
The maximum you can use is 
9.0 inches. 

The length in inches form the last 
line of printing to the bottom of 
the paper 
Default for tables-style reports = 
2.0 inches 
Default for labels-style reports = 
0.0 inches 

The maximum you can use is 
9.0 inches. 

The number of lines to be printed 
per vertical inch on the page 
Default= 6 
You can use 6 or 8. 

For example: 11.0 inches 
2.0 inches 
1.5 inches 

= 7.5 inches Printing length 

Paper length 
Top margin 

Bottom margin 

"Bottom margin (BM)" 

"Lines per inch (LI)" 

Table 5-4. 
Top and Bottom Margin Options 

When you change any of the above values, I I I E-Z Pieces instantly 
recalculates the printing length and the lines per page according to the 
following formulas: 

I 

·� 

�I 

The length in inches from the top 
of the paper to the first line of 
printing 

Controls 
The vertical measurement of the 
paper you are using, in inches 
Default= 11 inches 
The maximum you can use is 25.4 
inches 

x 12 characters per inch 

For example: 8.0 inches 
1.5 inches 
1.0 inches 

= 5.5 inches Line width 

Platen width 
Left margin 

Right margin 

Chars per inch 

"Top margin (TM)" 

The Printer Option 
"Paper length (PL)" 

x 

I I I E-Z Pieces Tips 
For tables-style reports, the characters per line 
shouldn't be any Jess than the length of the line 
on the report format, which is specified by 
"Len", followed by the number of characters 
Jong each line will be. 

Using Top and Bottom Margin Options 
Table 5-4 describes top and bottom margin options. 

- Chars per line = 66 characters per line 

Follow these steps to change the value of the left and right margin options. 

1. Type the code that stands for the option and press "RETURN". 
2. Type the new value for the option and press "RETURN". You don't 

have to type ".O" if the new value is a whole number. For example, 
if the new right margin is 1 inch, type "1 ". 

When you change any of the above values, I I I E-Z Pieces instantly recalcu­ 
lates the line width and the estimated characters per line according to the 
following formulas: 
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Controls 
If you leave the value of this 
option at I I I E-Z Pieces' default, 
"yes", I I I E-Z Pieces will not sub­ 
stitute a blank line when all 
entries on a line are blank. That 
is, it will close up lines with blank 
entries. 

Printer Options 
"Omit line when all entries on line 
are blank (OL)" 

Table 5-5. 
Other Formatting Options 

To change the value of the above options: 

1. Type the code that stands for the option and press "RETURN". 
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number, and the date. If you don't 
print a report header, the only 
information that appears across 
the top of each page of your 
report is the title ( created with 
"OPEN-APPLE"-"N"). 
The value for this option can be 
"yes" or "no". 
Default = "yes" Choose "no" for 
labels. 

Determining Spacing in Tables-Style Reports 
You can specify whether you want your tables-style report to be single, 
double, or triple spaced. I I I E-Z Pieces' default is single spacing. Here's 
how to change the spacing: 

1. Type the code that stands for the spacing you want, "S" for single 
spacing, "OS" for double spacing, or "TS" for triple spacing. 

Determining Spacing in Labels-Style Reports 
Two printer options determine spacing in labels-style reports. They are 
very important for labels themselves because labels are a fixed length, 
usually one inch, and you usually want to control the number of lines on 
each label. These two options allow you to be precise because they con­ 
trol the number of lines that will appear on each record. 

Control 

x 6 lines per inch 

Use this code if you want your 
printer to use a feature not pro­ 
vided for in Data Base reports, 
such as proportional spacing or 
boldface. To find out what special 
codes your printer can use, check 
in the manual that came with it. 
This printer option can have the 
value ''yes" or "no". Default = "no" 
If you change the option to "yes, 
//I E-Z Pieces asks for the con­ 
trol characters. Type the control 
characters and type """ when 
you finish. If you change this 
option to "no", you must include 
control characters for characters 
per inch. 

If an entry is blank, I I I E-Z Pieces 
can print a single dash to mark its 
place. 
This printer option can have the 
value "yes'' or "no". 
Def au It = "no" 

The Report header consists of the 
filename, the report name, the 
record selection rule, the page 
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Lines per inch 

"Print Report Reader at top of 
each page (PH)" 

"Print a Dash When an Entry Is 
Blank (PD)" 

"Send Special Codes to 
Printer (SC)" 

x 

Using Other Formatting Options 
Table 5-5 describes other formatting options. 

The Printer Options 

_ Lines per page = 45.0 lines per page 

Follow these steps to change the value of the top and bottom margin 
options: 

1. Type the code that stands for the option and press "RETURN". 
2. Type the new value for the option and press ''.RETURN". You don't 

have to type ".O" if the new value is a whole number. For example, 
if the new bottom margin is 1 inch, type "1". 



I 
I 

"Keep number of lines the same 
within each record (KS)" 

If you change this option to "no", 
I I I E-Z Pieces will include a 
blank line in your record even if 
there is no entry for any category 
on that line. 
If you change this option to "no", 
the next option, "Keep number of 
lines the same within each 
record", is eliminated. 

If "OL" is "yes" and you leave the 
value of this option at I I I E-Z 
Pieces' default, "yes", I I I E-Z 
Pieces will make sure that all of 
your records have the same 
number of lines by adding extra 
blank lines at the bottom of the 
record. 
If "OL" is "yes" and you change 
this option to "no", all your 
records won't contain the same 
number of lines if there are blank 
entries. 

To change the value of the above options: 

1. Type the code that stands for the option and press "RETURN". 

I I I E-Z Pieces automatically changes the value to its opposite. 

I I I E-Z Pieces Tips 
Here's how the "OL" and "KS" options apply 
specifically to printing labels. Suppose you have 
the following report format and record: 

Name: Randy Sletter 
Company: - 
Address: P.O. Box 2 
City/State/Zip: Central City, TX 77047 
(spacing line) 
(spacing line) 

Here's how the record would print with the var­ 
ious "OL" and "KS" options: 
With "OL" = "yes" and "KS"= "yes" 

Randy Sletter 
P.O. Box 2 
Central City, TX 77047 
(spacing line) 
(spacing line) 
(spacing line) 

I 
l 

With "OL" = 'yes" and "KS"= "no" 
Randy Sletter 
P.O. Box 2 
Central City, TX 77047 
(spacing line) 
(spacing line) 

With "OL" = "no 
Randy Sletter 
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P.O. Box 2 
Central City, TX 77047 
(spacing line) 
(spacing line) 
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Chapter 6 

Understanding the Word Processor 
The Word Processor's Two Main Functions 6-1 
Activity Flow 6-2 
File Guidelines 6-2 

I I I E-Z Pieces' Word Processor allows you to work with documents: reports, 
letters, memos, chapters. The Word Processor makes it easy for you to 
create professional looking documents in record time. 

This chapter discusses the Word Processor's two main functions, illustrates 
its flow of activities, and discusses its file guidelines. 

The Word Processor's Two Main Functions 
I I I E-Z Pieces' Word Processor features have two main functions, as Figure 
6-1 shows. The first function, working with information in Word Processor 
documents, allows you to type documents and quickly and easily edit 
mistakes and make other necessary changes. You can also use special 
features that allow you to delete, move, or copy blocks of text within docu­ 
ments, replace old information with new information, find specific informa­ 
tion, and others. 

The second function, formatting documents, lets you specify the exact 
layout, or arrangement, of your document. When you format documents, 
you create specifications for each document that control margins, paging, 
and that require special printing techniques such as boldface and under­ 
lining. 

WORD PROCESSOR 

FORMATIING DOCUMENTS WORKING WITH 
INFORMATION IN DOCUMENTS 

SPECIFY LAYOUT t- I 
TYPE/EDIT I 

I CONTROL MARGINS/PAGING/ETC.: jDELETE/MOVE/COPY BLOCKS 

I SPECIAL TECHNIQUES BOLD/UNDERLINE j ;FIND/REPLACE INFORMATION 

Figure 6-1. 
Overview of Word Processor 
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Chapter 7 

Working With Word Processor Documents 
Making a Document .. . · · · · · · · · · · · · · · · · · · · · · · · · · · · · · · . . . . . . . . . . . . . 7 - 2 

Plann_1ng a Word Processor Document 7-2 
Creating the Document 7-4 

From Scratch ..... 
t t t t t t • t • t • t t ' t t • • t • + t t t t I t • t • • • • I I t I I • • t t 7 -4 

_From a Te�� (ASCII) File 7-5 
Typing and Ed1t1ng Information . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7-5 

Word Wraparound... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . · · · · · 7-5 
Usin "RETURN" . 

g .. · · · · · · · · · · · · · · · · · · · · · · · · · · · · · · . . · . . . . . 7 -6 
lns��ting lnform�ti?n : : : : : 7-6 
Str.1�1ng Over Existinq Information 7-7 
E�1t1ng Information 7-7 

Moving the Cursor Within a Document . . . . . . . . . . . . . . 7-8 
Viewing Your Document : : : : : : : : : : : : : 7-9 
Text � Case-Sensitive Text 7-9 
Delet1n.g lnfo�m�tion 7-10 
Replac1n� Existinq Information 7-11 

Replac�ng One or Several Occurrences of Information 7-11 
R�plac1ng Al! Occurrences of Information 7-12 

Movi �g Text Within a Document . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7-13 
�op�1ng Text Within a Document 7-14 
Findinq Information...................... 7-15 

F!nd�ng Text : : : : : : : : : : : : : : : : : : : : : 7-15 
�1nd1ng a Specific Page 7_17 

Us�nfrMar�ers 7_18 
e 1ng arkers............................. 718 

F. d. 
. . . . . . . . . . . . . . . . - 

. 1� 1ng a .Marker 7-18 
F1n.d1ng Options for Printer 7-19 
Using .Tabs 7_19 

Sett1.ng and Clearing Tabs 7-19 
Mov1.ng the Cursor to Tabs. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 7-19 

Changing the Name of Your File 7-20 

I 

I 
I 

I 
I 

I 
I 

I 

·� 

WORD PROCESSOR 

I 
REVIEW/ ADD/CHANGE 

TYPE/EDIT DOCUMENT SPECIFY FORMATS 

I 
PRINT DOCUMENTS 

Figure 6-2. 
Word Processor Flowchart 

The only Word Processor file guideline is for the length of a Word Processor 
file. A Word Processor file can be 3584 lines maximum. For single-spaced 
pages of 54 lines each, that's about 66 pages. 

Another way of judging Word Processor file size is by number of characters: 
a file with 47 ,000 characters (maximum size for a computer with 128K RAM) 
is about eighteen pages long. A file with 175,000 characters (maximum size 
for a computer with 256K RAM) is about 70 pages, however the maximum of 
66 pages discussed above will still apply, so the overall maximum is 66 pages 
for a 256K computer. 

File Guidelines 

Activity Flow 

Figure 6-2 is a flowchart of your activities with Word Processor files. Whereas 
the activities of I I I E-Z Pieces' Data Base fall into two different areas ' 
Review/ Add/Change and Report, all the Word Processor's activities take 
place in Review/ Add/Change. 

6-2 
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!t's easy .to use the Word �rocessor's features to type documents, editing 
information as yo.u g.o; �ov1ng, copying, and deleting blocks of text when­ 
ev�r necessary; findinq information; and replacing incorrect information 
This chapter explains features that allow you to get the information yo� 
want in your documents with a minimum of effort. 
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NOTE: 
See "Controlling Vertical Spacing" in Chapter 8. 

4. Spacing 
- Single spacing . 
- Double spacing 
- Triple spacing 

I I E-Z Pieces' default is that you'll want single spacing. 

I I I E-Z Pieces' default is that you'll want your lines unjustified. 
NOTE: 
See "Controlling Layout" Chapter 8. 

Just a few keystrokes let you change any of the above default values to the 
value you want, either at the beginning of or within your document. 

In addition to the specifications listed above, you may want to think ahead of 
tabs. Tabs are set initially every five spaces. You can reset them at the 
beginning or as you go. 

If you're formatting certain types of formal business documents, you may 
want to think about these specifications. 

- Layout techniques such as page headers and footers. You may have 
standard ones in your company, or you can create them as you go. You 
can create them after you're finished with the document, too, if you want. 

- Section headers. If you're following a ·standard procedure or want to 
create one, you may want to use a system of headers to start with. 

