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PROGRAM DESCRIPTION

This is a one day, over the shoulder training course which
introduces stuadents to the Apple GS computer, data base portions of
the AppleWorks program (Version 2.0 of the AppleWorks program is used)
and provides them with experience using the data base in three
separate curriculum areas: (1) science; (2) 1language arts. and; (3)
social studies. It is intended for small groups (6 or less per group)
of inservice elementary school teachers each of whom has use of a
computer during each class. There are two one and one-half hour
classes and one two hour class during the course. Each participant
attends each class. It accommodates various levels of experience. 1n
addition, individuals without experience using the Apple GS computer
are encouraged to attend. Emphasis is placed upon student success in
a "hands-on" environment. Upon completion of the program, attendees
should be able to:

1. ACCESS previously saved files.
SETUP new data base files.

PRINT data base files as tables and labels using various print
options.

SAVE data base files.

INSERT data in data base files.

ARRANGE data base files on various categories or fields.

MOVE information from data base files to word processing files.
CHANGE file names.

MOVE information from one data base file to another data base
file.

USE delete, find, copy, vank, insert and other functions.

CLASS SCHEDULE

The first class of the morning meets for two hours while the
remaining two classes meet for 1 and 1/2 hours each. A common base is
established in the first class for the remainder of the day. The ~a,
b,"” and "c" portions of each class schedule are conducted during the
first class of the morning only (see class schedules 1, 2 and 3 below)
as well as the "d" portion. The "d" portion of each class schedule is
the only part conducted during classes 2 and 3. The classes are
divided numerically by meeting time and alvhabetically by subject, the
first class of the day providin ttendees a common base with the
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a.
b.
c.
d.

s a.
& b.
S C.
. d.

1. Class A:

computer and computer
workshop day.

CLASS SCHEDULE BY TIME

3. Class 3 1300 - 1430

Introduction to
Introduction to

program for use during the remainder of the

1. Class 1 0800 - 1000
2. Class 2 1030 - 1200

CLASS SCHEDULE BY SUBJECT
1. CLASS A - LANGUAGE ARTS

the Apple IIGS Computer.
AppleWorks.

Introduction to Data Base.

Using Data Base

Introduction to
Introduction to
Introduction to
Using Data Base

3. CLASS C - SCIENCE

Introduction to
Introduction to
Introduction to
Using Data Base

Data Base

in Language Arts.

2. CLASS B - SOCIAL STUDIES

the Apple IIGS Computer.
AppleWorks.

Data Base.

in Social Studies.

the Apple IIGS Computer.
AppleWorks.
Data Base.
in Science

CLASS COMPOSITION

Each participant will have the sole use of a computer during class
sessions. Class size

f are available but limited to 4 to 6 attendees each.

is determined by the number of computers that

CLASS OUTLINES

Introduction to the Apple IIGS (omputer, AppleWorks

and Using Data Base In Language Arts. This

schedule will be altered based upon the backgrounds of
the attendees.

Introduction to

the Apple 1IGS Computer.

(1) Computer parts.

(2) Turning on
(3) Turning on

the computer.
the monitor.

R
S T




(4) Turning on the printer.
(5) Loading the AppleWorks program.

(a) Disk drive slot assignments.
(b) Turning on the machine method.
(c) OPEN-APPLE-CONTROL-RESET method.

P T R N
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b. Introduction to AppleWorks.

T 9
AL

T

(1) Cursor types (OPEN-APPLE-E).
(2) Reading the screen.
(3). Main Menu.

A e
N r

(a) Formatting blank data disks.

i. Other Options menu.
: ii. Naming the volume.

R e ey

5 (b) Selecting disk drive slots.
o (c) Setting up files.

g c. Introduction to data base. ;

5 (1) Naming files and file libraries.
i (2) Opening files.

(3) File storage (OPEN-APPLE-S).

(4) File printing (OPEN-APPLE-P).

d. Using data base in language arts.

(1) Collecting information for a data base.
(2) Building a data base.

(3) Storing the data base.

(4) Arranging the data base (OPEN-APPLE-A).
(5) Printing the data base.

(6) Interpreting data base prints.

(7) Curriculum extensions.

2. Class B: Introduction to the Apple I1IGS Computer, AppleWorks
Data Base and Using Data Base In Social Studies. This
schedule will be altered based upon the backgrounds of
the attendees.

a. Introduction to the Apple IIGS Computer.

(1) Computer parts.

(2) Turning on the computer.

(3) Turning on the monitor.

(4) Turning on the printer.

(5) Loading the AppleWorks program.

(a) Disk drive slot assignments.
(b) Turning on the machine method.
(c) OPEN-APPLE-CONTROL-RESET method.

DIty
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Introduction to AppleWorks.

(1)
(2)
(3)

Cursor types (OPEN-APPLE-E).
Reading the screen.
Main Menu.

(a) Formatting blank data disks.

i. Other Options menu.
ii. Naming the volume.

(b) Selecting disk drive slots.
(c) Setting up files.

Introduction to data base.

(1)
(2)
(3)
(4)

Naming files and file libraries.
Opening files.

File storage (OPEN-APPLE-3).
File printing (OPEN-APPLE-P).

Using data base in social studies.

(1)
(2)
(3)
(4)
(5)
(6)
(7)

Class C:

Collecting information for a data base.
Building a data base.

Storing the data base.

Arranging the data base (OPEN-APPLE-4).
Printing the data base.

Interpreting data base prints.
Curriculum extensions.

Introduction to the Apple IIGS Computer, AppleWorks
Data Base and Using Data Base In Science. This
schedule will be altered based upon the backgrounds of
the attendees.

Introduction to the Apple IIGS Computer.

(1)
(2)
(3)
(4)
(5)

Computer parts.

Turning on the computer.
Turning on the monitor.

Turning on the printer.

Loading the AppleWorks program.

(a) Disk drive slot assignments.
(b) Turning on the machine method.
(c) OPEN-APPLE-CONTROL-RESET method.

Introduction to AppleWorks.

(1)
(2)
(3)

Cursor types (OPSN-APPLE-E).
Reading the screen.
Main Menu.
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Formatting blank data disks.

'

i. Other Options menu.
ii. Naming the volume.
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(b) Selecting disk drive slots.
(c) Setting up files.

BXS TR T

Introduction to data base.

Sertoanys
BT

(1) Naming files and file libraries.
(2) Opening files.

(3) File storage (OPEN-APPLE-S).

(4) File printing (OPEN-APPLE-P).

Using data base in science.

81 PRNINDRTN I 7 322

(1) Collecting information for a data base.
(2) Building a data base.

(3) Storing the data base.

(4) Arranging the data base (OPEN-APPLE-A).
(5) Printing the data base.

(6) Interpreting aata base prints.

(7) Curriculum extensions.

HANDOUTS
Di £ F r bt Blank Disl
C ! ti Data B Fil
Printi Data B Fil
E isi Data B Print Opti
Obtains Help With Data B Fil

Subject area handouts.
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INTRODUCTION

“Using AppleWorks V2.0 To Construct Data Base Files For Use With
The Apple 1IGS Computer First Edition' was developed for use as a "how
to" training device. It can be used with Apple IIGS computers which
have two disk drives. Its development was accomplished using one
Apple S 1/4" drive, one Apple 3 1/2" drive and the 2.0 version of the
AppleWorks program. The plictures one sees in the Fligures shown in
this document are those that will be seen when V2.0 of the Appl eWorks
program is used with the Apple IIGS computer for the construction
process. Generaily, other versions of the AppleWorks program may be
used in conjunction with the document. There may, however, sometimes
be slight differences between what one sees on the computer monlitor
screen and what I8 seen in this document. If the document IS to be
ugsed as it was Intended at the time of development, users must have
the following items avallable to them:

1. Apple IIGS computer.

2. Two disk drives.

3. AppleWorks program V2.0.
4. One data disk.

If this document is to be as it was intended at the time of
development, users must know how to turn on the computer.

After using this document, Apple IIGS ccmputer operators should be'

able to construct data base files using V2.0 of the AppleWorks
program. Additional guidance in this regard may be found in the
AppleWorks program manual which accompanies the purchase of the
program. Manuals are also available from many bookstores.

Mistakes found in this document are mine.

RMS
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1. Program Loading.

a. Place the AppleWorks program (Version 2.0) In disk drive #1,
slot #5 and load the program into the computer. This iIs
generally, the normal configuration of :he equipment. 1If
both large (5§ 1/4*) and small (3 1/2*) disk drives are used,
the small drive !s often connected as drive #1 slot S. If
the machline you are using has two 5 1/4* disk drives, and you
are unsure of the configuration, place the program in one
disk or the other. The computer normally will search both
digk drives for a program.

SR S T T

b. Turn on the computer or, {f the equipment s already
energ!{zed:

¢. Prees and hold down the OPEN-APPLE and the CONTROL keys and
while they are held down, press and release the RESET key
(directly above the numbers S and 6 keys). Then release the
OPEN-APPLE and the CONTROL keys.

g ’"‘4‘»““"‘.‘{"f""‘}’t'!";‘J':F,-‘ 3 By
IS S

PR
B

d. With this task completed, your screen should look 1ike Figure
1 (the "Main Menu' is on the screen). In the upper left
corner of the screen, you should find Disk | ¢(slot 6). 1If
this Is the case, proceed to step 05, skipping steps 02
through 04 (see Figure 1).

e. If you see Disk 2 (slot 6), Disk 1 (slot 6, or Disk 2 (slot

5> In the upper left hand corner, you should go on to step
02 (gee Figure 2).
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Disk: Disk 1 (Slot 6) MAIN MENU Escape: *WP00780.006*

5
Fie
EN
Lo
£
%
P
g
N
i
bt
:
3o,
;{A
i
7
2

; [ Mein Menu |

g | |
{ | 1. Add files to the Desktop |
: | {
: ] 2. Work with one of the files on the Desktop i
: | |
: ! 3. Save Desktop files to disk i
¢ I {
: | 4. Remove flles from the Desktop |
> ! |
| S. Other Activities i
;. | {
& | 6. Quit {
o |
. | {

Type number, or use arrows, then press Return 9-? for Help

Figure 1. The Computer Screen With Disk 1 (Slot 6) Selected.
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* Dimk: Dlsk 2 (Slot 6) MAIN MENU
; { Main Menu i
: { |
f i
: [ 1. Add files to the Desktop i

| |
: 1 2. Work with one of the files on the Desktop |
R | !
d | 3. Save Desktop flles to disk i
i | |
. | 4. Remove flles from the Desktop ! )
: | ! ;
v | 5. Other Activitles l ;
i | ! :
: l 6. Quit | 3
5 ! i %
i ! :

Type number, or use arrows, then press Return 9-? for Help

Figure 2. Monitor Screen Showing An Incorrect Disk And Slot.
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Selecting The Add Files Menu. If the upper left corner of your
monitor screen appears differently than the picture shown

in Figure 1, select option #1, "Add files to the Desktop," from
the "Main Menu." This is accompl ished as follows:

a. Press the RETURN key once. Following this action, the screen
should shift so that it appears like the picture shown in
Figure 3.

Disk: Disk 2 (Slot 6) ADD FILES Escape: Main Menu

Main Menu {

” e oy o AR DD sy . < PIRCAT
;‘};UEE{ A R R A % & SR

TO¥ e T T ) 24 SRR AT ' :

S

Add Files | {

%3 20

-
SE

Get files from:

1. The current disk: Disk 2 (Slot 6)
2. A different disk

3. Word Processor
4. Data Base
S. Spreadsheet

{
i
{
|
{
|
{
Make a new file for the: |
{
{
|
{
i
{
{

504K Avail.

Figure 3. The Screen After Choosing, "Add files to the Desktop*
Option From The "Main Menu®.

03. Selecting A Different Disk. Select option #2, "A different
disk" from the "Add Files* menu as follows:

a. Press the DOWN-ARROW key once.

b. Press the RETURN key once. The monitor screen should ook
like the picture shown in Figure 4.
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CHANGE CURRENT DISK Escape: Add Files
Main Menu [
|
Add Files | I__
I

| Change Current Disk | I

I I

I |

{ I

| |

! Disk drives you can use: | ‘
{ | :
| 1. Disk 1 (Slot 6) [
| 2. Disk 2 (Slot & | “
{ 3. Disk 1 (Slot S | 3
! 4. Disk 2 (Slot S | H
| S. Prol0S di -ectory | .
{ |

| |

{ I

P YT F I e vy
t

e
‘6{“

o

7
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arrows, then press Return

504K Avalil.

Figure 4. The Monitor Screen After Selecting The "A different disk*

Option.
04. Selecting Disk 1 (Siot 6).

a. Press the RETURN key once. The screen should have changed
following this action so that it appears 1ike the example in

Figure 5.
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ADD FILES Eacape: Main Menu

Main Menu

Add Files

Get files from:

The current disk: Disk 1 (Slot 6)
A different disk

Make a new file for the:
Word Processor

Data Base
Spreadsheet

WS wwe MED mwm En Gan G Gun S G RS emm Sum @ San

§< Type number, or use arrows, then press Return 504K Avail.

Figure S. The Monitor Screen Showing The Add Files Menu After
Disk 1 (Siot6).

Selecting the Data Base Option.
a. Press the numeral *4" key once.

b. Press the RETURN key once. The combined actions of
procedures "a" and "b" will bring you to the "Data Base" menu
and the screen will appear as does the picture in Figure
6.




;"Diakz Disk 1 (Slot 6) DATA BASE Escape: Add Files

Main Menu {

Add Files | {

Data Base | |

Make a new file:

1. From scratch

2. From a text (ASCiI) file

3. From a Quick File (TM) file

Wy AN GEL D GMR GNR QU TED G WAE ~m) @A GED GED Wee SR

4. From a DIF (TM) file

|
|
|
|
i
1
|
l
|
l
I
|
|
1
|

*. Type number, or use arrows, then press Return 504K Avail.

EN

Figure 6. The "Data Base" Menu.