You may never use any special layout techniques or section headers. You 
may never even underline or use boldface. What you should be convinced 
of, however, is I I I E-Z Pieces' flexibility. You can make up your mind about 
specifications or change your mind at any time, and I I I E-Z Pieces will 
respond. 

I� 

!! I 

NOTE: 
See "Controlling Horizontal Spacing" in Chap­ 
ter 8. 

1. Specifications for vertical spacing. / / / E-Z Pieces provides these 
default values: 
- Paper length = 11.0 inches 
- Top margin = 0.0 inches 
- Bottom margin = 2.0 inches 

Lines per inch = 6 

Planning a Word Processor Document 
/II E-Z Pieces' Word Processor is very flexible. Assuming that you have 
some vague idea of what you want your document to say, all that's required 
when you plan it is that you know/// E-Z Pieces' default settings about how 
your document should look. These default values are contained in 
specifications that come with all new Word Processor documents. You can 
use these default values or change them. 

Here are the default values that will be beginning specifications for every 
new document you create: 

1. Specifications for horizontal spacing./// E-Z Pieces' default values 
are: 
-Platen width = 8.0 inches 
- Left Margin = 1.0 inches 
- Right Margin = 1.0 inches 
- Characters per inch = 1 O 

This section tells how to plan a new Word Processor document and how to 
make a Word Processor document from scratch or from a text (ASCII) file. 

Making a Document 

NOTE: 
See "Controlling Vertical Spacing" Chapter 8. 

3. Whether lines should be 
- Unjustified-that is, even left and uneven right margin 
- Justified-that is, both margins even 
- Centered 
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I I I E-Z Pieces Tips 
You can make a Word Processor file containing 
nothing but specifications you use frequently. 
Then, to start a new document, simply get this 
file and start putting information into it. Be sure 
to change its name before you save it, though. 
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Creating the Document 
Follow these steps to create a new document: 

1. Choose "Add files to the Desktop" from the Main Menu. 
2. Choose "Word Processor" from the Add Files menu. 
3. Choose "From Scratch" or "From a text (ASCII) file" from the Word 

Processor menu. 

I 

I 

I 

From A Text {ASCII File) 

I I I E-2 Pieces' Word Processor can use ASCII text files on SOS-formatted 
disks as sources for its own documents. Text files are made by systems such 
as Apple Writer, the Pascal Editor when the environment is set to ASCII, and 
other word processors (although ASCII may not be their native mode). 

Check the user manual of the system that originated your file to see if it 
creates ASCII text files. 

NOTE: 
Pathnames are discussed briefly in Chapter 1 of 
this manual and in the Apple I I I Owner's Manual. 

Typing and Editing Information 

Follow these steps to make a Word Processor file from a text file: 

1. If you choose "From a text (ASCII) file", I I I E-Z Pieces asks for the 
text file's pathname. If the file is in the current drive. you can type the 
name of the file and press "RETURN",. If the file is in another drive, 
type the complete pathname and press "RETURN". 

2. Type the name of the new file in response to "Type a name for this 
new file". File names can be up to 15characters long. They must start 
with a letter, and they can contain upper- or lowercase letters, 
numbers, periods, and spaces. Then press "RETURN". 

I 

I 

I 

I 

WhHe y<>ull tlllrt typing your new document 

1 The name of your new rile 

.- ) F- ,, .- , - N.- .,, - C·c1- cvm- .n- � ,-' .E•.�1ru -.DU-'CHHP 1t;e £-s:-c:�oe-: �;,. r- 1·1.-r,u 
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2 4 Any Information you type now 

I wltt be lnset'led Into the document 

3 -.W labs are set now, every fiw ._ 

From Scratch 

Follow these steps to make a file from scratch: 
1. Type the name of the new file in response to "Type a name for this 

new file". File names can be up to 15 characters long. They must start 
with a letter, and. they can contain upper- or lowercase letters, 
numbers, periods, and spaces. Then press "RETURN". 

Figure 7-1 illustrates the display for a new Word Processor document. 

It's easy to type information into Word Processor documents and then edit 
incorrect information. Guidelines follow. 

------------------------------------------------------------------------------- Word Wraparound 
Tho "llM Indicator" and the "column lndlc1to<" toh cursot position on lht clltptay 

Figure 7-1. 
New Word Processor Document 

At first you may be a bit intimidated by a blank screen. Most writers are. If 
you don't know how to begin, type anything. You can always delete it. Or, if 
you're having trouble thinking of an opening line, start with another line, 
perhaps in the middle. Hardly anyone does an opening line first, anyway. 

7-4 

When you type information into a document, the lines of informatiun go into 
the document as if they were wrapped around a pole. This feature is called 
word wraparound. 

Lines of information in a paragraph are actually long spirals of characters. 
I I I E-2 Pieces formats each line for you according to the margins you have 
set so that words do not break at the end of lines. If you come to the end of a 
line in the middle of a work, I I I E-2 Pieces brings the whole word to the 
beginning of the next line. 

NOTES: 
Control word wraparound by using sticky spaces, 
which do not allow breaks between words. 
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Use the overstrike cursor, which is the blinking square cursor, when you 
want to type over existing information with new information. Strikeover 
within old text is limited by existing carriage returns. That is, you can strike 
over characters up to an existing carriage return. When the cursor comes to 
the carriage return, characters are inserted. They push the carriage return 
along until you finish what you are typing. 

Figure 7-3 shows and example of striking over existing information. 

Striking Over Existing Information 
See "Using Sticky Spaces" in Chapter 8 for 
information on how to use sticky spaces. 

Using "RETURN" 
Each time you press "RETURN", you get a space one line long. You do not 
press ''RETURN" at the end of each line of information within a paragraph as 
you do when you type with a typewriter. Instead, you just keep typing. 

A paragraph has only one "RETURN1'-at its end. 

Press "RETURN" when you want 

- To end a paragraph. 
- To create a blank line. 
- To end a line without any punctuation, at the end of each line of the name 

and address lines in a letter, for example. 

Inserting Information 
Use the insert cursor, which is the blinking bar cursor, when you want 
information you type to be inserted. Anything you type with the insert cursor 
goes to the left of the character the cursor is on. The character the cursor is 
on and to the right of it moves to the right. Figure 7-2 shows an example of 
inserting. 

Figure 7-3. 
Striking Over 

1. If you don't have it, get the overstrike, blinking square, cursor: press 
"OPEN-APPLE"- "E". 

2. Move the cursor to the "r" in "royjrt ,sir upi". 
3. Type "either make you". 
4. Move he cursor to the space between "x" and "an". 

5. Press DELETE once. 

: : :o � .= I? : ; , n ·;. t -. � .; ""• r ' 1 :: n ,;i e, ; "•1'1 ,: -, 1 1 ..;, :, t,.::, 3 1:,1 • � 

rr,? . t,,;.- r, i;. l c. tu r to ,: ,:,inc, ;1 r e,- • :,•Jr .; � ' � t ,::\ C• r � , , 1:, u i 
i.1, r.n 1 r,,':J c ;�1·:l 1 01'- t e,-:, i:. E ;trr,, r,, ,.,,;, -:. :,:irr,:,,:,:, ""� 
c., r c., f ' i c,,. th,:- -: .;- ,: � r, .� 1 d :o, t .;, ; , i:11j ·= ;,. r � :--. ;. 1 • z � · .c-•; r 
i:- .. ·�· :t:-.;r,,dt--t.i :-.: :-. ot"!"-1_;i':'t",;,1, •. : .... t: ;b.� t· tc, 
,:.:,nfc.rrr. r r, -:u-:r, ,rr.c1.:,r':;ir1l ,:,r1:-�: ;.: ,.:.1Jr n-,,:,t:O.,e,r:; 

When you're editing information, use 

- DELETE to erase one character to the left of the cursor. 
- CONTROL and Y to delete information to the end of the line the cursor is 

on, up to a carriage return, if there is one. The Word Processor closes the 
space created. 
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Editing Information 
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Figure 7-2. 
Inserting 

1. Get the insert, blinking bar cursor if you don't have it: press 
"OPEN-APPLE"- "E". 

2. Move the cursor to the "a' in "as a vote-getter". 
3. Type "and weaknesses" and press SPACE once. 
4. Move the cursor to the "y" in "your mother's maiden name". 
5. Type "as the shape of your ears and" and press SPACE once. 



Viewing Your Document 

Text and Case Sensitive Text 

Move the cursor to the bottom of "OPEN-APPLE"-"DOWN-ARROW" 
th is screen and then to the 
bottom of the next screenful of 
information (20 lines) 

Move the cursor to "OPEN-APPLE"-"UP-ARROW" 
the top of this screen and then to 
the top of the previous screenful 
of information (20 lines) 

Move the cursor through a "OPEN-APPLE"-"!" through "9" 
document 

For the most part, I I I E-Z Pieces follows this rule: What you see is what you 
get! That is, whatever you see displayed is what you will get when you print. 
It's easy, therefore, to get a pretty accurate idea of how a document will look 
just by looking at how it's displayed. 

Several I I I E-Z Pieces features will bend the rule a bit: 

- Characters printed in proportional spacing will look different from those 
on the screen because characters on the screen are all the same width. 

- Printer options noted by a caret on the screen cause the number of 
characters per line on the screen to be different from the number of 
characters when printed, because carets don't print. 

- Printing with more than 12 characters per inch or 79 characters per line 
may cause what's.printed to look different from what's on the display. 

- Double or triple spacing. 
- Page headers and footers not shown on each page of the display. 

For example, if you print with 10 characters per inch and use 110 printer 
options with carets, you can expect that what you see is what you get. If you 
have a wide printer platen or use very narrow margins, however, the rule 
doesn't work because more characters will print on each line than can be 
displayed. 

I 

"OPEN-APPLE"-RIGHT-ARROW 
or LEFT-ARROW 

UP-ARROW, DOWN-ARROW 

RIGHT-ARROW, LEFT-ARROW 
LEFT-ARROW moves the cursor 
backwards from the first 
character on a line to the last 
character on the preceding line. If 
that line is blank, the cursor 
moves to the first space on it and 
then immediately to the end of 
the line above it. 

Move the cursor up to down from 
line to line 

I I I E-Z Pieces Tips 
Zoom in to see all the existing cursor returns. 
They're noted as "backslashes" when you're 
zoomed in to the text. Press "OPEN-APPLE"-"Z" 
to zoom in. You can be zoomed in or out when 
you insert new information or strike over existing 
information. 

Move the cursor to the right or to 
the left from character to character 

Move the cursor to the right or left 
to the space before the next or 
preceding word or group of 
characters 

- The Word Processor's cursor movement keystrokes to move the cursor 
past characters without changing them. 

- "OPEN-APPLE"-"E" to change between the insert and the overstrike 
cursors. 

Moving the Cur�or within a Document 
It's easy to move the cursor though a Word Processor document. You can 
move it character by character, word by word, and line by line, or you can 
move it through larger units of information. 

To move the cursor within a Word Processor document: 

Move the cursor to the next 
tab stop 

Move the cursor to the previous 
tab stop 

"TAB" 

"OPEN-APPLE"-"TAB" 

There are two types of text that can be found or replaced. When you choose 
Find or Replace, you must also choose what type of text you want to work 
with: 
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"Text" will find or replace text that is written in any combination 
of upper-or lowercase characters. For example, if you want to 
find the word "the", I I I E-Z Pieces will also find "THE" and 
"The". 

"Case sensitive text" will find or replace only those occurences 
of text that exactly match the character you type. For example, 
if you specify the word "The", it will only find "The", and not 
"the" or "THE". 

To delete printer options, zoom in, move the 
cursor to the line you want to delete, press 
"OPEN-APPLE"- "D", and then press "RETURN". 
To delete a pagebreak line, put the cursor 
anywhere on the line, press "OPEN-APPLE"­ 
"D", and then press "RETURN". If you do delete 
these lines, however, the existing page calcula­ 
tions go away, and you will have to recalculate 
page breaks. 

"mountains" will be the best guess 
for the next replace or find. 

If you last asked I I I E-Z Pieces 
to replace "mountains" with 
"rnolehi tis" 

If the text cannot be found, I I I E-Z Pieces responds with "Not found, press 
Space Barto continue". That message means the text isn't in that part of the 
file you asked// I E-Z Pieces to search, or in the whole file if you started at 
the beginning. 