06. Naming The Fjle.

a. Select option #1 (it is highlighted), "From scratch® by
pressing the RETURN key once. The picture you see on the
screen will change so that it looks iike the one shown in
Figure 7.




P U .- - - CER— ey s
e . DSt ]

«.}5 ) ) 'AE‘:’;%%
. Dimk: Dimk 1 ¢Slat 6) DATA BASE Emcape: Add Files

A{{‘&.

R Main Menu |
! |
1 Add Files | I
P |
[ B Data Base | I
B i | ¥
U | i :
[ Make a new fijle: |
(R | | ,
[ | --> From scratch I ;
(R |
I 2. From a text (ASCII) file i 3
I | <
[ I 3. From a Quick File (TM) file | -
I | :

£ 1 1 4. From a DIF (TM) file | ;

1 I

i | !

© Type a name for this new fil:: S04K Avall.

; Figure 7. The Screen Showing The "From Scratch" Option Of The "Data

- Base" Menu Selected.

: b. Directions at the bottom of the screen tell you to name the
ks the new file so type the word *"INVENTORY." The screen now
: is identical to the picture of the screen shown in Figure 8.
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Dimk: Dirk 1 (Slot &) DATA BASE

Emcape: Erame entry

A

Main Menu I

Add Files |

Pata Base |

Make a new file:

--~> From scratch

- oum Gm omm CEn mm W cum M Gme SR Gwn v e

1, ik

2. From a text (ASCII) file
3. From a Quick File (TM) file
4. From a DIF (TM) file
INVENTORY 504K Avail.
Figure 8. Blank Data Base File Titled "INVENTORY."

c.

Press the RETURN key once to enter the file title. The
screen should look like the picture shown in Figure 9.
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r“%llet INVENTORY CHANGE NAME/CATEGORY Escape: Revliew/Add/Change

Category names

R R R S S R R N T T S N e s s s e S e s e e e s s e e e e e e e e

Category 1

Options:

Change category name

Up arrow Go to filename .

| Doun arrow Go to next category s
9-1 Insert new category ;

WS e W an S e W e e
-

;‘Type entry or use 3 commands 504K Avail.

Figure 9. The Computer Screen Showing The Data Base File After
Entering The Title, "IMVENTORY."

07. Blinking Block Cursor. Insure that you are using the blinking

block cursor and no: the blinking line cursor. If the monitor
screen shows a blinking line cursor, press the GPEN-APPLE and *E*
keys at the same time to switch to the blinking block cursor (to
switch back to the blinking block cursor, press the OPEN-APPLE
and “E" keys at the same time).

08. Naming Cateqories Or Fields. Insert the first category name
(categories, in the printed data base file, run from top to
bottom). This is accomplished as follows:

a. Press the CAPS-LOCK key down so that the machine will type
only capital letters.

b. Type "ITEM NAME."

> * T e n
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Preass the SPACE-BAR several times to erase the remainlng-

c.
letters and number in the original "Category 1" (see Figure
10).
d. Press the RETURN key once. The screen should look like Figure
10.
Pile: INVENTORY CHANGE NAME/CATEGORY Escape: Restore former entry

tegory names
?'ngﬁmwamma::“:::::::=========:====:=====

Options:

Change category name

Up arrow Go to fllename

Down arrow Go to next category
-1 Insert new category

-------------------------------—---------—------------”---------.

- Type entry or use 9 commands 504K Avail.

Figure 10. The Computer Screen After Inserting The *“ITEM NAME"

f.

3

i3

x

i

i3
Few
{

2

&

Category.
Type, "DESCRIPTION,"* and then press the RETURN key once.

Insert two additional categories titled "QTY* and
“STOR.LOCATION" (storage location). Press the RETURN key
once after typing each category name as was done above in
steps "b" and “c.* The screen should look iike the plcture
in Figure 11. At this point, the cursor is located on the
line below *STOR.LOCATION."
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INVENTORY CHANGE NAME/CATEGORY Escape: Erase entry

& gategory names
Mm—_z-.:::==m==========================================================
JITEM NAME
DESCRIPTION
aTY
STOR.LOCATION Type category

Up arrow Go to previous category
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Type entry or use 3 commands 504K Avalil.

¥

B

Figure 11. The Computer Screen After Typing The Four Category Names.
09. Moving To Ingert Data.

a. Press the ESC (escape) key once. The screen now looks 1ike
the picture shown in Figure 12.
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- Flle: INVENTONY REV 1 EW/ADD/CHANGE Escape: Main Menu

This file does not yet contain
any information. Therefore, you
will automatically go into the
Insert New Records feature.

S

%
S

S
5

>

ey
P I P
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Press Space Bar to continue 504K Avalil.

FEAY
.

4 3-"‘?#;?'. 5H

Figure 12. The Monitor Screen After Performing Step "a.*

b. Press the SPACE-BAR once. The screen changes to appears like
the screen shown in Figure 13 and the file is ready for the
ingsertion of real data.
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INSERT NEW RECORDS Escape: Review/Add/Change

ORI
SRR 3

0

Type entry or use 9 commands 504K Avail.

PR,

Figure 13. The Computer Screen Showing A Blank “Record 1 of 1."
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10. Ingerting Data. Insert data in the first two records (records
run from left to right in the printed data base). This
accompl ished as follows:

a. Type the information to be entered in a category.
b. Press the RETURN key once.

Type information in the next category and press the RETURN
key once.

RS ora R X

o

Use the UP-ARROW key after pressing the RETURN key to return
to a category where a mistake has been made.

If the computer does not move automatically from record 1 to
record 2, follow the directions provided on the monitor
screen.
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Changling Data Base Flle Formats. After inserting information
In the first two records, press the OPEN-APPLE and the "2*" keys
(zoom function) at the same time. The screen will now appear
similar to the example provided in Figure 14 (if you want to
return to the criginal format, press the OI'EN-APPLE and the "2*
again).

File: INVENTORY REVIEW/ADD/CHANGE Eascape: Main Menu

‘Seiection: All records

%> ITEM NAME DESCRIPTION GTY STOR LOCATION
é@ Pencil Mechanlcal 100 C 03-10
%»Frog Embalmed, Large 120 h-01-05

D S D G i O O S e S S iy B B Wl S . e e ey S W . W G s B> W . P . e . S Gove V4w B Govs P P B2 TR W e Be G B e B> B Sn B P e G2 R S B Vs B S B P e WD P P e e e P P D S e O

Type enté} or use 9 commands 9-? for Help

Figure 14. The Computer Screen After Entering Data In The First Two
Records And Switching Screen Formats.

12. Alterina The File Lavout.

a. Press the OPEN-APPLE and the "L" (layout) keys at the same
time. This action will allow changes in the column widths
and other adjustments to be made to the file (see Figure 1S).
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==> or <-- Move cursor
> 9 < Switch category positions
--> @ <—-- Change column width
@-D Delete this category
Insert a previously deleted category
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DESCRIPTION

" pencl i Mechanical
* Embalmed, Large 120

Use options shown above to change record layout 504K Avall.

Figure 15. The Computer Screen After Selecting The Alter Layout
Option.

b.. Alter the flle to fit your desires by following the
directions provided on the screen.

Press the ESC key once. The screen will appear similar to
the example shown In Figure 16.
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File: INVENTORY CHANGE RECORD LAYOUT Escape: Review/Add/Change

I

ms:.s.:::z::g::g================z¢==u:z===:===:-=======================a=z=u.

R T e e T e

What direction should the cursor
go when you press Return?

§‘ 1. Down (standard)
3 2. Right
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ITEM NAME DESCRIPTION QTY STOR.LOCATION é
Pencl | Mechanical 100 C-03-10
Frog Embalmed, Large 120 H-01-05 ;
--------------------------------------------------------------------- More --->
Type number, or use arrows, then press Return 504K Avall.

Figure 16. The Computer Screen After Pressing ESC Once.

d. Press the ESC key once (a second time). The monitor screen ;
changes to appear similar to the example in Figure 17. :

18

26




g
3
2o Flle: INVENTORY REVIEW/ADD/CHANGE Egcape: Main Menu
i
<xSelection: All records R

2.

é;giTEN NAME DESCRIPTION QTY STOR.LOCATION
s*{@:"?

27 ’Pencl] Mechanical 100 C-03-10
Embalmed, Large 120 H-01-05
1§y@ype entry or use @ commands 9-? for Help

Figure 17. The Monitor Screen Showing The Altered Data Base File.

13. Flle Saving. Press the OPEN-APPLE and the *S* keys at the same
time to save the file on the data disk in slot or drive two.
Note that normally, a red light over the disk drive slot comes
on. When the light is again extinguished, your file has been
saved on your data disk.
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INTRODUCTION

"*Using AppleWorks V2.0 To Format Data Disks For Use With The Apple
11IGS Computer® was developed for use as a "how to*" training device.
It can be used with Apple IIGS computers which have two disk drives.
Its development was accomplished using one Apple S 1/4" drive, one
Apple 3 1/2* drive and the 2.0 version of the AppleWorks program. The
pictures one sees in the Figures are those that will be seen when V2.0
of the AppleWorks program is used with the Apple IIGS computer for the
formatting process. Generally, other versions of the AppleWorks
program may be used In conjunction with the document. There may,
however, sometimes be slight differences between what one sees on the
computer monitor screen and what is seen in this document. If the
document is to be used as it was intended at the time of development,
users must have the following items available to them:

i. Apple IIGS computer.

2. Two disk drives.

3. AppleWorks program V2.0.
4. One data disk.

If this document is to be as it was intended at the time of
development, users must know how to turn on the computer.

After using this document, Apple IIGS computer operators should be -
able to format blank computer disks using V2.0 of the AppleWorks
program. Additional guidance in this regard may be found in the
AppleWorks program manual which accompanies the purchase of the
program. Manuals are also avallable from many bookstores.

Mistakes found in this document are mine.
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DIRECTIONS

Place the AppleWorks program (Version 2.0) in disk drive #1,
slot #5 and load the program into the computer. This is
generally, the normal! configuration of the equipment. 1If
both large (5 1/4") and small (3 1/2*) disk drives are used,
the small drive is often connected as drive #1 slot 5. If
the machine you are using has two S 1/4" disk drives, and you
are unsure of the configuration, place the program in one
disk or the other. The computer normal ly will search both
disk drives for a program.

Turn on the computer or, if the equipment is already
energized:

Press and hold down the OPEN-APPLE and the CONTROL keys and
while they are held down, press and release the RESET key
(directly above the numbers 5 and 6 keys). Then release the
OPEN~-APPLE and the CONTROL keys.

With this task completed, your screen should look like Figure

1 (the *“Main Menu® is on the screen). In the upper left
corner of the screen, you should find Disk 1 (slot 6). If
this is the case, proceed to step 07, skipping steps 02
through 06 (see Figure 1).

If you see Disk 2 (slot 6), Disk 1 (slot 5), or Disk 2 (slot
5) In the upper left hand corner, you should go on to step
02 (see Figure 2.
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MAIN MENU Escape: "WP00775.006*

2. Work

3. Save

6. Quit

Main Menu i

1. Add files to the Desktop

with one of the files on the Desktop
Desktop files to disk

4. Remove files from the Desktop

S. Other Activities
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Type number, or use arrows, then press Return

3-? for Help

Figure 1.

The Computer Screen With Disk 1 (Slot 6) Selected.




<vDisk: Disk 2 (Slot 6) MAIN MENU
. 1 Main Menu |
I |
{ !
= I 1. Add files to the Desktop l
. | I
e | 2. Work witl. one of the files on the Desktop !
= I
| 3. Save Desktop files to disk !
e ! '
.| 4. Remove files from the Desktop |
A ! !
5 ! 5. Other Activities I .
I | 3
I 6. Quit | ;
I i
I | :
- Type number, or use arrows, then press Return 3-? for Help
Figure 2. Monjtor Screen Showing An Incorrect Disk And Siot. —
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. If the upper left corner of your
monitor screen appears differently than the picture shown
in Figure 1, select option #1, "Add files to the Desktop,* from
the "Main Menu." This is accomplished as follows:

a. Press the RETURN key once. Following this action, the screen

should shift so that it appears like the plcture shown in
Flgure 3.

“ Dlsk: Disk 2 (Slot 6) ADD FILES Escape: Main Menu

Main Menu i

Add Flles [ i

Get files from:

1. The current disk: Disk 2 (Slot 6)
2. A different disk

Make.a new file for the:
3. VWord Processor

4. Data Base
5. Spreadsheet

és Type number, or use arrows, then press Return 625K Avall.

Figure 3. The Screen After Choosing, "Add files to the Desktop*
Option From The *"Main Menu".

03. Selecting A Different Disk. Select option #2, "A different
disk® from the "Add Files" menu as follows:

a. Press the DOWN-ARROW key once.

b. Press the RETURN key once. The monitor screen snould look
like the picture shown in Figure 4.

33




D) CHANGE CURRENT DISK Egcape: Add Files

+

| Main Menu [

| |

Add Files { I

|

i | | Change Current Disk | I__

I I | |

[ I |

I I | {

N I | |

| | Disk drives you can use: i

I | |

| N | 1. Disk 1 (Slot &) |

N I | 2. Disk 2 (Slot 6) |

I | 3. Disk 1 (Slot S {

I I | 4. Disk 2 (Slot S |
z 1 1 S. ProD0S directory |
£ (| |
% | |
% 1 §
EEType number, or use arrows, then press Return £21K Avall.
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04. Selecting Disk 1 (Slot 6).

a. Press the RETURN key once.
following this action so that it appears like the example in
Figure S.

Figure 4. The Monitor Screen After Selecting The "A different disk®

The screen should have changed
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“ imk: Diak 1 (Slot &) ADD FILES Egcape: Main Menu
s_{:
it Main Menu | ‘
I 3
Add Files | i :
| :
|
Get files from: |
{
1. The current disk: Disk 1 ¢Siot 6> |
2. A different disk |
| :
Make a new file for the: I ;
| %
3. Word Processor | 4
4. Data Base | 4
S. Spreadsheet | 1
|
| i
! :

EY

ziType number, or use arrows, then press Return 521K Avail.
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Figure 5. The Monitor Screen Showing The Add Files Menu After
Disk {1 (Slot6).

Returning To The Main Menu.

a. Press the ESC key once. The monitor screen now appears like
the example shown in Figure 6.
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iDimk: Disk 1 (Slot 6) MAIN MENU
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Main Menu i
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1. Add files to the Desktop
. Work with one of the files on the Desktop

. Save Desktop files to disk
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. Other Activities

Yy

B

¥

2

3

4. Remove files from the Desktop
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. Quit
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3
&
5

B

!
T

§

EXoETycs
toagy

Figure 6. The Main Menu With Disk i (Slot 6) Selected.
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07. Selecting Other Actjvities. Select option #5, “Other
Activities" from the "Main Menu." This is accomplished as
fol lows:

HNTATRANY Tl B¢

a. Press the NUMBER-S key once.

Llx ayges

b. Press the RETURN key once. Your screen should look like the
v picture shown in Figure 7 following this action.
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“oDisk: Disk 1 (Slat 6) OTHER ACTIVITIES Emcape: Main

Main Menu

ST S
SRR RN
R Y R/

Other Activities |

5

1. Change current disk drive or ProDOS prefix

RTREW 0, 05 A S
EATR T AR
LR

2. List all files on the current disk drive
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e
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3. Create a subdirectory

TR
o

Delete files from disk

Format a blank disk
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Select standard location of data disk
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X

g
SN

=
e T e S owe e a E o S o S o Som e

Specify information about your printer(s)

,mu
R

Type number, or use arrows, then press Return 521K Avalil.

Figure 7. The Screen After Selecting, the “Other Activities* Option
From The "Majin Menu.*
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08. Disk Formatting. With the screen appearing as It does in
Figure 7 select option #5 as follows:

a. Press the DOWN-ARROW until the *Format a blank disk" option
is highlighted.

b. Press the RETURN key once. The picture you see on the screen
has changed so that it looks like the one you now see below
in Figure 8.
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%% Dimk: Dimk 1 (Slot 6) DISK FORMATTER Emcape: QOther Activitiesm
o
S, Main Menu !
3 | !
AN B Other Activities | I__
ST !
e O Disk formatter ! I
75 U !
SR R B I
o I The formatter will use the disk drive !
PR I B shown on the top line of the screen. |
&, t !
& A disk name consists of up to 15 letters, l
¥ U numbers, and periods. The first character | ]
FAR must be a letter. ! ;
& I l !
O I B | )
It t ‘
? P !
3 I |
l l
5 Type a disk name: 521K Avall.
?
; Figure 8. The Screen After Selecting the "Format a blank disk" Option
From The "Other Activities" Menu.

09. Volume Naming. Directions In the center of the screen tell you
to name the new disk. Type the word “TRAINING* and then press
the RETURN key once. The screen will now be identical to the
picture shown In fligure 9.
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;é{Dlsk: Disk 1 (Slot &> DISK FORMATTER Escape: Other Actlvities

Main Menu

TEAT

Other Actlivitles

g
o
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{ The disk to be formattea should
{ be in the disk drive NOW.
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Press Space Bar to continue 625K Avalil.
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Figure 9. The Monitor Screen After Typing The Name Of The New Disk.

10. Using Drjve { (Siot 6). 1Insert the disk to be formatted in
Disk 1 (Slot 6). This will be the disk drive slot which does

not, .

at present, have a disk inserted in it.

11. Formatting. Press the SPACE-BAR and watch the screen. When
the formatting task is complete, the monitor screen will appear
like the example shown in Flgure 10.
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' Disk: Disk 1 (Siot 6) DISK FORMATTER

L

re

Escape: Other Activities

i, { Main Menu |
O !
N Other Activities ! I
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- U Disk tormatter ! I
& I
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-~ R R
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w I B Successiully formatted
£ R I
: I
S0
i It 1
o
; 1
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RENZEM

Press Space Bar to continue

621K Avall.

Completed.

now looks like the example in Figure 11.

Figure 10. Monitor Screen After The Formatting Task Has Been

. 12. Using Screen Directions. Press the SPACE-BAR once. The screen




isk: Disk 1 (Slot 6) DISK FORMATTER Escape: Other Activities

Main Menu

Other Activities

Disk formatter

e G ame S . Ve atn e

The formatter wili use the disk drive
shown on the top line of the screen.

A disk name consists of up to 15 letters,
numbers, and periods. The first character
must be a letter.

621K Avalil.

Figure 11. Monitor Screen After Exiting The Successfully Formatted
Mode

13. Exiting The Format Option. Press the ESC key once. This

action moves the program back to the "Other Activities,' menu
(see Figure 12).
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Disk: Disk 1 (Slot 6>

OTHER ACTIVITIES

Escape: Main Menu

Main Menu |

Other Activities i

1. Change current disk drive or ProD0OS prefix

2. List all files on the current disk drive

3. Create a subdirectory
4, Delete files from disk

S. Format a blank disk

6. Select standard location of data disk

7. Specify information about your printer(s)

Type number, or use arrows, then press Return

625K

Avall.

Figure 12.

14.

*Other Activities" Menu.

Press the ESC key to

return to the *Main Menu" (see Figure 13).

14




‘Bistkt Diuk 1 ¢Bint &) MAIN MENU

Main Menu }

1. Add rfiles to the Desktop

2. Work with one of the files on the Desktop
3. Save Desktop files to disk

4. Remove files from the Desktop

5. Other Activities

6. Quit

Type number, or use arrows, then press Return

9-? for Help

Figure 13. *Main Menu."

15. Information Storagqe. The disk can now be used for data

gstorage.
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PRINTING APPLEWORKS DATA BASE
FILES
WITH THE APPLE IIGS COMPUTER
USING APPLEWORKS V2.0
FIRST EDITION

By

Richard M. Schlenker
Department of Defense Dependent Schools
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INTRODUCTION

"Printing AppleWorks Data Base Files With The Apple IIGS Computer
Using AppleWorks V2.0" was developed for use as a “how to" training
device. It can be used easily with Apple IIGS computers which have
two disk drives. In addition, it can be used with Apple I1IGS
computers having only a single disk drive as long as the user
religiously follows the directions printed on the screen. its
development was accomplished using two disk drives; one 5 1/4" drive
and one 3 1/2" drive. Also, version (V) 2.0 of the AppleWorks program
was used during its writing. The pictures one sees in the Figures
provided here are those that will be seen when V2.0 of the AppleWorks
program is used for the printing process. Generally, other versions
of the AppleWorks program may be used in conjunction with the
document. Some of the pictures one sees on the computer monitor
screen, however, may be slightly different. If the document is to be
used as it was intended at the time of development, users must have
the following items available to them:
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1. Apple I1IGS computer.

2. Two disk drives.

3. AppleWorks v2.0.

4. One data disk on which is stored a data base file.

The following skills must be mastered by users before the document
can be used as {t was intended. Users must be able to:

1. Turn on the Apple computer.
2. Bootup the AppleWorks program.

3. Load the data base file to be printed from the data storage
disk into the computer memory. This actlion should put the
data base file on the computer monitor screen which is where
this document starts. The data base file used in this
document is a portion of a library file used regularly by the
author.

After using this document, Apple I1I1GS computer operators should be
able to print AppleWorks data base files using V2.0 of the AppleWorks
program. Additional guidance in this regard may be found in the
AppleWorks program manual which accompanies the purchase of the
program. Manuals are also avallable from many bookstores.

Mistakes found in this document are mine.
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01.

DIRECTIONS

In The Beqinning.
printing operation,
example shown In Figure 1.

In the beginning,

prior to starting the
your data base file should appear similar to the

"Pile: DOC.LIBRARY.00S

;Selectlon: All records

:DOC. N DOC. T KEY WORD SUBJECT TITLE AUTHOR DATE DISK NO
W

REVIEW/ADD/CHANGE

Type entry or use 9@ commands

Schlen

Escape: Main Menu

DOC. FORM DOC. RCVR/US

‘00725 WP Training Compute Print Schlen 89MA 000098¢ Letter ERIC

00726 WP Chemistr Activit Testi Schlen 89MA 000098¢C Article Journal of C
00727 WP Inservic Teacher Summe Schlen 89MA 000008¢ Memo Middle, High
G0728 WP Inservic Summer Comme Schlen 89MA 000008¢ Letter Joan A. Miil
00729 WP Curricul Courses Respo Schien 89MA 000008¢ Memo Principle, 2
00730 WP Writing Researc Repor Schlen 89MA 000098¢ Article PSTA, for is
00731 WP Inservic Compute Minic Schlen 89MA 000098¢ Paragraph School princ
00732 WP Inservic Worksho Starl Schlen 89MA 000098¢ Memo Principal, E
00733 WP Inservic Worksho Starl Schlien 89MA 000098¢ Memo Principal, M
00734 WP Inservic Worksho Starl Schlen 89MA 000098¢ Memo Principal, M
00735 WP Inservic Worksho Starl Schlen 89MA 000098¢ Memo Principal, B
00736 WP Inservic Worksho Starl Schlen 89MA 000098¢ Memo Principal, K
00737 WP Inservic Worksho Starl Schlen 89MA 000098¢ Memo Principal, S
00738 wp Inservic Worksho Starl Schlen 89MA 000098¢ Memo Principal, A
00739 WP Inservic Worksho Starl 89MA 000098¢ Memo Principal, 2

9-? for Help

Figure 1. An example Data Base File.

02.

Selecting A Print Format. To enter the print option, press the
OPEN~APPLE and the "P* keys at the same time. As a result of
this action, your screen should appear identical to the picture
shown in Figure 2. Note that the program provides us with 5
options; (i) Get a report format; (2) Create a new “Tables"
format; (3) Create a new “Labels" format; (4) Duplicate an
existing format, and; (S) Erase a format.

46
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1. Get a report format

2. Create a new "tables" format
3. Create a new "labels" format
4. Duplicate an existing format
5. Erase a format
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Type number, or use arrows, then press Return 464K Avail.

Figure 2. The Monitor Screen After Exercising The Initial Print
Option

a. Select the first option as follows.

(1> Insure the option is highlighted by pressing the
UP-ARROW key if necessary.

(2) Press the RETURN key once. The monitor screen will
appear 1ike the picture shown in Figure 3, indicating
that a format cannot be accessed because it has not vet
been constructed.
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i ‘F1le: DOC.LIBRARY.006 REPORT CATALOG Escape: Report Menu

You don’t have any report formats

Press Space Bar to continue 468K Avail.

Figure 3.

The Monitor Screen After Selecting The *Get a report
format" Option.

Return to the Report Menu by pressing the ESC key once.
Select the tables format option as follows.
(1> Insure that option #2 in highlighted.

(2> Press the RETURN key once. The monitor screen now
appears identical to Figure 4.
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Type a name for the report: 468K Avall.
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Figure 4. The Monitor Screen After Selecting The Tables Format
Option.

c. Name the report by typing the name you wish to appear at the
top of the page when the file has been printed. An example
is shown In Figure 5.
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Type a name for the report: LIBRARY 468K Avail.

Figure 5. Naming The Report.

d. Enter the print options phase by pressing the RETURN key
once. The monitor screen changes to appear llke the example
shown in Figure 6.
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£ Flle: DOC.LIBRARY.006 REPORT FORMAT
4. Report: LIBRARY

Poral

%%wSelection: All records

i )

W

"' =~=> or <~- Move cursor 29-J
> 9@ < Switch category positions 9-K

7 ==> @ <-- Change column width 2-N

- 9-A Arrange (sort) on this category 2-0

*.9-D Delete this category 9-P

: 9-G Add/remove group totals ?9-R

.« @-1 Insert a prev. deleted category @-T
DOC. NO: DOC. TYPE: KEY WORD: SUBJECT:
A= - Berermeeeee -~ Commmmmmees -~ D---=~-
00725 WP Training Computer
00726 wP Chemistry Activity
00727 WP Ingervice Teacher
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Use options shown above to change report format

Escape: Report Menu

Right Jjustify this category
Define a calculated catedory
Change report name and/or. title
Printer options

Print the report

Change record selection rules
Add/remove category totals

s Printing dat Schlenker 8

Testing for Schlenker/Yo 8
in n Summer 1990 Schlenker 8
---------------------- More --->

467K Avail.

Figure 6. The Beginning Of The Print Opti

on Phase.

e. Return to the Report Menu by pressing the ESC key once.

The screen now appears like that

shown in Figure 7.




1. Get a report format

2. Create a new "tables" format

3. Create a new "labels* format -
4. Duplicate an existing format

5. Erase a format

6. Keep working with current format
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. File: DOC.LIBRARY.006 REPORT MENU Escape: Review/Add/Change
- Report: LIBRARY
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Type number, or use arrows, then press Return 467K Avall.

Figure 7. The Monitor After Returning To The Report Menu.
e. Select the labels format as follows.

; (1) Press the DOWN-ARROW key twice to highllight the desired
option.

(2) Press the RETURN key once. Now examine Figure 8.
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Type a name for the report: 467K Avall.

Figure 8. Monitor Screen With The Labels Option Selected.

f. Name the flle as before by typing the name you want to appear
on the report. The flle following the naming process is
shown in Flgure 9.
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Type a name for the report: LABELS 467K Availl.

Figure 9. The Report After It Has Been Named.

g. Enter the print option phase by pressing the RETURN key once.
The screen changes to appear like the exampie shown in Figure
10.
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xﬁggil;‘-i\lm DOC.LIBRARY.006 REPORT FORMAT Egcape: Report Menu
+2Report: LABELS

(s
%z:Selection: All records

H
2

e

' 'REY WORD:
| SUBJECT:

i Use options shown on Help Screen 9-? for Help
é Figure 10. The Screen After Entering The Print Option Phase.

i

£ 03. Selecting A Printer. Since we are not interested in

i investigating print options but rather actually printing a

¥ report, we shall proceed, first printing the report using the

3 labels format and then the tables format.