Replacing One or Several Occurrences of Information 

When you follow these instructions to replace one or several occurrences of 
information with new information, you can decide whether or not to make 
the replacement beforehand: 

Replacing Existing Information 
/ / / E-Z Pieces lets you replace one, several, or all occurrences of 
information within a document with new information. Whether you decide 
to replace occurrences one at a time or all at once depends on whether you 
want to see each occurrence before the replacement. 

The replaced text is the existing information. The replacing text is the new 
information. Both can be up to 30 characters long. 

/ / / E-Z Pieces keeps a record of the last text you asked it to replace or find 
("OPEN-APPLE"-"F"). When you ask to replace text the next time, I I I E-Z 
Pieces supplies the last replaced or found text as its best guess for what you 
want this time. Press "RETURN" if you want to replace the next occurrence 
of this same information. Or type new text and press "RETURN" if you want 
to replace different information. 

For example, 

I I I E-Z Pieces Tips 
Follow this procedure to delete screenfuls of 
information at a time: press "OPEN-APPLE"-"D". 
Then press "OPEN-APPLE"- "UP-ARROW" until 
you have highlighted enough information. Then 
press "RETURN". 
You can delete to the end of your document, too. 
As a matter of fact, you can delete your wnole 
document at once. First, press "OPEN-APPLE"­ 
"1 ". Then press "OPEN-APPLE"- "D" and "OPEN­ 
APPLE"- "9". Then press "RETURN". 

• 1. Move the cursor to the beginning or the end of the information you 
want to delete. 

2. Press "OPEN-APPLE"-"D". 

3. Move the cursor to the beginning or end of the information you want 
to delete. I I I E-Z Pieces highlights this information as you go. 
deleted information was. (If you change your mind about deleting, 
press ESCAPE instead). 

Deleting Information 
You can delete information in two ways: you can use the DELETE key 
(BACKSLASH key on older Apple I I I computers) or the Delete command. 
Both delete methods take you at your word: anything you delete is gone. 

If you are typing and make a mistake, you should delete backwards, 
character by character: 

- Press DELETE to erase incorrect information and back the cursor up to 
where you can start typing again. 

If you want to delete larger chunks of text, follow these steps: 
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I I I E-Z Pieces Tips 
If you move part of a paragraph, I I I E-Z Pieces 
closes up the space where the information was. 
Try to move only the information you want, with 
or without surroundings spaces, blank lines, or 
carriage returns. You may have to adjust spac­ 
ing, however, after you move the information. 
That's easy to do-delete spaces with DELETE. 
And add spaces with the insert cursor and 
"SPACE". 
The copy feature is similar to the move feature 
except that copy lets you leave the text in its 
original place, too. 

1. Move the cursor to the first or the last character of the information 
you want to move. 

2. Press "OPEN-APPLE"-"M" (for Move). 
3. Choose "Within document". Then I I I E-Z Pieces presents the text in 

zoomed-in format, so you can see all the cursor returns and printer 
options in the text. They help you be very specific about what 
information you move. 

4. Move the cursor to the end or the beginning of the information you 
want to move. Then press "RETURN". 

5. Move the cursor to the place where you want to move the information. 
6. Press "RETURN" again. The information is moved. 

/II E-Z Pieces considers spaces at the beginning or end of the information 
you type to be part of the text. 

It's easy to move text within a document: words, paragraphs, or blocks of 
information up to a total of 250 lines. 

To move text within a document: 

Moving Text Within a Document 

Becomes That means 

1. Move the cursor to wherever you want I// E-Z Pieces to start 
searching. (Remember you can easily get to the beginning of a 
document with "OPEN-APPLE"-"1 ".) 

2. Press "OPEN-APPLE"-"R" (for Replace). I I I E-Z Pieces supplies 
the last found or replaced text if you have used find or replace in the 
session. 

3. Type the replaced text. Then press "RETURN". 
4. Type the new text. Then press "RETURN". 
5. Choose "One at a time". 
6. I I I E-Z Pieces highlights the first occurrence of the old information. 

Choose "No" or "Yes", depending on whether or not you want to 
replace it. 

7. I I I E-Z Pieces continues to highlight occurrences of the old 
information and asks you if you want to replace it, until it finds no 
more occurrences. 

1. Move the cursor to wherever you want I I I E-Z Pieces to start 
searching. 

2. Press "OPEN-APPLE"-"R" (for Replace). 
3. Type the text you want to replace. Then press "RETURN". 
4. Type the new text. Then press "RETURN". 
5. Choose "All". 

If you want to stop replacing at any time, press ESCAPE. 

Replacing All Occurrences of Information 

You can replace all occurrences of information automatically without 
having to check and respond yes or no before each replacement. Here's 
how: 

I I I E-Z Pieces makes all the replacements automatically. 

Making replacements automatically gives you less control over the 
replacements. For example, supposing you want to replace "the" with 
"those". Each occurrence of "the", including "there", is replaced by "those". 

To make sure I I I E-Z Pieces replaces only what you want it to, you should 
make the text to be replaced unique . You could ask I I I E-Z Pieces to 
replace '' the " with "those ", for example. Then you could eliminate the 
replacement in "there". 

"there" "those re" 
! 

Figure 7-4 shows a paragraph where text will be moved. 
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NOTE: 
Finding markers is discussed in the next section, 
"Using Markers." 

I I I E-Z Pieces Tips 
The Word Processor's move feature is similar to 
the copy feature, except that when you move 
information, you do not leave a copy in the origi­ 
nal place. 

3. Choose "Within document". Then I I I E-Z Pieces presents the text in 
zoomed-in format, so you can see all the cursor returns and printer options 
in the text. That makes it easy for you to copy exactly what you want. 
4. Move the cursor to the end or the beginning of the information you want 
to copy. Then press "RETURN". 

5. Move the cursor to the place where you want to copy the information. 
6. Press "RETURN" again. The information is copied. 

Finding Text 

When you supply text for I I I E-Z Pieces to find, I I I E-Z Pieces begins 
looking at the cursor position for the first occurence of the text, which can 
be up to 30 characters long. Then you can ask for the next occurence, if you 
want. 

/ / / E-Z Pieces finds three types of information in your document for you: 
- Text-words or phrases, usually-that you provide as comparison 

information 
- A specific page 
- A marker, which identifies a certain spot in the document 

This section provides information about the first two. 

FINDING INFORMATION 

To find specific text: 

1. Move the cursor to wherever you want I I I E-Z Pieces to start search­ 
ing. (Remember you can easily get to the beginning of a document 
with "OPEN-APPLE"- "1 ".) 

2. Press "OPEN-APPLE"-"F" (for Find). 

Figure 7-4. 
Moving Paragraphs 

1. Move the cursor to the "I" in "In spite of". 

2. Press "OPEN-APPLE"-"M". 

:� i.D ·e of t�f" rr,;,n, 1''1.r1no <fE-lt'Jrio! :,.f t"'i i ,:i:,, ir. ,:., tr­ 
f'ec�iori -f1nd1. on'. • h ..... ,;1V1, !On�t:me: .;,: .. ,, i-: ·. ,: O" �: ... , •• 
S!fJl1·1t� �"It ,,f,r.c, lJ";. : ··•!:1 Fi,r a ",unoor o" ·,:,"'.:"i, : 
i,IJi,OE'C t. 

3. Choose "Within document". 

4. Move the cursor to the blank line after the paragraph. Press 
"RETURN". 

Need to rtvtr�e the order of thtse two oaragraohs 

For f :,rnt1'1:, H�;,r. C',i· yr.,:o? ;a,n. '"! 1: r.;�r.e,r- �I: .. ,;1-t .1.-ic_ 
P.r�1;.1,j':'r-,t," ;""!;;. ;.t::,t�i?ier.• �·i: •�.; rr,.;.;,. ��c-c-1.;, �:i ':,,!,: i"• i t�ta� 
t1:1-19 "1g!",t ; .; 1ete,r-i-r� tc trt� v-l,1i:;. t: ;.'" ; ... � ::,<:"',. 
4•-:.tor, f'li.<: �!"!Q...ir .. ,.f;t.;. riur,blr ot �·r!:"! ,j{''"t,; �;; :,i?e- ,::ir·i:""·:· 

,., t"'1cut damag1'l9 .... ,e,r 001 • :,;1 c;.rfo?'"�. 

5. Move the cursor to the "F" in "For example,". 

6. Press "RETURN". 

7. Adjust spacing, if necessary. 

Copying Text Within a Document 
Copying text within a document makes it easy to duplicate (or "boilerplate") 
paragraphs or sections you want to appear several times. You can make an 
exact copy of text wherever you want and then make changes if necessary. 
You can copy up to a total of 250 lines at once. 

To copy text within a document: 

1. Move the cursor to the first or last character of the information you want 
to move. 
2. Press "OPEN-APPLE"-"C" (for Copy). 
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3. Choose "Text" to indicate you want to find specific text. If you have 
already used find or replace, I I I E-Z Pieces supplies the last found 
or replaced text. 

4. Type the text and press "RETURN". I I I E-Z Pieces moves the cursor 
to the text and highlights it. 

5. Choose "No" or "Yes", depending on whether you want I I I E-Z 
Pieces to find the next occurence of the text. 

Spaces at the beginning or end of the comparison information are part of the 
text. 

I I I E-Z Pieces keeps a record of the last text you asked it to find or replace 
(OPEN-APPLE-"R"). When you ask to find text the next time, I I I E-Z Pieces 
supplies the last found or replaced text as its best guess for what you want 
this time. Press "RETURN" if you want to find the next occurence of this 
same information. Or. type new text and press "RETURN" if you want to find 
different information: 

Figure 7-6. 
Finding Information 

Here's how to find the occurences of "caucussing": 
1. Press "OPEN-APPLE"-"F". 
2. Choose "Text". 
3. Type "caucussing" and press "RETURN". The cursor 

moves to the first occurence of "caucussing". 
4. Choose "Yes" if you want to find the next occurence of 

"caucussing". "Caucussing" will be I I I E-Z Pieces 
best guess for your next find or replace. 

Finding a Specific Page 
To find a specific page, follow these steps: 

1. Press "OPEN-APPLE"-"F". 
2. Choose "Page". 
3. Type the page number and press "RETURN". 

l 

I 

For example, 

If you last asked I I I E-Z Pieces to 
replace "29 giraffes" with 
"30 elephants" "29 giraffes" will be the best 

guess for the next find or replace. 

I I I E-Z Pieces does not search through printer options for the information 
you want, because printer options are not considered text. 

If the text cannot be found, I I I E-Z Pieces responds with "Not found, press 
Space Bar to continue". 

Some Examples 
Figure 7-6 shows text with several items of information found. 
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I I I E-Z Pieces Tips 
I I I E-Z Pieces starts searching for markers at 
the beginning of the document. 

I I I E-Z Pieces Tips 
Watch the column indicator as you are setting 
tabs. 

Setting and Clearing Tabs 
Here's how to set and clear tabs. 

1. Press "OPEN-APPLE"-"T". The cursor moves to the double line at 
the top of the screen, where tabs are noted with a vertical I ine. 

2. Use LEFT-ARROW and RIGHT-ARROW to move the cursor to 
wherever you want to set or clear a tab. Type "S" to set a tab or "C" to 
clear a tab in that spot. 
Or type "R" to remove all existing tabs. 

3. Press ESCAPE when you are finished setting or clearing tabs. 

Using Tabs 
Tabs are always noted by a vertical line in the dashed line across the top of 
the display. Tabs let you control the movement of the cursor across a line. 
New documents have tabs every five spaces. Using tabs involves setting and 
clearing the tabs and then moving the cursor to the tabs. 

Find Options for Printer 
Finding printer options is much like finding other information in I I I E-Z 
Pieces. After pressing "OPEN-APPLE"-"F", choose "O" and the list of printer 
options will appear. Select the option you wish to find and press "RETURN". 
JI I E-Z Pieces will find the next occurence of that option. 
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Using Markers 

To get to any page past 1, you must have already 
calculated page numbers (OPEN-APPLE-"K") 
or printed the document (in which case/// E-Z 
Pieces automatically paginates the document). 

I I I E-Z Pieces Tips 
I I I E-Z Pieces starts searching for pages from 
the beginning of the document. The cursor 
moves to the first character on the page you 
request. 

I I I E-Z Pieces Tips 
The marker number can be any number between 
1 and 254. That's probably enough! 

Markers are places you identify in your document. They help you move the 
cursor to specific places quickly. After you identify a place (or "set a 
marker"), it's easy to jump to that place (or "find a marker"). 