5 a. Printing The Report In Labels Format.

P

¢ (1> Press the OPEN-APPLE and the “P" keys at the same time.
4 The monitor screen now appears identical to the pictuce
{ shown in Figure 11.
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Where do you want to print the report?

BN R Y R P s 7 s
N T v

1. ImageWriter

2. EPSON

3. The screen

4. The clipboard (for the Word Processor)
5. A text (ASCII) file on disk

6. A DIF (TM) file on disk

Type number, or use arrows, then press Return 467K Avail.

Figure 11. The Screen Showing The Select A Printer Options.

(2) Highlight the type of printer you have by using the
DOWN-ARROW key. Many Apple systems use the ImageWriter
printer. .f the type of printer interfaced with your
system is not shown here, consult your AppleWorks
ingtruction book to obtain directions regarding how to
alter the AppleWorks program so that the printer you
have can be used. That procedure makes use of option #7
of the "Other Options" menu, reached through the
“Main Menu."

Press the RETURN key once. The monitor screen now looks
like the picture shown in Figure 12.
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File: DOC.LIBRARY.006 PRINT THE REPORT Escape: Report Format
Report: LABELS
Selection: All records
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While the printer is runniu.g
you can use these keys: -

Escape to stop printing and
return to report format

Space Bar to pause
to continue printing

Type report date or press Return: 467K Avail.

Figure 12. The Monitor Screen After Selecting The Correct Printer.

(4> Type the report date as directed on the screen. Figure
13 shows the monitor screen after accomplishing this
task.
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Report : LABELS
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While the printer is running
you can use these keys:

Escape to stop printing and
return to report format

Space Bar to pause
to continue printing

Type report date or press Return: 89M:.Y24 467K Avail.

Figure 13. The Monitor Showing The Report Date Typed.

(S) Press the RETURN key once and examine Figure 14.
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File: DOC.LIBRARY.006 PRINT THE REPORT Escape: Report Format
Report: LABELS
Selection: All records
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While the printer is running
you can use these keys:

Escape to stop printing and
return to report format

Space Bar to pause
to continue printing

How many copies? 1 467K Avall.

Figure 14. The Monitor Screen With The Report Date Entered.

(6> Select the number of copies you wish the computer to
print as follows:

(a) Type number.

(b)> Press the RETURN key once. Pressing the RETURN key
automatically causes the printer to begin printing,
provided it is turned on, has paper, and so on.
Following the printing, the screen appears as it
does in Figure 15. An example of the printed copy
is shown in Figure 16.

(c> If you desire to print only one copy cf the report,
press the RETURN key without selecting a number.
In this case, 1 will automatically be selected.
Pressing the RETURN key causes the printer to begin
printing. Following the printing, the screen
appears as it does in Figure 15.
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File: DOC.L:iBRARY.006
Report: LABELS

 Selection: All records

REPORT FORMAT

Escape: Report Menu

Py ——

- DISK NO:

% pocC.

FORM:
DOC. RCVR/USER:

Each record will print

Use options shown on Help Screen

9-? for Help

Figure 15.

Completed.

16

The Screen After The Printing Operation

Has Been
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00726
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- Chemistry
- Activity

89MAY1S5

*  000098CAppleWorks) side 2.

Article

“. Filer  DOC.LIBRARY.O0G Page 1
*. Report: LABELS

Printing data base files

-000098¢(AppleWorks) side 2

Testing for acids and bases using a computer data base
Schlenker/Yoshida

Journal of College Science Teaching

89MAY24

b.

Figure 16. An Example Of The Printed Report.

Printing The Repor{ In The Tables Format.
(1) Return to the print options as follows.

(a)> Press the ESC key once. This action takes you
to the Report Format selections.

(2) Select the "Get a report format option® by insuring that
that choice is highlighted. If necessary, use the
UF-ARROW key to accomplish the task.

(a)> Press the RETURN key once. The screen now looks
like the picture shown in Figure 17.
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i File: DOC.LIBRARY.006 REPORT CATALQG Escape: Report Menu
7= Report: LABELS

5

z‘n

v

Current report formats:

3 1. LIBRARY
i 2. LABELS

Type number, or use arrows, then press Return 476K Avail.

Figure 17. The Monitor Screen With "Get a report format option*
Chosen.

(3) Select the tables format made earlier as follows:

(a) Highlight the proper report title using the ARROW
keys.

(b> Press the RETURN key once. The monitor screen
changes to appear as the example In Figure 18.
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% ==> or <-- Move cursor

%: --> 9 <-- Change column width
%: 9-A Arrange (sort) on this category
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‘FPll1e: DOC.LIBRARY.006 REPORT FORMAT Escape: Report Menu

Report: LIBRARY
Selection: All records

Right justify this category
Define a calculated category
Change report name and/or-title
Printer options

Delete this category Print the report

Add/remove group totals Change record selection rules
Insert a prev. deleted category Add/remove category totals

T — - . - . — - - - —— . ——— . — - T T D Sy WD D vy > T W S S

> 9 < Switch category positions

PLPPOPY
HAOAYOoO2RG

DOC. NO: DOC. TYPE: KEY WORD: SUBJECT: TITLE: AUTHOR: D
- —— B--=—mmemme - Crmmmmmnme - Deeemmcee O el R -
00725 wP Training Computers Printing dat Schlenker 8
00726 wP Chemistry Activity Testing for Schlenker/Yo 8
--------------------------------------------------------------------- More --->
Use options shown above to change report format 476K Avail.

Figure 18. The Screen After Returning To The Previously Constructed
Tables format.

(4> Since we are not, as previously mentioned above,
interested in exploring the various print options, press
the OPEN-APPLE and the "P* keys at the same time. This
action moves you to the select printer request (see
Figure 19).
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L 'Flle: DOC.LIBRARY.006 PRINT THE REPORT Escape: Report Format

‘Report: LIBRARY
ji- Selection: All records

Where dc you want to print the report?

1. ImageWriter

2. EPSON

3. The screen

4. The clipboard (for the Word Processor)
S. The clipboard (for Mail Merge)

6. A text (ASCII) file on disk

7. A DIF (TM) file on disk

Type number, or use arrows, then press Return 476K Avall.

Figure 19. Printer Select Request.

(5> Use the ARROW keys to select the proper printer and then
press the RETURN key once. This brings you to the
select date request (see Figure 20).




Y/ File: DOC.LIBRARY.006 PRINT THE REPORT Escape: Report Format

y- Report: LIBRARY
w. Selection: All records
/

ST

N T TR R 2
‘ .

SRS

by

S

While the printer is running
you can use these keys:

Escape to stop printing and
return to report format

Space Bar to pause
to continue printing

Type report date or press Return: 89MAY24 476K Avail.

Figure 20. Select Date Request.

(6> Type the date and press the RETURN key once. You are
now in the number of copies request (see Figure 21).
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While the printer is running
you can use these keys:

Escape to stop printing and
return to report format

Space Bar to pause
to continue printing

How many copies? 1 476K Avail.

Figure 21. Number 0Of Coplies Request.

(7> Type the number of copies and press the RETURN key once.
The printer will automatically begin to print (providing
It Is energized and setup correctly).

(a) An example of the printed report is shown in Figure
22.
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£ Files  DOC.LIBRARY.006 Page 1

* Report: LIBRARY 89MAY24
~ DOC. NO: DOC. TYPE: KEY WORD: SUBJECT: TITLE: AUTHOR: DA
~? 00725 wp Training Computers Printing dat Schlenker 89
% 00726 wP Chemistry Activity Testing for Schlenker/Yo 89

Figure 22. The Screen Showing An Example Of The Printed Report.
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(b> Following the compietion of the printing task, the
screen will appear similar to the example shown in

R ¥ xS

Figure 23.
E; File: DOC.LIBRARY.006 REPCRT FORMAT Escape: Report Menu
" Report: LIBRARY
 Selection: All records
{ =-=>or <-- Move cursor 9-J Right justify this category ;
> 9 < Switch category positions 9-K Define a calculated category :
i ==> 9 <~-- Change column width 9-N Change report name and/or title :
: 9-A Arrange (sort? on this category 9-0 Printer options :
i 9-D Delete this category 9-P Print the report :
- 9-G Add/remove group totals 2-R Change record selection rules
' 9-1 1Insert a prev. deleted category 9-T Add/remove category totals
DOC. NO: DOC. TYPE: KEY WORD: SUBJECT: TITLE: AUTHOR: D
A - Br=—meeee - Cmmmmmnes - Do - Eremmmmeee — Freeecmmeaa -
00725 wP Training Computers Printing dat Schlenker 8
00726 wP Chemistry Activity Testing for Schlenker/Yo 8
--------------------------------------------------------------------- More --->
Use options shown above to change report format 476K Avall.

Figure 23. The Monitor Screen After The Printing Task 1s Complete.

(8> Return to the "Report Menu' by pressing the ESC key
once. Your screen will appear like the example in
Figure 24. You can now print the report again in elther
format if you wish to do so.




S PRLA Ly, % Td
AR >
bk \\;5? TN L) 8

x4 A

5

=
i

CERE Y i3 "

+ Files DOC.LIBRARY.Q06 RFEPORT MENU Egcape: Review/Add/Change
. Report: LIBRARY

-

B .,'3:5 e “gs‘{l‘&tﬂ'}}%};ﬂm 15

x
AN *

FAGIL s
e

1. Get a report format

2. Create a new “tables" format
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Type number, or use arrows, then press Return 476K Avail.

Figure 24. The Monitor Screen After Returning To The “Report Menu."

(9) Press the ESC key once (again) to return to the data base
file. Your monitor screen will appear similar to the
picture shown in Figure 25. It is now possibie to enter
additional data in the file and/or do other work on the
file.

25




R A S T e AR

"File: DOC.LIBRARY.006 REVIEW./ADD/CHANGE Escape: Main Menu

Selection: All records

DOC. N DOC. T KEY WORD SUBJECT TITLE AUTHOR DATE DISK NO DOC. FORM DOC. RCVR/US

D i et e S s S e P P . P 4t D S e D . S . Ty eT—

00725 WP Training Compute Print Schlen 89MA 000098¢ Letter ERIC

00726 WP Chemistr Activit Testi Schlen 89MA 000098¢C Article Journ&édl of C
Type entry or use & commands 9-? for Help

Figure 25. The Monitor Screen After Returning To The Data Base File.
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INTRODUCTION

R R ey

“Exercising AppleWorks V2.0 Data Base Print Options With The Apple
I1IGS Computer® was developed for use as a "how to* training device.
It can be used easily with Apple 11GS computers which have a two disk
. drives. 1In addition, it can be used with Apple 1IGS computers having
- only a single disk drive as long as the user religiously follows the
directions printed on the screen. Its development was accomplished
using two disk drives; one S 1/4* drive and one 3 {/2* drive. Version
(V) 2.0 of the AppleWorks program also was used cduring its
development. The pictures cne sees in the Figures provided below are
those that will be seen when V2.0 of the AppleWorks program Is used
for the printing process. Generally, other versions of the AppleWorks
program, as well as the smaller disk drives presently available on the
market, may be used in conjunction with the document. There, however,
may be some slight differences in both the pictures one sees on the
monitor screen «..d the procedures to be followed. 1If the documenrt is
to be used as it was intended at the time of development, users must

have the following items avallable to them:

1. Apple 1IGS computer.

2. Two disk drives.
3. A copy of the AppleWorks computer program V2.0.
4. One data disk on which there is a data base file stored.

The following skills must be mastered by users before the document
can be used as it was intended. Users must be able to:

1. Turn on the Apple computer.
2. Bootup the AppleWorks program.
3. Load the data base file to be printed from the data storage

disk into the computer memory. This action should put the
data base file on the computer monitor screen.

4. Exercise the initial data base print option using the
OPEN-APPLE-P keys procedures. The data base file used in this
document is a portion of a library file used regularly by the
author.

iy




After using this document, Apple IIGS computer operators snould be
able to exercise the various data base print options using V2.0 of the
AppleWorks program. Additional guidance in this regard may be found
in the AppleWorks program manual which accompanies the purchase of the
program. Manuals are also available from many bookstores.

Mistakes found in this document are mine.
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S DIRECTIONS

01. In The Beginnina.

used when printing AppleWorxs data base files:
The print options are somewhat different for each format.

format is discussed first

format and are interested

proceed directly to Step

in Figure (.

There are two types of formats that can be

labels,

and; tables.
The labels

. If you wish to print your file in a tables

03.

in the print options for that format,

Bring the file to be printed to the
Desktop. Your monitor screen will appear similar to the example shown

Escape: Main Menu

File: DOC.LIBRARY.006 REVIEW/ADD/CHANGE
Selection: All records -
DOC. N DOC. T KEY WORD SUBJECT TITLE AUTHOR DATE DISK NO DOC. FORM DOC. RCVR/US
00725 WP Training Compute Print Schlen 89MA 000098¢C Letter ERIC
00726 WP Chemistr Activit Testi Schlen 89MA 000098¢ Article Journal of C
- 00727 WP Ingservic Teacher Summe Schlen 89MA 000008¢ Memo Middle, High
00728 WP Inservic Summer Comme Schien 89MA 000008¢ Letter Joan A. Mill
00729 WP Curricul Courses Respo Schlen 89MA 000008¢ Memo Principle, 2
00730 WP Writing Researc Repor Schlen 89MA 000098¢ Article PSTA, for is
00731 WP Inservic Compute Minic Schlen 89MA 000098¢ Paragraph School princ
00732 WP Inservic Worksho Starl Schlen 89MA 000098¢ Memo Principal, E
00733 WP Inservic Worksho Starl Schlen 89MA 000098¢( Memo Principal, M
00734 WP Inservic Wirksho Starl Schlen 89MA 000098¢( Memo Principal, M
00735 WP Inservic Worksho Starl Schlen 89MA 000098¢( Memo Principal, B
00736 WP Inservic wWorksho Starl Schlen 89MA 000098¢ Memo Principal, K
00737 WP Inservic Worksho Starl Schlen 89MA 000098¢ Memo Principal, S
00738 WP Inservic Worksho Starl Schlen S9MA 000098C( Memo Principal, A
00739 WP Inservic Worksho Starl Schlen 89MA 000098¢ Memo Principal, 2

Type entry or use 3 commands

@-? for Help

Figure 1. The Monitor Screen Showing 2 Data Base File.
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02. Labels Format. Exercise the data base print option as follows:
a. Press the OPEN-APPLE and the “P* keys at the same time.

b. Select the option #3, “Create a new "Labeis" format," from
the “Report Format* menu by highlighting it and pressing the
RETURN key once. Following the procedure, the monitor screen
should appear similar to the example shown in Figure 2.

File: DOC.LIBRARY.006 NAME THE NEW REPORT Escape: Report Menu
Report: None

e S ettty g 400 g s s

Type a name for the report: 484K Avail.

Figure 2. Monitor Screen With The Labels Option Selected.




c. Report Naming.

(1> Type the report name. Your screen now appears similar

to Figure 3.
File: DOC.LIBRARY.006 NAME THE NEW REPORT Escape: Erase entry
Report: None
Type a name for the report: LABELS 484K Availt

Figure 3. Labels Format After The Report Has Been Named.

(2> Press the RETURN key once and then examine Figure 4.




> Flle: DOC.LIBRARY.006 REPORT FORMAT Escape: Report Menu
. Report: LABELS
- Selection: All records

BEESSS== 3 4§ S 3 3 F L 5T 1] -
* DOC. NO:
DOC. TYPE:
KEY WORD:
~ SUBJECT:
- TITLE:
AUTHOR:
DATE:
DISK NO:
DOC. FORM:
DOC. RCVR/USER:
------------------------ Eacn record will print 10 lines-—=—=-——ccmmme o

D e e S G W | s Y i . > D i, . . S, s, W S . T T s, s, . s, S s T . S S — . ——— — ———— — T — — T — T —— — ——— — . . S — e e — ———

Use options shown on Help Screen 29-7 for Help

Figure 4. The Monitor Screen After Entering The Report Name
] d. Selectjng Print Options. There are two types of options

which can be used here. First, we’ll examine alteration in
the fields or categories you sce on the screen in Figure 4.

(1) Category alteration.
(a) Arrangement.

i. Press the OPEN-APPLE and the "A" keys
at the same the. The monitor screen changes to
appear like that seen in Figure 5. Note at the
top of the screen that the way file will be
arranged is indicated there. In this case, the
verbiage indicates that the file will be
arranged on the DOC.NO. category. It will
subsequently be printed according to that
arrangement.




File: DOC.LIBRARY.Q06 ARRANGE (SORT) Escape: Report Format

Report: LABELS
Selection: All records

This file will be arranged on
this category: DOC. NO:

Arrangement order:

i. From A to 2
2. From Z to A
3. From 0 to 9
4. From Q@ to 0

Type number, or use arrows, then press Return 483K Avail.

Figure 5. The Screen After Selecting The Arrange Function.

.. Press the DOWN-ARROW key 4 times to highlight
the "9 to 0" option.

111. Press the RETURN key once (see Figure 6).




File: DOC.LIBRARY.006 REPORT FORMAT Escape: Report Menu
.. Report: LABELS
Selection: All records

f 3 3+ + <+ 3+ -+ 3+ 3+ 3 + 1 3 —1 —¢ —————— — 2+ 3 et
;. DOC. NO:
;> DOC. TYPE:
: KEY WORD:
; SUBJECT:
¢ TITLE:
AUTHOR:
- DATE:
™ PISK NO:
DOC. FORM:
DOC. RCVR/USER: -

Use options shown on Help Screen @-?7 for Help

Figure 6. The Screen After Completirg The Arrangement Function.

iv. Press the OPEN-APPLE and the “2" keys at the
same time. The sScreen will appear similar to
the picture seen in Figure 7, indicating that
the file has been rearranged such that the
first file to be printed will be the one shown
on the screen.
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File: DOC.LIBRARY.006 REPORT FORMAT Escape: Report Menu
Report: LABELS
Selection: All records

H

Training

Computers

Printing AppleWorks Data Base Files With The Apple IIGS Computer Using
Schlenker AppleWorks V2.0 First Edition

89MAY24

000113CAPPLEWORKS) side 2

Letter

ERIC -
———————————————————————— Each record will print 10 lineg-—-===--mmm—m—cmm—o
Use options shown on Help Screen 9-? for Help

Figure 7. The Screen After Rearrangement And Exercise Of The
OPEN-APPLE-Z Function.

V. The file can be arranged also while it appears
as it presently does on the screen. Press tae
DOWN-ARROW key several times to place the
cursor under the first letter in the "AUTHOR"
category.

vi. Press the OPEN-APPLE and the *A" keys at the
same time. The screen changes to appear
similar to the monitor screen shown in Figure
8. Note at the top of the screen that the
user is told the category will be arranged on
the "Author" category.
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- Filer DOC.LIBRARY.006 ARRANGE (20RT)
- Report: LABELS

- Selection: All records

Excapa; Raport poarmat

This file will be arranged on
this category: AUTHOR:

Arrangement order:

1. From A to 2 !
2. From 2 to A
3. From 0 to @
4. From @ to O

Type number, or use arrows, then press Return 483K Avalil.

Figure 8. The Screen Showing The Arrange Function.

vii. Make sure the "A to 2" option is highlighted
and then press the RETURN key once. Note the
way the screen now appears. It shows the

first record of the file that will be printed
(see Figure 9).
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File: DOC.LIBRARY.006 REPORT FORMAT Egscape: Report Menu
Report: LABELS
Selection: All records

Inservice

Workshop

Starlab Planetarium dates for SY89-90
Osner/Schlenker

89MAY17

000098CApp leWorks) side 2

Memo

Principal, Yokota High

Use options shown on Help Screen 3-? for Help

Figure 9. The Screen After Exercising The Arrange "A to 2 Option.

vili. Press the OPEN-APPLE and the "2" keys at the
same time to return to the labels format (see
Figure 10).

11




REPORYT FORMAT

Escape: Keport Menu

- e s sy s d i e s e e s i
23—+ 3

gfxEY WORD:
W’%SUBJECT
STITLE:
%%“AUTHOR :
@wDATE.
%msx NO:
22D

DOC RCVR/USER' -

,,,,,

&%, '--—---—---.—_--—_--—_--—_—-..__-_---——-—----.——.—-————_-————-————-----——-——-——--—_—_

i Use options shown on He'p Screen 9-? for Help

Ao
=&

SRR

Figure 10. Screen After Return To The Labels Format.

(b> Delete.

B
b

jers

%

i. Press the DOWN-ARROW several times until the

3 cursc: is under the first letter in the DISK
g: NO. category.

% 1i. Press the OPEN-APPLE and the "I* key at the

3 same time. Thie action deletes the DISK NO.
& and leaves a blank space where the category

¢ was (see FPigure 11), When the file is

e printed, a blank space appears where the field
g‘ was removed. The category, however, has not

% - been lost from the computer memory and can be
8 reinserted if a mistake has been made. If you
& want to see the way a file record will look

I when it is printed, press the OPEN-APPLE and

the "Z" keys at the same time.
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z File: nOC. LIBRARY. 006 REPURT FORMAT Eruapet Raeport Menu
:.-Report: LABELS

- ~.Selection: All records

Use optionez shown on Help Screen @-? for Help

Figure 11. The Monitor Screen After Deleting The Disk No. Field.

(¢) Insert.

i. Press the OPEN-APPLE and the “I" keys at the
same time. The "Insert® menu appears on the
screen (see Figure 12).
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‘Filer DOC.LIBRARY,.006 INSERT A CATEGORY
Report: LABELS
Selection: All records

Egcape: Report Farmat

BT e s S e e e AP S A s S st S e A S s e S 4ot et S S e s

1. DISK NO:
2. A spacing line above cursor position
3. A spacing line below cursor position

Type number, or use arrows, then press Return 483K Avail.

Figure 12. The Insert Menu.

i1i. Make sure the words, DISK NO. are highlighica
and press the return key once. Following this
action, the raonitor screen will look like the
picture shown in Figure 13. This means all
categories will be printed when the file is
finally printed.
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SPlies DO, LIBRARY, D08 REPORT FORMAT Emmapei Report Menu
gReport. LABELS

Selection' All records

NDOC. FORM:
'DOC. RCVR/USER:

Use optlons shown on Help Screen 9-? for Help

Figure 13. The Monitor After Reinserting The DISK NO. Category.

iv. Position the cursor under the AUTHOR category
and press the OPEN-APPLE and the *I" at the
same time (see Figure 14).
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i File: NDOC.LIBRARY.006 INSERT A CATEGORY
Report: LABELS
Selection: All records

1. A spacing line above cursoir position
2. A spacing line below cursor position

Type number, or use arrows, then press Return

T T — — ——— — —— —— —— —— ————— —

Escape: Repcrt Format

483K Avail.

Figure 14. The Insert ienu.

the AUTHOR categcry.
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v. Compare Figure 14 with Figure 12. Now,
highliight the, "insert a space bel~w, option,*
pre3s the RETURN key once and look at Figure
1S5. Notice that a space has been inserted
below the AUTHOR category.

¥hen the file is
printed, each record will have a space below




VI S A eE 4
i

1}

. Filei DOC.LIBRARY.Q06 REPORT FORMAT Emdape: Repoart Menu
i- Report: LABELS
g‘Selectlon: All records

= DOC. NO:
-'DOC. TYPE:
5. KEY WORD:
23 SUBJECT :

Each record will print 11 lines-———=-——ccemoe o ___

AFLFEL ORGA ET by
75k AR

Use options shown on Help Screen 2-? for Help

A <
A Mt e
> St TR Rt ¥ 5 4 "
SN R et A R e it 3 B4 e

Figure 15. The Screen With A Space Inserted Following The AUTHOR
Category.

vi. Move the cursor down one space with the
DOWN-ARROW key. The press the COPEN-APPLE and
the "D" keys at the same time. The space is
deleted and the monitor screen appears 1ike
the picture shown in Figure i6.
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SR

" Flle: DOC.LIBRARY.006 REPORT FORMAT Escape: Report Menu
i. Report: LABELS
;' Selection: All records

2> DISK NO:

.DOC. FORM:

- DOC. RCVR/USER: -
s--=---==-=-------------Each record will print 10 lines——-——=-—ccmmmmm e

TN

Use options shown on Help Screen 9-? for Help

Figure 16. The Monitor After Removing The Previocusly Inserted Space.
{(c) Print category name and entry.

i. Press the OPEN-APPLE and the "V" keys at the
same time. The screen now appears similar to
the exumple shown in Figure 17, with the
category entry printed foliowing the category
name. This meansg that the when the file is
finally printed, the category name will be
printed before each entry in this category.
You may see the way the actual print will
appear by pressing the OPEN-APPLE and the *2Z*"
at the same time.
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i File: DOC.LIBRARY.006
“Report: LABELS
. Selection: All records

REPORT FORMAT

Help Screen

- Use options shown on

Figure 17.

The File After Inserting The First Category Name.

To insert the category names so they will be
printed before additional categories;, repeat
the OPEN-APPLE-V process with the cursor bel -~
the first letter of the category where you
want the name printed.

Record selection rules.

Press the OPEN-APPLE and the "R" keys at the
same time. The screen appears similar to the
one shown in Figure 18. This operation will
select the rules by which the record will be
selected for printing in the final report. 1If
this option is not used, then, all of the
records in the file will be printed in the
final ru«oort.

Escape: Report Menu




_File: DOC.LIBRARY.O0€ SELECT RECORDS Escape: Report Format
" Report: LABELS
;; Selection:

T D L A R 3

8. DISK NO:
© 9. DOC. FORM:
{> 16. DOC. RCVR/USER: -

Type number, or use arrows, then press Return 483K Avail.

Figure 18. Records Selection Rules Option Selected.

ii. Use the DOWN-ARROW key to highlight the AUTHOR
category.

iti. Press the RETURN key once. The screen appears
similar to the on shown in figure 19. Note
that AUTHOR or whatever category you have
chosen appears at the top of the screen.

20
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‘ File: DOC.LIBRARY.006 SELECT RECORDS Escape: Report Format
, Report: LABELS
. Selection: AUTHOR:

&

v

i

equals

is greater than
is less than

is not equal to
is blank

is not blank
contains

begins with

ends with

does not contain
does not begin with
does not end with

Type number, or use arrows, then press Return 483K Avail.

Figure 19. The Monitor Screen After Selecting A Selection Rule
Categc-y.

iv. Make sure that "equals" is highlighted and
press the RETURN key once (any selection
category could have been selected here by
using the DOWN-ARROW key to highlight it and
then pressing the RETURN key). The monitor
screen changes to appear similar to that seen
in Figure 20. Note that the word “"equals*
appears at the top of the screen.
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File: DOC.LIBRARY.006 SELECT RECQOKkDS Escape: Report Format

Report: LABELS

7 Selection: AUTHOR: equals

Type comparison

information: 483K Avail.

Figure 20.

The Screen With "equals* Selected.

V. Type the comparison information in the space
provided at the bottom of the monitor screen.
Figure 21 shows an example of that type of
information typed.
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”*f‘:
Vi

TR TR TR,

; Flier DOG.LIBRARY . 006G dELECT RECORNG Hauapet Erase antey
: Report: LABELS
Selection: AUTHOR: equals

e

SRS

Type comparison information: JONES 483K Avail.

Figure 21. Monitor Screen With Comparison Information Typed.

vi. Press the RETURN key once (see Figure 22) to
enter the comparison information. Notice that
the complete selection rule now is printed at
the top of the screen. This indicates that
the computer will use this as a criterion for
selection of the records within the file to be
printed.




- File: DOC.LIBRARY.0Q06 SELECT RECORDS
- Report: LABELS
| Selection: AUTHOR: equals JONES

Egcape: Report Format

.========================== ====================================================
1. and

2. or

3. through

Type number, or use arrows, then press Return 483K Avall.