Setting Markers 

Follow these steps to set a marker: 

1. Move the cursor to the place in the document where you want to set 
the marker. 

2. Press "OPEN-APPLE"-"O" (for printer Options). 
3. Type "SM" (for Set Marker) and press "RETURN". 
4. Type the number of the marker, "1 ", "2", or "3", for example. 
5. Press ESCAPE. 

Finding a Marker 

Once you identify the spot by setting a marker, it's easy to jump to that spot 
by asking I I I E-Z Pieces to find the marker. 

To find a marker: 

1. Press "OPEN-APPLE"-"F". 
2. Choose "Marker". 
3. Type the number of the marker ("1", "2", or "3", for 

example), and press "RETURN". 
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Moving the Cursor to Tabs 

To move the cursor to tabs, just press "TAB". Use "OPEN-APPLE"-"TAB" to 
move the cursor to the previous tab. 
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Chapter 8 

Formatting a Word Processor Document 

I 

I 

I 
I 

I 
I 

I 
I I I E-Z Pieces Tips 
Set tabs for formatting columns within text. 

I I I E-Z Pieces Tips 
I I I E-Z Pieces changes the name of the file on 
the desktop. When you save the file, it is saved 
with the new name. That means yo.u still have the 
file under its old name, if it is an old file. You may 
want to delete the file from the disk under its old 
name. 

Changing the name of the file is one way to keep 
several copies of the same file and make sure 
you know the difference between them. 

Changing the Name of your File 
Here's how to change the name of your file: 

1. Press "OPEN-APPLE"-"N". 

2. Type the new name of the file. The name can be up to 15 characters 
long. It must start with a letter, and it can contain upper- and lower­ 
case letters, numbers, spaces, and periods. Then press "RETURN". 
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Figure 8-1. 
Tower of Mammon Document 

T , I t , n the T Cj,oie r o't Ha.rrmc,n 

Pontius Pilate, Super1nte�dent, 8u1ld1n9s ano 
(,rounds 

Nicholas Beelzebub, (c:nm•ss1oner, Internal 
Works 

Sut,,1ect: 

To: 

Date : 

As the P1san arch, tect� tr. Bu, ld1n9s and Grounds can state froo1 
previous experience, 1nstab1ldy ,n tt,e +ounda t i on soil at the east 
of the tower r s the ma i n cause of the tilt. In add-t i cn , a 
s1gnlf1cant ccn tr rbut mq iactor r s the conc entr-at i on oi the gc,ld 
bu 111 on reserves In the tower s e as t w, no. Suppor t for tins 
exp 1 an a t I on l , es in t he ot, se r v a t , on c· , I ) th a t t tie E. t Yx R , v er 1 �. 

gradual I y edging westward tc,.,.iard the tc,.,.ier and {2· tr.at the 
temperature rise of I.he foundation soil troo, the west face to the 
east face of the tower , s near Iv 200° F. 

The Tower of Haim,on nc..., l e ans e as twar-o 5 degrees tr001 the vertical. 
The t r l t i s progressing at an estimated O.l degrees per /e ar . 
Toppi 1n9 wil I occur i n appprox,matelr ilOO years. 

A stud- of the nossrnl I; tY oi o,vert,n� the E,1·,\ 1T1erits 
1mplementat,on and may �,elo a long-term remedy, Advert,s,�g !he 
tower as a tourist a+tr ac t i on and cnar91n9 amu s s r ons fees coul c 
provide funds for this study, To check ano perhaps reverse the 
tilt, the only practical solution •rrvned,ately av .. 1lat.le r s to shdt 
the bull ,on to the west wing. The temperalure-r,se problem, 
howetJer, seems at present rnsol ubi e : d r s an aspect of our 
environments bas « thermal pr obl em, 11.1h1ch as ;.-c,u Knc..., ha� thus. tar 
resisted solut•o� desp, te our m0st s�ren�Oij5 ef+,rts. 

Measurements cont1rm our c r t i zens ,mpres�,c,n that the Tc...,er oi 
Harrrnon r s ti I ting. lmmeo;a�e r e l oc a t i oo oi the gold bu! l ion 
reserves to the we�.t w1r,9 c,i the tc...,er is the best -rr s t step tc1,,.1ard 
a solution. 

Sample Documents 
Take a look at several sample documents to get an idea of some of I I I E-Z 
Pieces' features for formatting Word Processor documents. The file contain­ 
ing the sample document in Figure 8-1 is called "Tower of Mammon." The 
file is on the sample files disk. You can display or print it if you want. ThP 
settings of certain printing format options are as follows 

Platen width = 8 inches 
Left margin = 1 inch 

Right margin = 1 inch 
Characters per inch = 10 

Right margin is unjustified. 
Page length = 11 inches 

Top margin = 1 inch 
Bottom margin = 2 inches 

Lines per inch = 6 
Single spacing 

Superscript 

Formatting a Word Processor document involves using printer options: 

To control horizontal spacing 
To control density of printing 
To control vertical spacing 
To control layout, such as handling paragraphs and headers and 
footers 
To use special printing techniques, such as boldface and underlining 
To control paging 
To provide information from the keyboard during printing 
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Figure 8-2. shows a page of a more formal document with several special 
formatting techniques. The file containing this document is "Qualifications" 
on the sample files disk. The settings of certain printing format options are 
as follows: 

Platen width= 8 inches 
Left margin = .5 inch 
Right margin = 1 inch 

Characters per inch = 12 
Right margin is justified. 
Page length = 11 inches 

Top margin = 1 inch 
Bottom margin = 1 inch 

Lines per inch = 6 
Single spacing 

Bullets 
Page header 

Page footer with page number 

I 

51ATEHENT OF Ql):\LIFICATICNS �D EXPERIENCE 

I. INTRODUCTICN 

I . I FORE WORD 

Our Company (OC) r s a drv r s i on of The Big Coo,pany, Inc. <TBCI) and its 
primary business 1s providing eng1neer1ng consult1n9 services for the 
development of coo,puter-based superv r sor x control and data at qu r s r t t on 
systems. TBCI staff members have been leaders 10 the control system field 
over the past 20 years. TBCI staff also have experience rn planning and 
development large systems that require computers for rn+ormat ron management 
and eng1neer1n9 planning and design. 

TBCI 1s uniquely qual if1ed to supply consult:ng services for these types of 
r omput er+based s.,stems pr cre c t s for· the fed lowing reasons: 

o Key personnel have successfully completed proJects that embrace 
every dr sc r p l r n e and t e c hnol oq r t a l area r e qu r r e o of 
computer-based process control svs tems and , nformat I on 
management systems. 

o TBCI staff a l so have experience i n research and development 
pr orer ts that use computer-ba.sed s,stems to ass r st In anal ys1 s 
of research efforts including: 

Intel I ,gent 1nformat1on retr1P.va? 

C:miputer E-,stem arch I tee ture 

Distributed dec1s1on mar.1ng 
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o HembH·s of the sta.H are a.cknc1;1l�dged leaders. rn the 
supervisory control and energv management system fields. 

o TBC.I c,r9an1zes and cmmum c at e s rn+orma t r on according to 
1ndustr• standards 1n order to max1m1ze its usefulness for TBC.I 
client, .• 

I • 2 OR!W-11 ZA Tl (N 

TBCI corporate headouarters off,ce r s located in Cupertino, C.aldc,rn,a. Its 
pro;ects are managed bra Sen10• Consultant who may be a special 1st ,n one 
or more of the technical d1sc!p!1nes included in the total cmiputer-based 
contro! system. The Pr oj er t Manager :s assisted as required by other TBCI 
s.taff members, whc, are sp�c1al ,�.t�. Hi cm,plementar:, technical dr sr rp l mes , 

Figure 8-2. 
Qualifications Document 
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, ' . .,, ..... I <i I I I " ,' !: -, • f •,rf!I, : 

- L.,.�t llc;..r91r,: �.t) :ri,;.-,e-: 
--------F,,�rr 1,t,,:i,r: l.'5 r_t,..--: 
................. ,r,:1er,1: !-.:;,;,re;; 

c 'i: t,�rf,r,r,+I r,, . .., !J'°_ .. !!1·.J!I, ..:.•:l'ltl!to!-'1 t•r.:·+��t.: 
,, ;1 i'f'IC•r,.,.�., -r• :>•::= t.l r� =-r:i 1.-,,;r,,.01,.--::i .::? 
;.r.;,;. ,..,,�,,,,�-'J :,• ·,11,c-,,, .. , t•i�l ;:,t ...... !1 >:·!•t ,,.�-! 

Figure 8-3. 
Zoomed In "Qualifications" 

f 1.-: ,j,J;I • ,:i.1 ,.:,,,; �E IEt·J -i•C !.rl..,f1•:,E E:,;c3::;�:. 110,i-1 M�n·.1 - -----...-e =======:.====-=z-----..es:::::...:�:=-========�==-=-===.-======-===--==�;;�•o�-=�-�- 

·---- .. --.1u1i • ,-t., 
-------·Gro�� �9�,n 

'f�+:J ! c.r, ev-r . qv\ • i-l ·� ii•,tr.l, 1'.",;,nf,,111,r,� t•r·· c.•;. ,,:•r 
,,- •• -.� '·Ot-: ,:.,, ... mti•.it-·-c-i.:ed i·:·..-r.: e-e c r e c r r ,:,r •t,,. 

(�-t'li'J t1r,g =�r·•iCi'i ?,:,, •r .. -Jf, -e- •:•tt"•tonl .� -orrriurer--o,:e� 
s co e r I ac.·r, ,;c,r,rr,:,, �r,:, ,:,,,,� ,...,:,;.J : • c-« -.,:t ... rr.e , lE.I 
:ti-•,- rr,trrt,f' i .t,., .... �t>� .. <t"•Je : , t,,� .rr t r c l i-:t-m, .., ,j 
o· .-, 11,, C·J�' ... ,_. �r,.t r , ,..f ... l r ! ir• ;I ac r;, •o o c,�r eor,.!:9 r, 
c,1,,,.,, ;1 -ra ,J-.. -il,:,r,m"'�' ,,. ,.- -: 1rt,ni ·r ,., , .. ,..,.,,., 
,c:cwr,p,u1.;r I ,or 1r,,r.,1n-t1+tt i, •• 1 •1J.i.t1,,1;r,1 .. 11,) + .91,,fi.r1r,9 
c. t ;r,r, r,,;. ,r.rJ ,,t 11 "'' • 

I I I E-Z Pieces Tips 
You can use all the Word Processor's features 
while you are zoomed out or in. Zoom in to keep 
track of printer options while you are working 
with a document. 

Left margin is 1.0 inches 
Information will be unjustified. 

The beginning of a group of information that shouldn't be split 
by the end of the page 

Text that follows should be indented, for bulleted items. 
Carriage returns are marked by backslashes 

Use the arrow keys to move the cursor through the document, so you can 
see the printer options. The only ones you see, though, are the ones added 
or changed from I I I E-Z Pieces' best guesses. You can see I I I E-Z Pieces' 
best guesses by using the "OPEN-APPLE"-"O" feature, described next. 

I 

j� 
I 

What are Printer Options? 
"Printer Options" are specifications that control the format of your docu­ 
ment and how its prints. Some printer options control all following text, such 
as margins; spacing; whether text should be justified, unjustified, or cen­ 
tered. These options remain in effect in your document until you change 
them. Single spacing remains in effect, for example, until the point where 
you change the spacing to double or triple. Margins stay the same until the 
point where you change them. And text is justified until you specify that you 
want it unjustified or centered. Thus you may have different margins and 
spacing in the same document, as well as justified, unjustified, and centered 
text. 

This section defines the Word Processor's printer options and tells how to 
change them. It also discusses I I I E-Z Pieces' best guesses for the main 
printer options. 

Using the Word Processor's Printer Options 

Zooming In on Printer Options 
Any time you want to see the text marked with printer options, zoom in. To 
do so, press "OPEN-APPLE"-"Z". 

When you press "OPEN-APPLE"-"Z" while looking at the Qualifications 
Document, for example, the display looks like Figure 8-3. 

Other options stay in effect in your document until you end them or until the 
end of the paragraph or line they're in, whichever is sooner. For example, 
text is underlined until you stop the underlining or until the end of the 
paragraph. The same goes for boldface. Superscripting and subscripting 
stop automatically at the end of the current line. 

Still other printer options communicate information to the printer. For 
example, Skip Lines tells the printer to skip a number of lines you specify; 
Enter Keyboard tells the printer to stop at this point so you can type 
information from the keyboard. 

I I I E-Z Pieces' printer options give you a great deal of control over printing 
your documents. 
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The distance in inches 
the printer's printhead 
travels across the paper. 
The left edge of the paper 
should correspond to where the 
printhead stops on the left. 

This number can be no greater 
than the printer's platen width you 

Controls The Printer Option: 

Platen width (PW) 

4. Type the new value if I I I E-Z Pieces asks for one. If the value is a 
whole number, such as 1 inch or 2 inches, you don't have to type the 
decimal.Then press "RETURN". 

5. Change more printer options, if you want. 

6. Press "ESCAPE" after you finish. 

While you are working with printer options, I I I E-Z Pieces displays the text 
in zoomed-in format, so you can see the printer options as you add or 
change them. 

I I I E-Z Pieces' Best Guesses for Main Printer Options 

The following are I I I E-Z Pieces' best guesses for the main printer 
options. These printer options and their best guesses are in effect for all 
new documents. You can change them if you want a different value: 

- Platen width = 8.0 inches 
- Left Margin = 1.0 inches 
- Right Margin = 1.0 inches 
- Characters per inch = 10 
- Text is unjustified. 
- Paper length = 11 inches 
- Top margin = 0 inches 
- Bottom Margin= 2 inches 
- Lines per inch = 6 
- Single Spacing 

These options are described in the sections that follow. 

Controlling Horizontal Spacing 
Table 8-1. lists the three printer options that control horizontal spacing. 

Es�ope: Pev1e'-'*/�dct,Chan9t :-=·-----&��-�------------- 
1>ltr,ri,r,9 en d d�$1gn. 

F1 1-e: Ou,i It''- e t 1 on e, ?f;1JllTER (1PT 101..,S 
·� ---·�-�- - --- ----=- -- - 

--------Jy$l1t,ed 
--------c,,. ouc, ee91 n • 

TBCI 11, un,(lu•l� Qui.l141•d to 1uppl, con11,1\t1n9 e er v s e e s for 
\F\tlt t,,�tl Of" r.on,c,u•+r-O>tf'O 1,1,•m• r;,roJti;ls ,or Int 
to I l Ow• r,Q r t • ion 1 : 

---·---·Lt•l M.tr9,ni 1.0 1ncht1 
--------f:19ht 11_.,.91r,: t ., 1n(t;+; 
-------J•,at11t: � Ctl�'" 1 

p.,. .� Ltt=-1 C) f;f1::t .. , ti lt-l•ll .O 0-,.1 et•I. Ll.s.& .... 
Option: IJ,.I: l)r.,u:-t,•••d GB, C,roup Begin BE: Bo1dfJc:E- End 

Cl-..1: Centert4' GE: Gr-:i•JC• Er,d -+8: Supe,..scr,pt 819 
f1J: Pl�to?:i 1 .. i.otri PL: Pi,.e, Ler,gtb HE1 Pf,;.e He e de e .. €: S.upt,r-5.:ript End 
U1: L,t,il ,,.,,.9,n TM: T1:•"0 Mir9:,n FO: �.a:1� F�ot�r -8: Subscr-,pt 8e9,n 
fll'I: Ptght l•IJtr�,r. 0·1: Botton tlar9,,., �-�: '$�.,p Line$ -E: Sut>•cr r p t En-d 
Cl: (hir'\ Ciir' lnch LI: L1n!'t �•r Ir.er-, PM: P'.;gt, llul'f',bfr UB: Under I in+ B+91n 
Pl: Propor l,�n�l·J ,;--;: S1n9le ;p!ce F'E: P-.11.Js..- Eac.h pig+ UE: tJr,dE-r.11ne E.nd 
P2: Prc,por t 1or,al -l [If;; (•oublt �9.;.c� PH: P1u1t Htr'" PP: Pr t n t P•g• No. 
Jtt: lnctn\ TS: 1r,pf• Spf(t $111 S•t ,t M•r>tr Eh: Ent•r Ktybo•rd 
JUt Ju,t,,,,d ,,.,P: Jltw P.t9+ &Es: Bold+,c• 6t91n 

3. Type the code that stands for the printer option you want to change 
or start using. Then press "RETURN". 

Figure 8-4. 
Printer Options 

List of printer options 
Code that stands for the option 

Options are grouped by function. 
Main printer options in effect right now. You can always find out the current 
values for the main printer options by checking this display. 

2. Press "OPEN-APPLE"-"O" (for Options). 

//I E-Z Pieces displays the text in zoomed-in format and the list of printer 
options. It asks you which option you want to change, as Figure 8-4 
illustrates. 

Changing Printer Options 

Follow these steps to change printer options: 

1. Put the cursor where you want the printer option to 
take effect. If you want an option to apply to your entire 
document, press "OPEN-APPLE"-"1" to get to the top 
of the document. 
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2 
1 

Varies 
Varies 

0 

Number of Proportional 
Spacing Types Printer 

Apple Dot Matrix 
Apple Daisy Wheel 
Other Daisy Wheel 
Other Dot Matrix 
Silentype 

3. Type "P1" or "P2" and "RETURN" if you are choosing a propor­ 
tional printing style, or type "C1" and "RETURN" if you want to 
change the characters per inch value. 

Then type the new value, from 4 through 24, and press 
"RETURN". 

4. Press "ESCAPE". 

Controlling Print Density 

2. Press "OPEN-APPLE"-"O". 

You can control print density by choosing to print from 4 through 24 
characters per inch depending on the capability of your printer. Then you 
print nonproportionally. That is, all letters take up the same amount of 
space: whether they are narrow, like i's, or wide, like m's. 

You may also choose to print proportionally, again depending on the 
capability of your printer. Then narrow and wide letters take up narrow 
and wide spaces. l's take up narrow spaces and m's take up wide spaces. 
Table 8-2 shows the number of proportional spacing types on various 
printers. 

If you are unsure of how your printer will treat a specific print density, try 
it I I . 

Table 8-2. 
Printers and Proportional Spacing Types 

To change the print density: 

1. Put the cursor where you want the new print density to start. Put 
the cursor at the beginning of the document if you are changing 
from I I I E-Z Pieces' best guess, 10 characters per inch, to a new 
one for the whole document. 

I 

I 

I 

5.5 inches 

8.0 inches 
- 1.5 inches 
- 1.0. inches 

specify in "Other Activities" Menu 
option "Specify information about 
your printer(s)". 

Best guess = 8.0 inches 

The maximum you can use is 13.2 
inches. 

The width of the right margin 
in inches 

The width of the left margin in 
inches 

Numbers may be in tenths of 
inches, that is, 1.5 inches, 1.6 
inches. 

Best guess = 1.0 inches 

The maximum you can use is 9.0 
inches. 

Numbers may be in tenths of 
inches, that is, 1.5 inches, 1.6 
inches. 

Best guess = 1.0 inches 

The maximum you can use is 
9.0 inches. 

For example: Platen Width 
Left margin 

Right margin 

Text Width 

Table 8-1. 
Printer Options for Horizontal Spacing 

. .zontal spacing is also controlled by print density. 

Left margin (LM) 

Right Margin (RM) 

NOTE: 
For more information on print density, see 
"Controlling Print Density" in this chapter. 

Use the following formula to figure out the width of your text: 
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The length in inches from the last 
line of printing to the bottom of 
the paper 

Best guess = 2.0 inches 

The maximum you can use is 9.0 
inches. 

Whether the information is single, 
double, or triple spaced. Only one 
of these, the last one specified, 
can be in effect. 

Best guess= 0.0 inches. 
This best guess accommodates 
I I I E-Z Pieces users who have 
sheet feed printers (printers with 
no tractor). If you have one of 
these printers, you should leave 
the best guess at O and position 
the paper exactly where you want 
the first line to be. 

I I I E-Z Pieces users with tractor 
feed printers will probably want to 
change this value. 

The maximum you can use is 9.0 
inches. 

You can change the spacing 
whenever you want within a 
document. 

Best guess is single spacing. 

Displayed lines are single spaced. 
Double and triple spacing takes 
effect when you print. 

How many lines will be printed 
per vertical inch on the page. 

Best guess = 6 

You can use 6 or 8. 

Bottom margin (BM) 

Single, double and triple 
spacing (SS, OS, and TS) 

Lines per inch (LI) 

I 

l 
I 
I 

I 
I 

I 

I 
'" I 

Controls 

The vertical measurement of the 
paper you are using, in inches. 

Best guess = 11 inches 

The maximum you can use is 25.4 
inches. 

The length in inches from the top 
of the paper to the first line of 
printing. 

NOTE: 
See "Viewing Your Document." 

I I I E-Z Pieces Tips 
Each of these different print densities affects 
the display of your document. The print den­ 
sity you select remains in effect until you 
change it within your document. 

Occasionally you may decide to change the 
print density within a document. For example, 
you may print a letterhead at 10 characters per 
inch and then print the text of the letter at 12 
characters per inch. P1 and P2 don't work well 
with tabular information. 

The Printer Option 

Paper length (PL) 

Top margin (TM) 

,r you choose a print density your printer doesn't have, I I I E-Z Pieces 
uses the next higher one. When in doubt, try it out! 

Controlling Vertical Spacing 
The eight printer options that control vertical spacing are listed in 
Table 8-4. 
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2. The first line of the hanging paragraph or bulleted item is 
the left margin of the document. Change the left margin 
temporarily if you want the paragraphs or items to start 
further to the right than the rest of the document. You may 
want to change the right margin, too, to make the bulleted 
items narrower than the rest of the document. 

3. Type "IN" (for INdent) and press "RETURN". 

• There were four deaths, only one of which lived 
more than two months. 

4. Type a number to specify the number of spaces you want 
succeeding lines to be indented. Then press "RETURN". 

5. Press "ESCAPE''. 

If you reread your work, you will find on 
rereading that a great deal of repetition can be 
avoided by rereading and editing. 

The first line of bulleted items have an "o" or another letter or a number 
in the left margin, and succeeding lines are indented. Here are some 
examples of bulleted items (and again, not necessarily of good English): 

• Being moribund on arrival at the hospital, the doctor 
could do nothing for the patient. 

• His pelvis was fractured by being thrown from an 
automobile. 

To create hanging paragraphs and bulleted items with I I I E-Z Pieces: 

1. Press "OPEN-APPLE"-"O". 

Now begin typing the hanging paragraphs and bulleted items. When you 
type the bulleted items, type the "o" (or "'" or "-") at the left margin. Then 
space over (or tab) to where you want to start typing. Beginning with the 
second line, lines will be indented the number of spaces you request in 
step 4. Figure 8-5 shows a display with indenting commands and text. 

8.0 inches 

11.0 inches 
1.5 inches 
1.5 inches 

The most lines you can skip is the 
number it takes to make a page 

The number of lines the printer 
should leave blank at this point. 
Use th is option to leave space for 
illustrations. 

For example: Paper length 
Top Margin 

Bottom Margin 

Text Width 

Skipping lines (SK) 

Table 8-4. 
Printer Options for Vertical Spacing 

Making Hanging Paragraphs and Bullets (Indenting) 

Hanging paragraphs and bulleted items may sound violent, but they're 
used frequently in business documents. The first line of hanging para­ 
graphs begins at the left margin and succeeding lines are indented. The 
numbered steps in this manual are hanging paragraphs. And here are 
other examples of hanging paragraphs (and not necessarily of good 
English!): 

Controlling Layout 
/ / / E-Z Pieces offers you a number of ways to control layout: 

- Hanging paragraphs and bullets 
- Justification 
- Page headers and footers 

This section tells you how to use them. 

Use the following formula to figure out the length of your text: 

Reserve the apostrophe for it's proper use 
and omit it when its not needed. 

Place pronouns as close as possible, especially 
in long sentences, as of 1 O or more words, to 
their antecedents. 
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3. Type the option you want: "UJ" for unjustified, "JU" for justified, or 
"CN" for centered. Then press "RETURN". 

4. Press "ESCAPE". 

• Humoty Oumpt> exper:enced a rather substant,a' 
diminution 1n the magn, tude of the coordinates of his 
vertical elevation as �easured skyw,se from an or ,9;n 

c o i n c i d '= r, t t,.J I t �. t h e s u r f a c e c ornp o ,; e n t of t h ,;, t e :- r ; 
f:�ma i� th,s �'anet,r� bodv. 