Figure 22. The Monltor Screen After The Comparison Information Has
Been Entered.

vil. At this point, we can add a second selectlion
rule or exit the rule selection option. Press
the ESC key once. The screen appears similar
to the picture In Figure in Figure 23, and
only one rule will be used in the final
selection of records to be printed.
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File: DOC.LIBRARY.O08& REPORT FORMAT Emuapet Report Menu
Report: LABELS

Selection: AUTHOR: equals OSNER/SCHLENKER

o e e S S S S S S et s S e G S S —— —— — — — ——— — —— — — — — — — — e — e T T

DOC. NO:

poC. TYPE:

KEY WORD:
SUBJECT:
TITLE:

AUTHOR:

DATE:: 89MAY17

‘DISK NO:

DOC. FORM:
DOC. RCVR/USER: -

Use options shown on Help Screen 9-? for Help

Figure 23. The Monitor Screen After Drafting One Selection Rule And
Exiting The Selection Rule Process.

viil. To reenter the gelection rule process, press
the OPEN-APPLE and the “R" keys at the =ame
time. The monitor screen will appear
identical to the shown in Figure 24.
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SELECT RECORDS Escape: Report Format

-  SRESEmemsmesss s e e s T e e S T I I S IR I S I N R RS T e L 0
» B T e e e D D e S P R D S R T R R R T I T SR s s s o o o e e s S S e S, S e S S s o s e S S S o

|
R

AT VAN L bApT Aes
e
LW

2y

s D A - G - - — - - D s D D P D G D A - S T D T D T S D G D S D D D D D D D S S G . e i

- Select all records? No Yes

4 Figure 24. Reentering The Rule Selection Process.

ix. Select the NO option by pressing the RETURN
key once. The screen changes to look 1ike
that seen in Figure 25. Note that the
original selection rule that was printed at
the top of the screen has disappeared. If you

3 want to use this rule, you will have type it

; over again (it has been done and shown in

Flgure 26).
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‘}illnt noe . LIBRARY . 006 SELECT RECORDS Exoapet Report Format
iR : LABELS
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DOC. FORM:
DOC. RCVR/USER: - ;

o
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. Type number, or use arrows, then press Return 483K Avail.

Figure 25. The Rule Selection Process Reentered.
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?ukilez DOC.LIBRARY.006 SELECT RECORDS Escape: Report Format )
. .Report: LABELS :
g;Selection: AUTHOR: equals OSNER/SCHLENKER :
> ¢
}5
N
E;— Wﬂmmw-ﬂmmmw_“:m:m“ﬁ“
{ 1. and
v 2. or
. 3, through
&
'
é .
1 - 3
Type number, or use arrows, then press Return 483K Avail. '
’ Figure 26. The Original Selection Reentered.
( X Enter a second selection rule. The process is
the same as It was to enter the first one.
Figure 27 iIs an example of the screen after
the second selection rule has been entered.
Again, you exit the rule selectlion process at
this point by pressing the ESC key once. 1In
that case two rules will be used to select
records for inclusion when the report is !
printed. e
P \4’
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File: DOC.LIBRARY.006 SELECT RECORDS _ Eacape: Report Format

ggéglectlon: AUTHOR: equals OSNER/SCHLENKER,
i and DOC. TYPE: equals DB

TR

"

.
X

1. and
2. through

§ AT IS SR R T A LI T

TR 7

Type number, or use arrows, then press Return 483K Avail.

Figure 27. Two Selection Rules Entered.
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xi. To use three selection rules, you simple
: follow the process through three times.

Figure 28 shows the monitor screen after
providing the computer with three rules.
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iPi1e: DOC.LIBRARY.006 REPORT FORMAT Escape: Report Menu
**Report: LABELS

YiSelection: AUTHOR: equals SCHLENKER

and DOC. TYPE: equals WP

and KEY WORD: contains TRAINING

: 89MAY1S

% Use opticns shown on Help Screen 9-? for Help
‘ Figure 28. The Monitor Screen Showing Three Record Selection Ruies
: Entered.

(2) Selecting printer options. Press the OPEN-APPLE and the
"P* keys at the same time. The monitor screen now shows
the "PRINT THE REPORT" menu (see Figure 29).
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File: DOC . LIBRARY . 006 PRINT THE REPORT Emuape: Repoart Farmat
‘Report: LABELS
Selection: AUTHOR: equals SCHLENKER

and DOC. TYPE: equals WP
and KEY WORD: contains TRAINING
mmm:z:mae::rg=======c==========================.—.=============

Where do you want to print the report?

1. ImageWriter

2. EPSON
3. The screen A
4. The clipboard (for the Word Processor) ’ §
S. A text (ASCII> file on disk i
6. A DIF (TM> file on disk - K

% Type number, or use arrows, then press Return 483K Avall.

%

: Figure 29. The “Print The Report" Menu. )

£ .

(a) "The Screen" optlon.

TR Ayt

i. Press the DOWN-ARROW key to highlight "The
Screen" option.

ot

ii. Press the RETURN key once. The monitor screen
now looks as does the example in Figure 30.
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] ¢ DOC.LIBRARY.006 PRINT THE REPORT Escape: Report Format
Report: LABELS
Selection: AUTHOR: equals SCHLENKER

and DOC. TYPE: equals WP

and KEY WORD: equals TRAINING

- S s S S D S S S e S S A S s 7o S TV v S = N e T T T
R 22— e Pt

While the printer is running
you can use these keys:

Escape to stop printing and
return to report format

Space Bar to pause
to continue printing

Type report date or press Return: 480K Avail.

Figure 30. The Monitor Screen Showing The First Step In "The Screen®
Option.

iii. Tyre the report date (see Figure 31).
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’i11e: DOC.LIBRARY.006 PRINT THE REPORT Escape: Report Format
port: LABELS
siSelection: AUTHOR: equals SCHLENKER
v ang DOC. TYPE: equals WP

and KEY WORD: contains TRAINING
. m:zs==================================================================== t—+—4
e While the printer is running
% you can use these keys: :
Escape to stop printing and ’

return to report format

rd e St ¥ A8

Space Bar to pause
to continue printing

°
23
s

.
P

fj
2.
i
i
3

‘Type report date or press Return: 89MAY24 483K Avall.

W R

ST T S

ity

Figure 31. Report Date Typed.

iv. Press the RETURN key once. The screen now
shows the report on the screen exactly as the
printer will print iIt. This option allows you
to look at your report without having to print
it, thereby saving paper (see Flgure 32).
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1le: 0oc. LIBRARY. 008 Page 1
port: LABELS 89MAY24
‘Selec.lon. AUTHOR: equals SCHLENKER
and DOC. TYPE: equals WP

KEY WORD: contains TRAINING

‘' Press Space Bar to continue 483K Avall.

Figure 32. Example Of A Report Printed To The Screen.

: V. Suppose you want to make a change In what you

i see! Let’s say you want elliminate the report

; header. Press the SPACE-BAR once. The

; program takes you back to the position In

: which you were prior to exercising the
OPEN-APPLE-P option (see Figure 33.
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“Report: LABELS
Selection: AUTHOR: equals SCHLENKER

TR
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File: DOC.LIBRARY.006 REPORT FORMAT

Escape: Report Menu

DOC. TYPE: equals WP e
KEY WORD: contains TRAINING

Use options shown on Help Screen 2-? for Belp

v

Figure 33. The Monitor Screen After Exiting The Print To The Screen
Option.

vi. Press the OPEN-APPLE and the "0" (Print
Options) keys at the same time. The program
now shifts to print options as shown in Figure
34.
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: ile: DOC.LIBRARY.006 PRINTER OPTIONS Escape: Report Format

m?; ------ Left and right marging-------- = -===-- Top and bottom marging—------

»
N
«
B
B
v
%
5
1
2
‘o
Y
7

S AR AT AT TR TR T

Platen Width 8.0 inches PL: Paper Length 11.0 inches
LM: Left Margin 0.0 inches TM: Top Margin 0.0 inches
“RM: Rlght Margin 0.0 inches BM: Bottom Margin 0.0 inches

iCI: Chars per Irch 10 LI: Lines per Inch 6

Line width ] 8.0 inches Printing length 11.0 inches
Char per line (est) 80 Lines per page 66 .

-------------------- Formatting optiong-----=--===-----=-===
SC: Send Special Codes to printer No
PD: Print a Dash when an entry is blank No
PH: Print report Header at top of each page Yes
OL: Omit Line when all entries on 1ine are blank Yes

KS: Keep number of lines the Same within each record Yes

% Type a two letter option code 483K Avail.

Figure 34. Print Options Menu.

vii. Type PH (see Figure 35).
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1 le: DOC.LIBRARY.006
+ LABELS

. Left and right margins Top and bottom margins
PWs Platen Width 8.0 inches Paper Length 11.0 inches
LM: Left Margin 0.0 inches Top Margin 0.0 inches
RM: Right Margin 0.0 inches Bottom Margin 0.0 inches
'2Is Chars per Inch 10 Lines per Inch 6

Line width 8.0 inches Printing length 11.0 inches
Char per line (est) 80 Lines per page

Formatting options
Send Special Codes to printer
Print a Dash when an entry is blank
Print report Header at top of each page
Omit Line when all entries on line are blank
Keep number of lines the Same within each record

;.Type a two letter option code PH 483K Avail.

Figure 35. PH Section of The Print Options Typed.

ix. Press the RETURN key once. Compare the screen
now with the monitoc screen shown in Figure
34. Notice that the wording changed from
“Yes" to "No' following the "PH" category (see
Figure 36).
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File: DOC.LIBRARY,. 006 PRINTER OPTIONS Exnapet Report Format
eport: LABELS

R e R R R R R N N S N eSS SRR REE SRS RESTEEEEE

Left and right marging-------- = -=---- Top and bottom margins-------
Platen Width 8.0 Inches PL: Paper Length 11.0 Inches

Left Margin 0.0 inches TM: Top Margin 0.0 Inches
Right Margin 0.0 Inches BM: Bottom Margin 0.0 inches
Chars per Inch 10 LI: Lines per Inch 6
Line width 8.0 inches Printing length 11.0 Inches
Char per line (est) 30 Lines per page 66 °

-------------------- fFormatting optlong-------------cc-ce--

SC: Send Special Codes to printer No

PD: Print a Dash when an entry is blank No -

PH: Print report Header at top of each page No

OL: Omit Line when all entrlies on line are blank Yes

KS: Keep number of lines the Same within each record Yes

" Type a two letter option code 483K Avall.

Figure 36. The Change In PH Category.
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1 X Press the ESC key once. The program returns
i you to the pre-print option location (Figure
37).
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%%Pile: DOC.LIBRARY.006 REPORT FORMAT Escape: Report Menu
Report: LABELS
t:Selection: AUTHOR: equals SCHLENKER
and DOC. TYPE: equals WP
and KEY WORD: contains TRAINING

.x,;p’oc. NO:
é%?ﬂc. TYPE:
¥¥XEY WORD:

' SUBJECT :
“TITLE: :
Z'DATE: : 89MAY1S
-DISK NO:
“DOC. FORM: -
.DOC. RCVR/USER:
%j ------------------------ Each record will print 10 lineg-—=--=—---c—-cccomcoo==--
&
5l
* Use optlons shown on Help Screen 9-? for Help
Figure 37. Pre-Print Option Location.
xl. Press the OPEN-APPLE and the "P" keys at the
sam 2 time to reenter the PRINT THE REPORT
option (see Figure 38).
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¥ ¥1les DOC.LIBRARY.006 PRINT THE REPORT Emuape: Report Format
7 Report: LABELS

¥ Selection: AUTHOR: equals SCHLENKER

‘ and DOC. TYPE: equals WP

.  and KEY WORD: contains TRAINING
£

m====================8============================================= aEaEsEsn=

Where do you want to print the report?

2N MRS g Y S T

. ImageWriter
EPSON
The Screen
The clipboard (for the Word Processor)
A text C(ASCII) file on disk
A DIF (TM) file on disk

o wedn o8 T4 T A n 2 TR LT
14,&}_{1 £ A‘J‘:‘J\t; AT SR EP TN R

i Type number, or use arrows, then press Return 483K Avail.

Figure 38. The PRINT THE REPORT Option Reentered.

xiil. Highlight *"The Screen" and press the RETURN
key once. The Screen now shows the report
printed to the screen as it will look on paper
with the PH change incorporated (see Figure
3.
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%u000098<hpplew°rks) side 2
h&Letter
#*ERIC

B

P e IR NI

e

Press Space Bar to continue 483K Avall.
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Figure 39. The Modified Report.
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xiv. Press the SPACE-BAR once t¢o return to the
pre-print option phase (3ee Figure 40).
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"l'llu DOC.LIBFARY.006 REPORT FORMAT Escape: Report Menu

‘Rbport LABELS
fSelectlon. AUTHOR: equals SCHLENKER

"~ and DOC. TYPE: equals WP

" and KEY WORD: contains TRAINING

'DOC . NO: ;
M“DOC . TYPE: .
%+ KEY WORD: ;

Ry I SR AV

i,
3 Y ;
PRI

Use options shown on Help Screen 9-? for Help

NN Y S R S AT

Figure 40. The Monitor Showing The Pre-Print Option Phase.

xv. Press the OPEN-APPLE and the "P* keys at the
same time. You have returned to the PRINT THE
REPORT menu (see Figure 41).
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¥ PRINT THE REPORT Emcape: Report Format
“Report: LABELS
%-Selection: AUTHOR: equals SCHLENKER

* and DOC. TYPE: equals WP

and KEY WORD: contains TRAINING

Where do you want to print the report?

i. ImageWriter

2. EPSON

3. The screen

4. The clipboard (for the Word Processor)
S. A text (ASCII) file on disk

6. A DIF (TM) file on disk

¢ Type number, or use arrows, then press Return 483K Avail.