Humpty Dumpt) experienced a rather substantial 
dim1nut1on 1n �he magnitude of the coord,nates of his 
,1ert1cal elevation as measured skywi;;.e from an or,Q:n 
coincident wit�, the surface comoonent of the terr.;,­ 
f,rma 1n this plantetar� body, 

Humpty Dumpty exper ,enced � rather substantial 
d i rru nu t i on In the m s on r t u de c,f the c oor-d r n e t e e c,f �,,s 
v I? r- t : c a 1 '=' l I? v a t i or, as ,;, e as. •J r· '=' d ·=- K ;v,,J I s e f r- orn ;,, r, or , 9 1 n 
coinc·dent with the surface component of the terr.;, 
flrffia ,n th,s Dl anetar/ body. 

Figure 8-6. 
Justified, Unjustified, and Centered Text 

Whichever option of these three is in effect remains until you select another 
one. For example, if you choose "centered" for headers, you will probably 
want to change to "justified" or "unjustified" for the text. 

To change these options: 

1. Put the cursor on the line where you want the change to take effect. 

2. Press "OPEN-APPLE"-"O". 

Using Page Headers and Footers 
You can put a one-line page header at the top of each page. I I I E-Z Pieces 
prints the page header on the first printing line after the top margin. Then it 
skips two lines and begins to print the text. 

And you can put a one-line page footer at the bottom of each page. I I I E-Z 
Pieces prints the page footer on the last printing line before the bottom 
margin. It skips two lines between the last line of the text and the page footer. 

Figure 8-7 shows several examples of page headers and footers. 

- 1 .;,r H� It· LI ftf> -.I<· ( c I •Jn,n v 

Figure 8-5. 
Indented Text 

O TE:Cl �t.,.;, s t s e tl�v• t1i,t>r1+nc• 11\1 r e e e ae c n ;r,� 
diovtloi:omtr,i oro,•ct'i �nit u1• i:<;11T,r>11c+r·r·•t�·, 
l·l't"•I lQ itll•lt ,n ,&1n,t,l,t•t <.,1 rfi•trt;l'I +,1vr,1 
• r,c 1 ud • n91 

I I I E-Z Pieces Tips 
When you indent while using proportional 
printing or justification, each indented space is 
the width of a 0. You can indent up to 64 spaces 
(which equals 64 O's). 

F•l•t 0uit11(1t;tllCll"+t F'E\•IEI-' ... t1C• (H.:.IJl)E. t:.1cipt: 11.t•r, t'ltriu se-...._.•=---J••a••••e•••••••••••a.a..e••s..s••_._.••a••�===•••••••••=••._._.----=-:.:J••••••••• 
--------L�ft f1tor,;.1r,: I .Q 1r,cr-,ts 
----·---R1,gtit 1'1�r91n: I .'S •ncht� 
--------ln09nt, 5 cn•�t 

') hey oer·�cnr,el haue ee c c e e e+v rt v c c-nor e t e c ciro1+��: 
tl\Jc �mt,r�t- •• ..,., • 01 i<•ol ,, ... #fill t+i:.r,,,."lc.9,c:J 
er e e required of cotTJputer-t.3.sed e r oc e s s ;:,:;r,tr'!!'J 
!-·!.tttr1'! .;..nd •h;-:irmat,!Jn man.;.i;ioi>n,�r,t :,·:tem.:. 

4. Reset margins you changed previously. 

5. Press "ESCAPE". 

After you finish typing the hanging paragraphs or bulleted items, follow 
these steps: 

1. Press "OPEN-APPLE"-"O" again. 

2. Type "IN" and press "RETURN". 

3. Type "O" and press "RETURN". You are un-indenting by changing 
the value of "INdent" to 0. 

Justifying, Unjustifying, and Centering 
Text is either justified, unjustified, or centered. Figure 8-6 illustrates all 
three. 
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NOTE: 
See "Printing Page Numbers" for information on 
how to get page numbers into headers and 
footers. 

I I I E-Z Pieces Tips 
Before you set up page headers or footers, calcu­ 
late page numbers with "OPEN-APPLE"-"K". 

Use the Print Page No. (PP) printer option to get 
page numbers on headers or footers . 

Page header and footer printer options display in 
the zoomed-out and zoomed-in text, but they 
don't print. 

Using Special Printing Techniques 
I 

I • 
I • 
I 
I 

I . �-- 
1 
I 

I 
I -:, 

I 

• C' ' ., ·.: urnrn a. r ·,( 

Pagt" 35 

Footer 1--------' 

Header� 

---------------··---- 
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2. Press "CONTROL"-"B" or "CONTROL"-"L". 

Special printing techniques let you use 

- Boldface 
- Underlining 
- Subscripts 
- Superscripts 
- Sticky Spaces 

Using Boldface and Underlining 
To specify boldface and underlining: 

1. Put the cursor on the first character to be boldfaced or underlined. 

2. Press "CONTROL"-"B" or "CONTROL"-"L". 

I I I E-Z Pieces inserts a caret t"?") right before the first boldfaced or under­ 
lined character. All succeeding characters are boldfaced or underlined until 
you either stop the boldfacing or underlining or the paragraph ends. 

To stop the boldfacing and underlining: 

1. Put the cursor on the character or space just past those to be 
boldfaced or underlined. 

I 

Figure 8-7. 
Headers and Footers 
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Here's how to specify page headers and footers: 

1. Position the cursor correctly for the header or footer. The page 
header printer option must be on the top line of the page where you 
want the headers to start. The page footer printer option can be 
anywhere on the page where you want the footers to start. 

2. Press "OPEN-APPLE"-"0". 

3. Type "HE" for a header or "FO" for a footer and press "RETURN". 

4. Press "ESCAPE". 

5. Type the header or footer as if you were typing a line of text. The line 
that follows the "------- Page Header" or "--------Page Footer" nota­ 
tion becomes the header or footer. 

Any page header or footer you specify prints at the top or bottom of each 
page until you change it. 

To cause page headers and footers to stop, fol low the page near'er or footer 
printer option with a blank line. 



To stop superscripting or subscripting: 

1. Put the cursor on the character or space just past those to be 
superscripted or subscripted. 

2. Press "OPEN-APPLE"-"O". 

3. Type "+E" for Superscript End or "-E" for Subscript End. Then press 
"RETURN". 

4. Press "ESCAPE". 

I I I E-Z Pieces inserts a caret {""") right after the last superscripted or 
subscripted character. When you want to find out what the carets mean, 
move the cursor to each one. Depending on the meaning of the caret, 
"Superscript Begin", "Superscript End", "Subscript Begin", or "Subscript 
End" highlights at the bottom of the screen. 

Using Sticky Spaces 
"Sticky spaces" are spaces between words or groups of characters. But 
unlike regular spaces, which come between words or groups of characters 
that can be separated at the end of a line, sticky spaces come between 
words or groups of characters that may not be broken at the end of a line. 

For example, suppose the name "Gerhard P.T. Hakelfinger" occurs in your 
text and you don't want the name split. Just use a sticky space between the 
parts of the name instead of a regular space. {Of course, word wraparound 
could cause the name to start on a line following a very short line!) 

To insert a sticky space, press "OPEN-APPLE"-"SPACE" bar. I I I E-Z 
Pieces inserts a caret, which signifies the sticky space. 

Controlling Paging and Page Numbers 
To control paging and page numbers, 

- Calculate page numbers 
- Specify a new page 
- Specify groups of information 
- Number pages 
- Print page numbers 

- Use CONTROL and "L" to begin and end 
underlining. 

Using Superscripts and Subscripts 
To specify text for superscripts and subscripts: 

1. Put the cursor on the first character to the superscripted or 
subscripted. 

2. Press "OPEN-APPLE"-"O". 

I I I E-Z Pieces Tips 
To shortcut the printer options when you want to 
underline or boldface text, use these special 
commands: 

- Use CONTROL and "B" to begin and end 
boldface. 

CONTROL-"B" and CONTROL-"L" either start 
or stop boldface and underlining, depending on 
what's in effect when you use each. They display 
the carets, also. 

When you want to find out what the carets mean, move the cursor to each 
one. Depending on the meaning of the caret, "Boldface Begin", "Boldfa­ 
ceEnd", "Underline Begin", or "Underline End" highlights at the bottom of 
the screen. 

I I I E-Z Pieces inserts a caret (""") right after the last boldfaced or under­ 
I ined character. 

3. Type "+B" for Superscript Begin or "-B" for Subscript Begin. Then 
press "RETURN". . 

4. Press "ESCAPE". 

I I I E-Z Pieces inserts a caret (""") right before the first superscripted or 
subscripted character. All succeeding characters are superscripted or sub­ 
scripted until you either stop the superscripting or subscripting or the 
current line ends. 
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I I I E-Z Pieces Tips 
Ordinarily you won't use the new page feature, 
but you'll use the other paging features (II I E-Z 
Pieces' rules and grouped information) and the 
"OPEN-APPLE"- "L" feature to control paging. 
The primary use of the New Page feature is to 
allow you to make sure titles go at the top of a 
new page. 

I I I E-Z Pieces won't overrule these page breaks 
but it will break pages between your page breaks 
if the text between them is longer than one page. 

If you specify a new page in the middle of a 
paragraph, I I I E-Z Pieces puts the page break 
before the paragraph. To get a new page in the 
middle of a paragraph, you have to break the 
paragraph yourself by inserting a carriage return 
where you want the paragraph to break before 
you use the new page option. 

Specifying "Groups" of Information 

3. Type "NP" and press "RETURN". 

4. Press "ESCAPE". 

To do so, follow these steps: 

1. Put the cursor on the first line of the group. 

2. Press "OPEN-APPLE"-"O". 

3. Type "GB" and press "RETURN". 

4. Put the cursor on the line following the last line of the group. 

When you particularly want to keep a chunk of information together, so that 
I I I E-2 Pieces won't break it up between pages, you can "group" it. Here are 
some examples of information you may want to group: 

- The introductory sentence and the bulleted items that follow 

- The title and the first paragraph of information in a subsection of text 

- Items in a list 

t] 
l 
J 

I 

Calculating Page Numbers 
When I I I E-2 Pieces calculates page numbers, it breaks pages approp­ 
riately and assigns page numbers to the pages. I I I E-Z Pieces follows 
several rules when it calculates page numbers: 

- I I I E-2 Pieces won't break paragraphs so that one line of the para­ 
graph is split from the rest of the paragraph. The beginning of a 
paragraph on one page must have at least two lines, or that text goes 
to the top of the next page. Similarly, at least two lines of a paragraph 
must be at the top of the following page. 

- I I I E-Z Pieces won't overrule page breaks you specify. 

- If you specify that a group of information shouldn't be broken, 
I I I E-Z Pieces won't break it. 

1. Put the cursor on the line that should be at the top of a new page. 

2. Press "OPEN-APPLE"-"O". 

If you don't care what happens to the page breaks, go ahead and print the 
document. I I I E-Z Pieces will calculate page numbers and page your 
document according to its rules. It will also mark the file with page breaks. 
The next time you display your document, you see page breaks as perfo­ 
rated lines across the display. 

If you do care what happens to page breaks, follow these steps: 

1. After you have typed the document and before you -print it, press 
j'OPEN-APPLE"-"K" (for Calculate). 

2. Choose "Beginning" if you want to calculate page numbers from the 
beginning of the document. Choose "This page" if you want to 
calculate from the page the cursor is on. (If you haven't calculated 
yet, choose "Beginning".) 

3. Choose the printer you want to calculate for. 

Now you can look at page breaks by moving the cursor through the 
document. 

Specifying a New Page 
You may want to control page breaks yourself. If you do, use the New Page 
feature: 

If you make any changes to text after calculating page numbers, page 
breaks go away. Then you should calculate new ones. 
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Printing Page Numbers 

-:---------------·------- 
' 

When you print the document, the printer stops at the specified spot and 
waits for you to type information. The printer starts printing again when you 
press "RE;TURN". 

An Example 

The printer will stop twice while it prints this line: 

"Please remember, ", that this offer is good only until "." 

The first time the printer stops, you type the person's name. The second 
time, you type the final day of your latest offer. 

4. Type "PP" and press "RETURN". I I I E-Z Pieces inserts a caret in 
that space. When you put the cursor on the caret, "Print Page No." 
displays at the bottom of the screen. 