Figure 41. The PRINT THE REPORT menu.

xvi. If you highlight the "The clipboard (for the
Word Processor)* and press the RETURN key
once, your screen will appear 1lke the example
in Figure 42. This route must be taken if
want to move your data base file into a word
processing file. You might do this if you
needed to use the information from the data
base file in a written report.
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" ¥ilws DOC.LIBRARY.006 PRINT THE REPORT
< Report: LABELS
" Selection: AUTHOR: equals SCHLENKER

Processor documents.
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Press Space Bar to continue

P Y AAT T TS s RS
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The report is now on the clipboard,
and can be moved or copied into Word

Enoape:

Repoart Format

and DOC. TYPE: equals WP
and KEY WORD: contains TRAINING
- m=================================== ======================g===============

-
- . - - - D -V - ———— ———

483K Avall.

The Clipboard.

provide *pathname*

Figure 42. The Monitor Screen After Printing The Data Base File To

d xvii. If you highlight the *A text (ASCII) file on

" disk* option and press the RETURN key once,
the result will be the same as is seen in
Figure 43. Note in the lower left corner of
the screen that the program requires you to

information before you can

proceed. Consult your AppleWorks users
: manual for a discussion of “pathnames.*
; Should you exercise this option and then want
3 to return to the PRINT THE REPORT menu, press

the ESC key once.
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% File: DOC.LIBRARY.006 PRINT THE REPORT Escape: Report Format
“»:Report: LABELS

i Selection: AUTHOR: equals SCHLENKER

¥ and DOC. TYPE: equals WP

and KEY WORD: equals TRAINING

e S o S S o 7 S S — ol S S —— — — i G STa S Sty Sy ST e S S S
————

;R R g e e s e e e e S e T S e D D D S S S S S e eSS ST e ma s smenmee—

]

While the disk Is running
you can use these keys:

Escape to stop printing and
return to report format

Space Bar to pause
to continue printing

i pathname? 475K Avall.

Figure 43. The Monitor Screen Showing The Results Of Selecting The
ASCII Print Option.

xvili. If you highlight the “A DIF (TM) file on
disk* option and press the RETURN key once
you’l]l obtain the results seen on the screen
in Figure 44. If you exercise this opticn
and then want to return to the PRINT THE
REPORT menu, press the ESC key once.
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i’lln DOC.LIBRARY.006 PRINT THE REPORT Escape: Report Format
Report LABELS
Selection. AUTHOR: equals SCHLENKER
el DOC. TYPE: equals WP
and KEY WORD: contains TRAINING

While the disk is running
you can use these keys:

Sed L hn e e L p s

Escape to stop printing and
return to report format

t§ a

o p

Space Bar to pause
to continue printing

e ol Sigum e S e 0 e

: pathname? 483K Avail.

Figure 44. The Results Of Selecting The DIF Option.

xix. Highlight the name of the type of printer you
are using with the ARROW keys.

Press the RETURN key once and follow the
directions printed on the screen to print
report. The result will be similar the
exampl!e shown in Figure 45.
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Page 1
89MAY24

DoC. TYPE. equals WP
KEY WORD: equals TRAINING

RO R

Figure 45. An Example Report Printed In Tue ﬁgbels Format.

N
T

03. Tables Format. Exercise the data base print option as follows:
a. Press the OPEN-APPLE and the “P* keys at the same time.

R ,\:’fj&ﬂ‘& BTN

T

T

Select option #2, “Create a new "Tables" format,* from the
*Report Format* menu by highlighting it.

4

LB

c. Press the RETURN key once. Following the procedure, the
monitor screen should appear similar to the example shown in
Flgure 46.




= Fi1le: DOC.LIBRARY.006 NAME THE NEW REPORT Escape: Report Menu
' : LABELS

T

SRR R
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FRINE

Type & name for the report:

ﬁ
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Figure 46. Tahles Format Selected.
d. Report Naming.
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(1) Type the report name. Your sScreen now appears similar
to Figure 47.
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Type a name for the report: ACIDS.BASES 480K Availl.

Figure 47. Tables Format After The Report Has Been Named.
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(2) Press the RETURN key once and then examine Figure 48.
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ile: DB00695.005 REPORT FORMAT Escape: Report Menu
Report: ACIDS.BASES
Selectlion: All records

mmmgmumzsmgggzsmsmguam

-> or <-- Move cursor 9-J Right Jjustify this category

< Switch category positions 9-K Defline a calculated category
-> @ <-- Change column width 8-N Change report name and/or title
«@=A Arrange (sort) on this category $-0 Printer options
“@-D Delete thls category 9-P Print the report .
-'g=-6 Add/remove group totals 9-R Change record selection rules
'9~1 1Insert a prev. deleted category 8-T Add/remove category totals
TEAM NO CHEMICAL NO CHEMICAL NAM COLOR AFTER BASIC ACIDIC L
A-—emmm———— - Br-memmmmee - C-emmmmmme = D-—-mmmm = - E-mermmmee- - Freemmmm e e
B | 1 wWater Pink X n
ER 2 Soda Water Pink X 7
¥ 2 1 Water Pink X 8

i Use options shown above to change report feimat 475K Avall.

Figure 48. The Monitor Screen After Entering The Report Name

e. Selecting Print Options. Directions to the printer can be
dictated in two ways; using the options shown to you on the
screen and by pressing the OPEN-APPLE and the “0* keys at the
same time. We’ll use the screcn functions first.

(1) Altering category widths.

(a) Press the RIGHT-ARROW key several times to move the
cursor to the COLOR category.

(b) Press and hold down the OPEN-APPLE key and while |t
is held down, press the RIGHT-ARROW key several
times. Your screen will appear similar to the
plcture you see in Figure 49.
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Seiies NRO0GYE.000
::Report: ACIDS.BASES
#7'Selectlon: All records

Move cursor
Switch category positions
Change column width
Arrange (sort) on this category
Delete this category

Add/remove group totals

Insert a prev. deleted category

REPORT FORMAT

Emcape! Report Mend

Right Justify this category
Define a calculated category
Change report name and/or title
Printer options

Print the report

Change record selection rules
Add/remove category totals

CHEMICAL NO CHEMICAL NAM COLOR AFTER IND ADD BASIC - ACIDIC
cA~mmm—m -~ B - Cmmmmmmmem = D--mmmemmm vt - E--cmceeee =~ F----

i Water Pink X

2 Soda Water Pink X

i Water Pink X
--------------------------------------------------------------------- More --->

2. LY 1 AR T TR o3V, % £4 1%
SRR ST

Use options shown above to change report format

475K Avail.

(ad

7 Figure 49.

< Category.
%

5 2
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Figure 50).
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The Monitor Screen Showing The Alteration Of The Color

Alphabetical and numerical arr-.ngement of categories.

Leaving the cursor on the COLOR field, press the
OPEN-APPLE and the "A" keys at the same time (see
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E%;%r{l jes DBO0695.005
“Report: ACIDS.BASES

%

iiiSelectlion: All records

e
)

ARRANGE (SORT) Emcape: Report Format

- This file will be arranged on
this category: COLOR AFTER IND ADD

Arrangement order:

1. From A to 2 -
2. From Z to A

3. From 0 to 9 :
4. From 9 to O - %

gA Type number, or use arrows, then press Return 476K Avail

e

Figure S0. The Monitor Screen Showing The Arrange Menu.

(b) Press the DOWN-ARROW key until the. “From Z2 to A"
option is highlighted.

(c) Press the RETURN key once and then examine Figure
51.
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@gftllez DB00695.00S REPORT FORMAT Escape: Report Menu

e
%% --> or <-- Move cursor 9-J Right Justify this category

S < Switch category positions 9-K Define a calculated category

4 ==> @ <-- Change column width 9-N Change report name and/or title
Arrange (sort) on this category 9-0 Printer options

Delete this category 9-P Print the report

Add/remove group totals 9-R Change record selection rules

Insert a prev. deleted category 3-T Add/remove category totals

CHEMICAL NO CHEMICAL NAM COLOR AFTER IND ADD BASIC ACIDIC
: mAm—m——————— - B---mmmmee - C-————me - D - E-e-eemm- Fee —Poee-
1 Water Pink X
2 Soda Water Pink X
1 Water Pink X
---------------------------------------------------------- More --->
Use optlions shown above to change report format 475K Avall.

Figure Si. The Rearranged Color Field.
(3) Delete a category.
(a) Press the OPEN-APPLE and the D" keys at the same
time. Your screen now shows that the category on

which the cursor was placed is now missing (see
Figure 52).
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‘Piles DBOO695.005 REPORT FORMAT Escape: Report Menu
“‘Report : ACIDS.BASES
igSolectlon: All records

e
e
3 )

SN
% SRS E RS EEEEEEEENEEEREREREREEZIIERE:

IR
e

#. ==> or <~= Move cursor 9-J Right Justify this category

Y- > @ < Switch category positions 9-K Define a calculated category

g:--> @ <-- Change column width 9-N Change report name and/or title

*“@=N Arrange (sort) on this category 9-0 Printer options

R Delete this category 9-P Print the report

o Add/remove group totals 9-R Change record selection ruiles
Insert a prev. deleted category 9-T Add/remove category totals

CHEMICAL NO CHEMICAL NAM BASIC ACIDIC L -
o 2 ettt B--------— - Commmmmm— D---mmm - | R e
1 Water X n
2 Soda Water X 6
1 Water X S
f Use options shown above to change report format 475K Avail.
;
§ Figure 52. The Monitor Screen Showing A Deleted Category.
f (4) Insert & previcusly deleted category.
: (a) Press the OPEN-APPLE and the "I1" keys at the same
; time to start the insert process (see Figure 53).
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jles DBOOGY5.006 INSERT A CATEGORY Emcape! Report Format

% Roport. ACIDS.BASES

lection: All records

mmzss==============================s ——————————————————————————

1. COLOR AFTER IND ADD

Type number, or use arrows, then press Return 475K Avall.

Figure 53. The Monitor Screen After Beginning The Insert Process.

(b) Press the RETURN key once. The category has been
reinserted (see Figure 54).
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g%g:le: DBOOE95. 005 REPORT FORMAT Escape: Report Menu
iiReport: ACIDS.BASES

i Selection: All records

o H
o¥ct " 4
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~
s
?if: i m“ngsmg======================8=====================.......___.
» GN

.==> or <-- Move cursor 9-J Right Justify this category

> @ < Switch category positions 2-K Define a calculated category

m=d> @  (-- Change column width 9-N Change report name and/or title

s Arrange ¢(sort) on this category 9-0 Printer options i
Delete this category - 2-P Print the report .
Add/remove group totals 9-R Change record selection ryles :
Insert a prev. deleted category 9-T Add/remove category totals :
NO CHEMICAL NO CHEMICAL NAM COLOR AFTER BASIC ACIDIC L %

a2 etttk B-—-—=—— - C-—————- - D= - E---mmmm- - F--—=eeee-- e s

78 3 1 Water Pink X n !

51 2 Soda Water Pink X 7 4

grz 1 Water Pink X 8

g Use options shown above to change report format 475K Avall. é

3 %

v '

R Figure 54. The File After The Category Has Been Reinserted. )

: (§) Setting rules by which records are selected for '

;| printing.

- Ca) Press the OPEN-APPLE and the "R keys at the same

. time (see Figure 55).
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:¥1 11 DROOGYG.000 gur.ECT RECORDS Exgape’ Report Format
;Report: ACIDS.BASES
:9¢lection:

TEAM NO
“:2. CHEMICAL NO

3. CHEMICAL NAME

4. COLOR AFTER IND ADD

" 6. BASIC

%" 6. ACIDIC ,

.
T A e

.

tﬂType number, or use arrows, then press Return 475K Avail.

Figure §5. The Monitor Screen After Seiecting The Rule Selection
Option.
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(b) Press the DOWN-ARROW key several times to highlight
the COLOR category.
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(c) Press the RETURN key once (see Figure 56).
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e SRL R DBO0695.008 SELECT RECORDS Emcape: Report Format

2 Report: ACIDS.BASES
7 Selection: COLOR AFTER IND ADD
é}t& -

equals

is greater than
is less than

is not equal to

is blank ‘
is not blank - i
contains - = %
begins with - &
ends with = &
does not contain g
does not begin with 5
does not end with 3
number, or use arrows, then press Return 475K Avail. 3

oy w4

Figure 56. The COLOR Category Selected For The Rule Setting Process.
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(d) Press the DOWN-ARROW key several times to highlight :
the CONTAINS category. .

e AL
! B

(e) Press the RETURN key once (see Figure 57).
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UiFiles DBOOGYS.00S
“Report: ACIDS.BAS
i'Selection: COLOR AFTER IND ADD contains

ES

SELECT RECORDS

475K Avall.

Figure S57.

Contalins Selected From The Comparison Optlons.

£

Type Pink (or whatever other word you would like,
based upon the data base with which you are
working). Figure 58 shows the monitor screen after
completing this actlon.
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SELECT RECORDS Escape: Erase entry
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ﬁ.Type comparison information: PINK 475K Avail.
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Figure 58. The Monitor Screen After Inserting "Pink."

13

(e

(g) Press the RETURN key (see Figure 59). The screen ’ b
now shows a complete selection at the top. If you
desire to continue, follow the directions provided
on the screen. s
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3‘" DBO0E95.008 SELECT RECORDS Esmcape’ Report Format

eport: ACIDS.BASES i
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% Type number, or use arrows, then press Return 475K Avail.
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Figure 59. The Monitor Screen Showing One Complete Selection Rule.

(h) Press the ESC key once (see Figure 60).
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i-1es DBO0G95.005 REPORT FORMAT Emcape: Report Menu
:Report: ACIDS.BASES
election: COLOR AFTER IND ADD contains PINK

== Move cursor °-J nght Justlfy thls category

3 < Switch category positions 9-K Define a calculated category
=> @ <-- Change column width 9-N Change report name and/or title
‘@-A Arrange (sort) on this category 9-0 Printer options
9-D Delete this category 8-P Print the report
9-6 Add/remove group totals 8-R Change record selection rules
Insert a prev. deleted category $-T Add/remove category totalg
CHEMICAL NO CHEMICAL NAM COLOR AFTER BASIC ACIDIC L
-B - -C - =D--- -E - P e
1 Water Pink * X n
2 Soda Water Pink X 7
i Water Pink X 8
. Use options shown above to change report format 475K Avall.
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Y AT e I

S

Figure 60. The Monitor Screen After Escaping The Rule Selection
Option.