You can ask the printer to stop during printing so that you can type informa­ 
tion directly from the keyboard into the document. This feature is very useful 
when you want to personalize letters, for example, by putting the recipient's 
name in occasionally. 

Typing lnformatlon from the Keyboard 

To enter information from the keyboard: 

1. Put the cursor in the place in the document where typed information 
will go. 

2. Press "OPEN-APPLE"-"O". 

3. Type "EK" and press "RETURN". 

I I I E-Z Pieces inserts a caret into the text where the value will go. When you 
put the cursor on the caret, "Enter Keyboard" displays at the bottom of the 
screen. 

To cause page numbers to print: 

1. Put the cursor wherever you want the page number to print. Most 
likely it will be in the line following "--------Page Header" or"-------­ 
Page Footer". 

2. Type "Page" if you want that word to precede the page number. 
Then press SPACE bar once. 

3. Press "OPEN-APPLE"-"O". 

15 Surnrnar-:-,,· 

W i th I ri ii header 

1,.J; th In a footer 

2. Press "OPEN-APPLE"-"O". 

3. Type "PN" and press "RETURN". 

4. Type the number of the page up to 254. Then press "RETURN". 

5. Press "OPEN-APPLE"-"O". 

6. Type "GE" and press "RETURN". 

Numbering Pages 

You can control page numbering yourself by overriding / / / E-Z Pieces' 
page numbers. When you want to control page numbers, you assign a page 
number to a specific page. That page and all pages that follow are numbered 
accordingly. 

To assign a page number: 

- Put the cursor somewhere on the page you want to assign a number 
to. 

You can cause page numbers to print on a page, either the numbers I I/ E-Z 
Pieces calculates or those you assign. Page numbers can be printed in the 
header, the footer, and the text. 

For example, you might want the page number to print within a footer or 
within a header, as Figure 8-8 illustrates. 

Figure 8-8. 
Page Numbers Within Headers and Footers 
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The Spreadsheet's activities have two main functions, as Figure 9-1 illus­ 
trates. The first function, working with information in worksheets, allows 
you to create worksheets with numbers or formulas so you can stay on top 
of current situations and project the effect of future changes. The second 
function, reporting, lets you create hard copies of your information, format­ 
ted to your specifications. 

When you create a worksheet, you can type several basic formulas and then 
use the Spreadsheet's Copy feature to put the same or similar formulas in 
other areas of the worksheet. You can control the way numbers in separate 
areas of the worksheet are displayed and look at the worksheet from differ­ 
ent, viewpoints, for complete flexibility in number manipulation. It's easy, 
too, to make changes to worksheets at any time, for even more flexibility. 

The Spreadsheet's Two Main Functions 

I I I E-Z Pieces' Spreadsheet allows you to work with numbers you usually 
write in rows and columns. The Spreadsheet's calculation techniques let 
you speculate and forecast, changing numbers and immediately see the 
effect of the changes. 

This chapter discusses the Spreadsheet's two main functions, illustrates its 
flow of activities, and discusses its file guidelines. 

File Guidelines 9-3 

Chapter 9 

Understanding the Spreadsheet 

Activity Flow 9-2 
The Spreadsheet's Two Main Functions 9-1 

I 

I 

When you create reports with the Spreadsheet, you can specify exactly what 
information you want to print and format the information on the page 
exactly the way you want it. Then you can print it on a printer or on the 
clipboard for inclusion in a Word Processor document. 
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Rows are numbered from 1 through 999. Columns are denoted as follows: 

About 3100 filled cells maximum 

About 11,000 filled cells 
maximum 

A through Z 
AA through AZ 
BA through BZ 
CA through CZ 
DA through DW 

"For an Apple Computer with 
256K RAM" 

File Guidelines 
Spreadsheet files can contain 127 columns and 999 rows, for a maximum 
total of 126,873 empty "cells". 

For filled cells, the following guidelines apply: 

"For an Apple computer with 
128K RAM" 

I 

Figure 9-1. 
Spreadsheet's Two Main Functions 

SPREADSHEET 

REPORTING INFORMATION WORKING WITH INFORMATION 
IN WORKSHEETS IN WORKSHEETS 

SPECIFY WHAT TO REPORT - - CREATE WORKSHEET 

FORMAT REPORTS - - INPUT VALUES/LABELS/FORMULAS 

PRINT TO PRINTER/CLIPBOARD - - COPY ENTRIES 

- CALCULATE/DISPLAY RESULTS 

..... EDIT/CHANGE(EXPERIMENT 

Activity Flow 
Figure 9-2 shows the flowchart of activities when you are using Spreadsheet 
files. All the activities fall into Review/ Add/Change. 

SPREADSHEET 
I 

REVIEW/ ADO/CHANGE 

I 
CREATE/EDIT SPECIFY INFORMATION 
WORKSHEET FOR REPORTS 

I 
CALCULATE/DISPLAY FORMAT REPORTS RESULTS 

I 
EDIT /EXPERIENCE 

I 
RECALCULATE/REDISPLAY 

I 
I 

OUTPUT RESULTS 

Figure 9-2. 
Spreadsheet Flowchart 
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Working With Information in Worksheets 
Making a Worksheet 10-3 

Planning a New Worksheet 10-3 
What Answers Do You Want? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-6 
What Values Produce the Answers? 10-6 
What Formulas Make the Values Produce the Answers? 10-6 
What Should Your Worksheet Look Like? 10-7 

Creating the Worksheet 10-8 
From Scratch . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-9 
From DIF Files 10-10 
From VisiCalc Files 10-10 

Working With Worksheet Standard Values 10-11 
Detai Is About Worksheet Standard Values . . . . . . . . . . . . . . . . . . . 10-13 

Value Formats 10-14 
Label Formats 10-15 
Column Widths 10-15 
Protection . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-15 

Recalculation 10-16 
Checking Standard Values in Effect 10-16 
Changing Worksheet Standard Values 10-17 

Typing and Editing Information 10-18 
Typing Entries 10-18 
Editing Entries 10-18 

Using Labels 10-19 
Using Values 10-20 

Numbers . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-20 
Pointers ! •••••••••••• 10-21 
Functions . . . . . . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-22 

Arithmetic Functions 10-24 
On a Value 10-24 
On a List . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-24 
Without Arguments 10-25 
By Selecting Alternatives 10-25 
Financial Functions 10-26 
Logical Function: @IF 10-27 

Formulas 10-28 
Moving the Cursor Within a Worksheet 10-30 
Working With Cell Layouts 10-31 

Details About Cell Layouts 10-32 
Value Formats 10-32 
Label Formats , . . . . . . . . . . . 10-34 
Column Widths 10-34 
Protection . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-34 

Chapter 10 
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Making a Worksheet 
This section discusses the general concepts involved in planning a work­ 
sheet and tells how to make a worksheet from scratch, from a VisiCalc file, 
and from a DIF file. 

Working with information in worksheets involves creating the information 
using special Spreadsheet techniques that make it easy, looking at the 
worksheet and displaying numbers in different ways, and rearranging 
information when necessary. These activities are discussed in this chapter. 

Planning a New Worksheet 
When you plan a worksheet, you decide 

- what answers you want, 
- what values you need to produce these answers, 
- what formulas will produce the answers, and 
- how you want the worksheet to look. 

These questions are discussed in general here. See specific sections for 
detailed information. To help you plan your own worksheets, several sample 
files have been included in the sample files disk. As planning is explained 
here, references will be made to these sample files. If you want, you can 
display each of these files . 

- 
I 

• • 

I 
I 

Checking Cell Layouts 10-35 
Changing Cell Layouts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-35 

Viewing Your Worksheet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-36 
Setting and Removing a Fixed Titles Area 10-36 
Working With a Split Worksheet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-38 

Splitting the Worksheet Into Two Windows 10-39 
Moving the Cursor to the Other Window 10-40 
Synchronizing the Two Windows 10-40 
Restoring the Worksheet to One Window 10-41 

Blanking Areas of the Worksheet . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-41 
Deleting Rows or Columns 10-42 
Inserting Rows or Columns 10-43 
Moving Columns or Rows Within a Worksheet 10-43 
Copying Information 10-44 

What Are the Copy-From Cells?. . . . . . . . . . . . . . . . . . . . . . . . . . . 10-45 
What Are the Copy-To Cells? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-45 
Copy the Contents Exactly? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1·0-49 
Copy the Contents Depending on Their New Position? ..... 10-50 
Steps for Copying . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-50 

Calculating New Values 10-51 
Arranging Information in the Worksheet 10-52 
Finding a Cell or Specific Information 10-53 
Changing the Name of a Fi le . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10-54 

- • • 
- • .... 

"By the Way:" 

Spreadsheet files other than the ones mentioned here are on the 
sample files disk. Take a look at all the Spreadsheet files on the disk. 
You may want to use them as a basis for your own worksheets. 

The first file, which contains net personal worth information, is illustrated in 
Figure 10-1. The worksheet is in a file called "Personal Worth" on the I I I E-Z 
Pieces sample files disk. 
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Figure 10-2. 
Winter Grades Worksheet 

Figure 10-2 shows the Wir,ter Grades worksheet. The worksheet is in a file 
called "Winter Grades" on the I I I E-Z Pieces sample files disk. 

The Loan Schedule worksheet is illustrated in Figure 10-3. The worksheet is 
in the file called "Loan Schedule" on the I I I E-Z Pieces sample files disk. 
You can play "What If?" by changing the loan amount, payments per year, 
total number of years, and nominal interest rate. 

I 
' 

Winter f>rades 

S<Ot' r SaN Stort Sc Ol"t 
�tvotnts Int I h\t 2 Test 3 ltst 4 l'wtr•9• 

A,tn, r. Gtor9t 0$ 95 BB 9� 94% 
Baldn, l'larsha 88 87 92 8� 88'1. 
Clt•tl,nd, Mirr 77 83 80 67 77{ 
Eo.1r ds , Br e I 8) 80 85 84 a1,. 
Ktglty, Ehtnt 85 88 87 88 871. 
Jtnrtd, Jact n 80 79 84 soz 
loftrr, lavr, w \r8 99 95 98'1. 
11itthrews., Orem 01 90 89 n 91Z 
NOl'm1ns.1 Cuz u 70 74 8>) i'rl. - Prine,, Perry 77 60 66 75 c,9"t. I I Strtnsr 1, &o� 81 $'' 80 8� 8Z.. ., 

I Winthrop, N19tl oe QS 99 08 \ril. 

tlos AvPr19, � 84 85 � 8S( 

§l 

- 

1970 

95000 
65000 
8000 
4400 
3000 

175400 

Loans We ('-rie: 
Mortgage on Hc,me 
Mortgage on Duplex 
Auto Loans 
Furniture Loan 
HCffle lmprv. Loan 

Real Estate Tax 770 
Se If Emp 1 • Tax 1200 

3005 

111/84 

Taxes We (we: 

Biil� Due: 
• .. 11 �A 875 
Sears 465 
Medical Bills 330 
Dental 81 J J s 120 
!:C(Tlec;,.mer' c; Ins. 150 
Auto Ins. 600 
Life Ins. 465 

LIABI LITI E�. 

4500 
1250 

5750 

181000 

245000 

Property: 
125000 
120000 

Market Value of Real 
Hoo,e 
liuplex 

Market Value of Secur1t1es: 
Stocks 
Opt, ens 

29&5 
--------- 

Market Value of Durable Assets: 
Furn., App 11 ances I 0000 
Autcxnob1les 13000 
C'loth1n9 4500 
Jewelry, Tableware 1250 
Computer Equ, pmen t 2750 
Stamp Collect,on 1250 

Long Term Assets: 
Cert,t. Deposit 5000 
U, S. Sav, nqs Bonds I 000 
life lnsura�ce 175000 

ASSETS 
Fiord Assets: 

Cash on Hand �100 
ChecK1n9 Accounts 435 
Sav,ngc; Accc,unt 2050 

Personal F1nanc1al Net Worth Statement 

l� l'ffiRT I lA1 I CN SCl!£Dl!LE 
======= 

1 ......... ?5200.00 i5� .Ot 73o.3? ., 751c7.2o 759.08 i3o.l: ............ 
; 751�4.29 759 .98 715.St •' ......... 
4 ......... 751 $I, 10 75�.0& 735.&> 
• ,5107. t,8 759 .6� :'$5.H .J, •••••••• 

C., •••••••• ?5004.04 75�. es m, :-o . "50.0. It> 759.08 ·34. 9o . . . . . .. . . 
8 ......... ?50:lo.05 'SS.OE "34. ·, 
9 ......... 75011.70 759 .08 "34.4< ,u ......... 74007.11 75,.06 "34.:5 11 ......... 74�e,:?.�& 759 .08 '34.01 

I? ...••.•.• 74037.�I -s•.oe -33,�6 

lnter,11 11.�S % 
.l� Otc,11al 

lnbrfSI 12,40 % •Ar-R> 
P•""'tnts 759.08 

LOJn ,..('..oft11it100 
Pa..,.,n, 110. �ronc1p11 Pa·,111,nc lnternl 

Figure 10-3. 
Loan Schedule Worksheet 
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180375 TOTAL CURRENT LIAB. VALUE 
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---== 

375 
900 

1275 

468760 

Tax refund due 
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---- ------ 

Other: 

TOTAL CURRENT ASSET VALUE 

Figure 10-1. 
Net Personal Worth Worksheet 

>>1>11 NET WORTH AS OF THIS DATE 
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What Should Your Worksheet Look Like? 

At this point, you can probably visualize the layout of your worksheet. For 
example, the net worth worksheet makes the best sense with assets and 
liabilities listed in two columns. Assets and liabilities are broken down into 
logical groups, and these groups are in turn itemized and subtotalled. Total 
asset and liability figures follow the itemization, and then comes the bottom 
line, the net worth figure. 

On the other hand, the students' grades worksheet works best as a typical 
rows and columns grid. Each kind of grade is listed across the top and 
students' names are J isted down on the left. The grades for each student are 
averaged across, and the class average is taken for each test at the bottom of 
the worksheet. 

The last sample worksheet, the loan schedule, allows you to provide several 
values at the top of the worksheet. After you supply the values, I I I E-Z 
Pieces calculates all the principal, payment, and interest figures in one long 
column. 

Visualizing your worksheet helps you decide the best way to place "labels", 
or titles, and numbers on the worksheet. Of course, there are as many ways 
to do a worksheet as there are I I I E-Z Pieces users, so you can do it the way 
that works best for you. 

Now think about how you want the worksheet to look. That's determined by 
worksheet "standard values". Standard values determine how information is 
displayed. 

First of all, labels have standard values. The worksheet standard values for 
labels determine whether a title such as "Assets" is left justified, right 
justified, or centered. I I I E-Z Pieces' best guess is that you'll want your 
labels left justified. 

"Values", or numbers, have standard values, too. For example, the same 
value, 1234.56, can be displayed in different ways: 1,234.56 ("commas for­ 
mat"), $1,234.56 ("dollars format"), and 1234 ("fixed decimal" with O decimal 
places), among others. I I I E-Z Pieces' best guess for values is called 
"Appropriate." "Appropriate," in general, means "displayed as you type it." 
I I I E-Z Pieces does its best to display a value as you type it, depending on 
the column width you provide. 

Along with setting standards for values and labels, you set the widths of 
columns, too. You can use I I I E-Z Pieces' best guess, which is that all 
columns are nine characters wide. You can change the width of all columns 
or only specific ones, if you want. 

I 
I 

• I 

� I 

. 
J 
' 

- J 
I 

(he values that produce them: 

Itemization of all your assets and 
I iabi I ities. 

All test grades for all students 

Principal, interest rate, and 
number of months for the loan 

The answers you want: 

Your net worth 

Grades for your students and 
class averages 

The monthly payment on a loan 

"Terminology Trivia:" 

In traditional data processing terms, the answers you want to 
produce are called the "output". And the values you need to produce 
the answers are called the "input". Depending on who you want to 
impress, you may want to remember this. 

What Answers Do You Want? 

The first step in planning a worksheet, and certainly the most important, is to 
decloe what answers you want your worksheet to produce. Knowing the 
answers you want will make all thP. steps along the way a lot easier. 

If you're doing a personal budget worksheet, you'll want totals for the year 
and your cash position after you subtract expenses from income. If you're 
keeping track of your students' grades, you'll want each student's average 
and the class average. If you're figuring your net personal worth, you'll want 
assets minus liabilities. 

What Values Produce the Answers? 

As you decide what answers you want your worksheet to produce, you also 
define the values you need that produce the answers. 

What Fonnulas Make the Values Produce the Answers? 

After you decide on the answers you want and the values that produce those 
answers, you will want to define the formulas that produce the answers. For 
example, 

Net assets-net liabilities= net personal worth 

The total for all tests/the number of tests= the average 
for the tests 
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Figure 10-4. 
A New Worksheet 
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2. Choose "Make a new file for the Spreadsheet" from the "ADD FILES" 

menu. 

3. Choose "From scratch", "From a DIF file", or "From a VisiCalc™ file" 
from the "SPREADSHEET" menu. 

1. The name of your new file 

2. The rows and columns, or "coordinates", that divide your worksheet 
into "cells". A cell is the intersection of a row and a column. 

Follow these steps to create your worksheet from scratch: 

1. Type the name of the new file. Filenames can be up to 15 characters 
long. The first character must be a letter, and they can contain 
upper- or lowercase letters, numbers, periods, and spaces. Then 
press "RETURN". 

/II E-Z Pieces displays a worksheet such as the one illustrated in Figure 
10-4. The callouts refer to the numbered items in the text that follows. 

From Scratch 

I 

- Planning the general layout of the worksheet, and 

Determining how values and labels should be displayed as well as 
the width of columns and how calculation should happen. 

Calculation of values has a standard value, too, both in when it's done and in 
what order. You should think about whether you want I I I E-Z Pieces to 
calculate all your values automatically every time you change a value or if 
you want to give the signal for cal cu lat ion. I I I E-Z Pieces' best guess is that 
you'll want automatic calculation. If you want to give the signal, however, 
you change the frequency of calculation to "manual." 

You also should decide in what order calculation should occur. I I I E-Z 
Pieces' best guess is down columns and across rows. You can change that 
to across rows and down columns, or to the order I I I E-Z Pieces thinks is 
appropriate. The Loan Schedule worksheet, for example, calculates across 
rows and then down columns because the calculation in one cell depends 
on that in the cell above and to the right. 

The sample worksheets will give you an idea about formatting: 

The standard value for values in the Personal Worth worksheet is commas 
format. This means two decimal places, commas between thousands, and 
no dollar signs. You could also choose to format these values in fixed 
decimal format with no decimal places. The totals at the bottom are format­ 
ted differently, in dollars format, with dollar signs. 

The standard value for values in the Winter Grades worksheet is fixed 
decimal format with no decimal places. The percentages down the right and 
across the bottom, however, are in percent format, with a percent sign 
following. 

The standard value for values in the Loan Schedule worksheet is fixed 
decimal format with two decimal places. One value is formatted differently, 
the "PMT /YR" value. It is formatted in fixed decimal format with no decimal 
places. 

To summarize, planning your worksheet involves 

- Planning the input values and the formulas you need to produce the 
answers, 

Creating the Worksheet 
Follow these steps to create a new worksheet: 

1. Choose "Add files to the Desktop" from the Main Menu. 
3. Your place within the worksheet. What you type now will go into this 

cell. 
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4. The "cell indicator" tells which cell the cursor is on and what's in it 

5. The Spreadsheet's prompt 

6. The cursor that requests information in response to the prompt 

Now you can start typing information into your new worksheet. You can 

- Set the standards for the values and labels in the worksheet, for the 
order and frequency of recalculation, and for the column width. 

- Type the titles and the values. 

2. Type the/ I I E-Z Pieces name for the file. Filenames can be up to 15 
characters long. They must begin with a letter, and they can contain 
upper- or lowercase letters, numbers, periods, and spaces. Then 
press "RETURN". 

NOTE: 
Pathnames are discussed briefly in Chapter 1 of 
this manual and in the Apple Ill Owner's Manual. 

Working with Worksheet Standard Values 

NOTE: 
See "Working With Cell Layouts" for information 
on how to override standard values. 

Figure 10-5 shows the worksheet standard values in the Winter Grades 
worksheet. The numbers refer to the explanations that follow. 

Worksheet "standard values" specify how information in the worksheet is 
displayed. Worksheet standard values tell, for example, whether labels are 
left justified, right justified, or centered in cells. They also tell how many 
decimal places values should have, or whether they should have dollar or 
percent signs. 

Before you start a worksheet or at any time while you are working with it, you 
can change the best guess standard values. You change worksheet stand­ 
ard values with the "OPEN-APPLE"-"V" (standard Values) command, dis­ 
cussed later in this section. After you change the standard values, the 
information you have already typed is displayed according to your specifi­ 
cations. And new information is displayed as you type it according to the 
same specifications. 

Worksheet standard values are available for "value formats", "label formats", 
"column widths", "protection", and "recalculate". 

You can override worksheet standard values for specific cells with the 
"OPEN-APPLE"-"L" command. 

d 

I 

NOTES: 
See "Using Worksheet Standard Values." 

See "Typing and Editing Information." 

From a DIF File 

You can use a DIF file-a file created by I I I E-Z Pieces' Data Base, VisiCalc, 
and other programs-as the source of a Spreadsheet file. When you first 
create the DIF file, however, use the "C", or "column-wise" option. Then 
information is in the right order. 

Follow these steps to make a Spreadsheet file from a DIF file: 

1. If you chose "From a DIF file", I I I E-Z Pieces asks for the file's 
"pathname". Type the complete pathname and press "RETURN". 

2. Type the I I I E-Z Pieces name for the file. Filenames can be up to 15 
characters long. They must begin with a letter, and they can contain 
upper-or lowercase letters, numbers, periods, and spaces. Then 
press "RETURN". 

NOTE: 
Pathnames are discussed briefly in Chapter 1 of 
this manual and in the Apple Ill Owner's Manual. 

From a VisiCalc File 

You can use a VisiCalc file as the source of a Spreadsheet file. 

Follow these steps to make a Spreadsheet file from a VisiCalc file: 

1. If you chose "From a VisiCalc file", I I I E-Z Pieces asks for the file's 
"pathname". Type the complete pathname and press "RETURN". 
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If you type And the Standard is I I I E-Z Pieces And stores 
displays 

1.2345 Fixed decimal, no 1 1.2345 
decimal places 

1 Fixed decimal, three 1.000 1 
decimal places 

• 

Worksheet standard values are discussed in detail in this section. Instruc­ 
tions for changing them are in the next section. 

Details About Worksheet Standard Values 

w,nt,r Grad11 
I 

$.corr .core Scort 5tc.r t 

I 5tvdents 1f>t I lest t lest 3 lp;t 4 Avtragt 
- 2 

Aven If , GeOl'gt I 98 ;,5 e& v4 I 1'4 . 
Balder, Marsna 88 87 Yi BS 88'1. 
C:level,nd, 11.rk n 8.l ee t 7 77/. I 
Eo..ar cs , 8rt t 83 80 85 84 83  

I H1gl 1y. Eh,n, 85 88 { 88 87'/. 
Jenrio, ;.ck '7 8  79 84 80i. 
Loi tir, Laura 90 98 99 9!, 9E!I. 
Mat thrtws, Or,,. 91 9  St 92 91:: Normans, tu, ·  70 74 80 tz: 
Pr,nce, Perry 77 oO 6• 75 69'1. 
&1r1nsk1, &  81 83 BO £<5 8.,., - w,ntbrop, Nigel 8 •• Y9 9t 971. " 
Lldss. Mveraye I E:5 I 84 85 $,, I B5 . I 

I I 
3 4 

Figure 10-5. 
Worksheet Standard Values 

1. Titles are left justified. 

2. Numbers are fixed decimal format with no decimal places. 

3. Columns are nine characters wide. 

I 

I 

4. The values in percentage format are exceptions to the worksheet 
standard values. 

The two other worksheet standard values-Recalculation Order and Fre­ 
quency, and Protection-are not evident by looking at a worksheet, but 
rather when you use the worksheet or by scrolling to the end of the "Help" 
listing for the Spreadsheet. 

NOTE: 
See "Protection" and "Recalculate." 

After you provide a standard for labels, such as, right justified, and for 
values, such as, fixed decimal with two decimal places, then all values take 
the format of the labels standard. 

Remember, however, that the standard values have nothing to do with what 
is stored in the cell, but everything to do with what is displayed. For example, 
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