(6) Selecting print options.
(a) Press the OPEN-APPLE and the *0" keys at the same

time. Your screen now changes to look 1lke Figure
61.
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'11e: DBOOEYS.005 PRINTER OPTIONS Emcape: Report Format

Report: ACIDS.BASES
Wmm EEETEEERNEESREREEEEEREREERE

-------------- Top and botton margins-------
inches PL: Paper Length 11.0 inches
Inches TM: Top Margin 0.0 inches
Inches BM: Bottom Margin 2.0 Inches
2 LI: Lines per Inch 6
* Line width 8.0 Inches Printing length 9.0 inches
ﬁ‘ Char per line (est) 80 Lines per page 54
o :
G memeeseeec—cooooooo- Formatting options-----—---=--=-—c-c—--
e SC: Send Special Codes to printer No -
g’ PD: Print a Dash when an entry is blank * No = !
& PH: Print report Header at top of each page Yes™ _ i
gf Single, Double or Triple Spacing (SS/DS/TS) SS :
ey
%ﬁtype a two lcotter option code 475K Avail.
Figure 61. Print Option Menu.

(b) Type TS and then consult Figure 62.
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PRINTER OPTIONS Emcape: Erame entry

- —— e e

-------------- Top and bottom margins-------
8.0 inches PL: Paper Length 11.0 inches
_ 0.0 inches TM: Top Margin 0.0 inches
‘RMs Right Margin 0.0 inches BM: Bottom Margin 2.0 inches
'CIs Chars per Inch 10 LI: Lines per Inch 6
Line width 8.0 inches Printing length 9.0 inches
Char per line (est) 80 Lines per page 54
-------------------- Formatting optiong-----==--cc-we-———-——-
SC: Send Special Codes to printer --No =
e PD: Print a Dash when an entry is blank No - _
o PH: Print report Header at top of each page Yes ~
- Single, Double or Triple Spacing (SS/DS/TS)> SS
-
;
g}Type a two letter option code TS 475K Avall.
2.
% Figure 62. Monitor Screen Showing TS Typed.
§ (c) Press the RETURN key once and then compare Figures 62
3 and 63. Note in Figure 63 that the SS seen In Figure 62
- has changed to TS indicating that the file will be
? triple spaced when it is printed. Ant of the print
- options shown here is selected exactly as the spacing
; change was.
E
3
4
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7File: DB00695.005 PRINTER OPTIONS Escape: Report Format
Report: ACIDS.BASES
0 )W==========================================================
‘géf---—~Left and right marging--------  -===-- Top and bottom marging-------
%ﬁ?ﬂz Platen Width 8.0 inches PL: Paper Length 11.0 inches
%.LM: Left Marglin 0.0 inches TM: Top Margin 0.0 inches
RM: Right Margin 0.0 inches BM: Bottom Margin 2.0 inches
‘CI: Chars per Inch 10 LI: Lines per Inch 6
Line width 8.0 inches Printing length 9.0 inches
Char per line (est) 80 Lines per page 54 ¢
-------------------- Formatting options-—--------=cc-coemmm = :
SC: Send Speclal Codes to printer No - ;
PD: Print a Dash when an entry is blank No = :
PH: Print report Header at top of each page Yes :
Single, Double or Triple Spacing (SS/DS/TS) TS i
Type a two letter option code 475K Avail.
% Figure 63. The Monitor Screen After TS has Been Entered.
g (d) Press the ESC key once (see Figure 64).
i
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‘Report: ACIDS.BASES
‘}Solectlon: COLOR AFTER IND ADD contains PINK

REPORT FORMAT

Escape: Report Menu

:Z» mmmgg==========================================
> or <--~ Move cursor 9-J Right Jjustify this category
") < Switch category positions 9-K Define a calculated category
> 8 <-- Change column width 9-N Change report name and/or title
Arrange (sort) on this category 9-0 Printer options
Delete this category 92-P Print the report
Add/remove group totals 9-R Change record selection riules
Insert a prev. deleted category 9-T Add/remove category totals
NC CHEMICAL NO CHEMICAL NAM COLOR AFTER BASIC ACIDITY L
-B —ee =l - D-----===- - E----ceem - Fomemmmmeme e
1 Water Pink X n
2 Soda Water Pink X 7
i Water Pink X 8

475K Avall.

Figure 64. The Monitor After Exiting The Print Options.

04. Printing.

a. Press the OPEN-APPLE and the *P" keys at the same time and
follow the directions provided on the screen (see Figure 65).
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siffi le: DB00695.005 PRINT THE REPORT Escape: Report Format

iReport: ACIDS.BASES
“Selection: COLOR AFTER IND ADD contains PINK

o S T e s S e S S S stea T Som S S S SED Swn S S s s e e e s e e g

§ " ' ' mmmz-mzzzmz.—.::-_--__--__--_..._._._---._.__.._..._.__ - —o- -
Where do you want to print the report?

1. ImageWriter

2. EPSON

3. The screen .

4. The clipboard (for the Word Processor) -
S. The clipboard (for Mail Merge) =
6. A text (ASCII) file on disk

7. A DIF (TM) file on disk

- - - - - - - - - o - — — — — - - - G G . G - - - - - - - - - - - - - - D D D G - -

Type number, or use arrows, then press Return 475K Avall.

Figure 65. The Monitor Screen Showing The Different Printer Options.

b. If want an idea of what the file will look like when it is
actually printed:

(1) Highlight the “Screen" option.

(2) Press the RETURN key and examine Figure 66, an example
of a printed file under the selection rule and the print
option used. For a more complete discussion of the
Printer Options, consult the Labels Format discussion in
step 02 above.
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Page 1
89MAY24

ACIDIC
i.l 2 Soda Water Pink X
-2 1 Water Pink X
.2 2 Soda Water  Pink X =

¢ 3 1 Water Pink X

. Press Space Bar to continue . 475K Avall.

Figure 66. A Portion Of The File Printed To The Screen.
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OBTAINING HELP WITH l\g?l?I;EHNTJIQI(Ei
v2.0 DATA BASE FILES
FOR THE APPLE 1IGS COMPUTER
FIRST EDITION

Richard M. Schlenker
Department Of Defense Dependent Schools
Paciflic Reglion
Futenma Box 796
FPO Seattle, WA 98772
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INTRODUCTION

A “Obtaining Help With AppleWorks V2.0 Data Base Flles For The Apple
11GS Computer" was developed for use as a "how to" training device.
It can be used easily with Apple IIGS computers which have a two disk
drives. In addition, it can be used with Apple 1IGS computers having
only a single disk drive as long as the user religiously follows the
directions printed on the screen. Its development was accomplished
using two disk drives; one S 1/4" drive and one 3 1/2° drive. Versfon
(V) 2.0 of the AppleWorks program also was used during Its
development. The pictures one sees in the Figures provided below __are

‘ those that will be seen when V2.0 of the AppleWorks program ls used
for the printing process. Generally, other versions of the Apple&Works
program, as well as the smaller disk drives presently avallable on the
market, may be used in conjunction with the document. There, however,
may be some slight differences in both the plctures one sees on the
monitor screen and the procedures to be followed. If the document is
to be used as It was intended at the time of development, users must
have the following items available to them:
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1. Apple I1GS computer.

i. 2. Two disk drives.

3. A copy of the AppleWorks computer program V2.0.

4. One data disk on which there iIs a data base file stored.

; The following skills must be mastered by users before the document
can be used as it was intended. Users must be able to:

1. Turn on the Apple computer.
2. Bootup the AppleWorks program.

3. Load the data base file to be printed from the data storage
disk into the computer memory. This action should put the
data base file on the computer monitor screen. The data base
file used In this document is a portion of a llbrary file used
regularly by the author.
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After using this document, Apple 11GS computer operators should be
able to find help with the various data base flle manipulations they
vish to do as they develop and use such fliles with V2.0 of the
AppleVorks program. Additional guidance in this regard may be found
in the AppleWorks program manual which accompanies the purchase of the
program. Manuals are also available from many bookstores.

Mistakes found in this document are mine.
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DIRECTIONS

In The Beainning. Bring your data base file on to the desktop.

Your screen will appear similar to the example shown in Figure 1. %

FPile: DOC.LIBRARY.006

Selection: All records

DoC. N

00725
00725
00725
00725
00725
00725
00726
00727
00728
00729
00730
00731
00732
00733
00734

DOC. T KEY WORD SUBJECT TITLE

Training Compute Print
Training Compute Print
Training Compute Print
Training Compute Print
Training Compute Print
Training Compute Print
Chemistr Actlivit Testl
Inservic Teacher Summe
Inservic Summer Comme
Curricul Courses Respo
Writing Researc Repor
Inservic Compute Minic
Inservic Worksho Star)
Inservic Worksho Starl
Inservic Worksho Starl

EEEEEETEELEEEEE

AUTHOR

Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen

REVIEW/ADD/CHANGE

DATE DISK NO

89MA 000098¢
89MA 0000986(
89MA 000098¢
89MA 000098¢(
89MA 0000986(
89MA 000098¢
89MA 000098¢
89MA 000008(
89MA 000008¢
89MA 000008(
89MA 000098¢
89MA 000098¢
89MA 000098¢
89MA 0000986(
89MA 000098¢

Type entry or use @ commands

H &
Escape: Malin Menu

Acticle
Memo
Letter
Memo
Acticle
Paragraph
Memo
Memo

9-7 for Help

I IR IEIRNE

=y
R34 02 1y eotn R3PS

S > o s TS A0

ERIC g
Journal of C
Middle, High 3
Joan A. Mill ;
Principle, 2
PSTA, for 18
School princ
Principal, E:
Principal, M}
Principal, M:

£
3

SIRTT

Xt

o

2 O K E

-~

Figure 1.
02.

Helo Lisat.
a. Examining the list.

Example Data Base File.

(1) Press the OPEN-APPLE key and while it is held down,
Your monitor screen will appear
identical to the one shown in Flgure 2.

press the "?" key.

3
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File: DOC.LIBRARY.006 HELP Escape: Review/Add/Change

Wmmmmu“smz“m

o-A Arrange (sort) on this category

4

8-C Copy records (includes cut and paste) e

8-D Delete records -

B e W E WS atis Y

e-F Find all records that contain.....

-1 Insert new records before the
current record

ek o M N E 2

@-L Change record layout

e-M Move records (cut and paste)

Use arrows to see remainder of Help 516K Avail.

T

AL Fdaret ity 3 Fra 5.
% 3 Spfctor 2 A FL 03
S TR R R Dabib

Figure 2. The Monitor Screen Showing One Third Of The Monitor Screen.

D N AR,

(2) Press the NNMYN-ARROW key until OPEN-APPLE-N is at the
top of the monitor screen. The screen now looks ] ke
Figure 3.
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File: DOC.LIBRARY.006 HELP Escape: Review/Add/Change

mm==========m=mm=gmm=m=sg=zaz===========zszs .

2-N Change name of flle. Insert,
delete, and rename categories

-P Print reports

9-R Change record selection rules

-V Set/remove standard values for

a category

9-2 Zoom In to one record, Z2oom Out

to multiple records

- Copy entry directly above
(multiple-record layout only)

Use arrows to see remalnder of Help

515K Avall.

Figure 3. The Monitor Screen Showing Th2 Second Third Of The Help

List.

(3) Press the DOWN-ARROW key until] RETURN is at the top of
the screen. The monitor screen now shows the remalnder

of the help list (see Figure 4).




SRS

A s TR Z L AR

File: DOC.LIBRARY.006 HELP Escape: Review/Add/Change
fis
“ RETURN Accept
%, TAB Go to next category :
g_ 9-TAB Go to previous category - -
AR - =
5 Up/Down arrows Go up or down
%' 9-Up arrow Back up a full screen
e 9-Down arrow  Go forward a full screen
‘t -
. 9-1 Go to beginning of flle
¥ through .through
; 8-9 Go to end of flle
§ Use arrows to see remainder of Help 615K Avall.

Figure 4.

‘.:- T e TR Y '~ cag s biew

b. Copying the list.

LT ey

(1)
E paper fed to it.
?:_.
2>
¥
§'.
(3)
g‘f; screen.
3 (4>
? (5
i
i
e (6)

The Last Third 0f The Help List.

Insure that your printer i® properly connected and has

Press the OPEN-APPLE and the "H" keys at the same time.
This action will cause a screen dump or cause the
printer to print exactly what is seen on the screen.

When the printer stops printing, press the UP-ARROW key
several times until OPEN-APPIE-N is at the top of the
Press the OPEN-APPLE and the "H" keys at the same time.

When the printer stops printing, advance the paper to
the beginning of the next page of paper.

Press the UP-ARROW key several times until the original
third of the “Help*

list is shown on the screen.

6
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(7) Press the OPEN-APPLE and the "H" keys at the same time.
Exiting the "Help" list. The options you have just copied
cannot -e used until you exit the OPEN-APPLE-H option. Press
the ESC key once. Your screen now appears similar to the
example shown in Figure S.

File: DOC.LIBRARY.006 REVIEW/ADD/CHANGE Escape: Main Menu E

Selection: All records

DOC. N

00725
00725
00725
00726
00725
00725

DOC. T KEY WORD SUBJECT TITLE DISK NO
000098¢
000098¢
000098¢
000098¢
000093¢
000098¢

Training Compute
Training Compute
Training Compute
Training Compute
Training Compute
Training Compute

Letter
Letter
Letter
Letter
Letter
Letter

ERIC
ERIC
ERIC
ERIC
ERIC
ERIC

3%

00726
00727
00728
00729
00730
00731
00732
00733
00734

WP
WP
WP
WP
WP
WP
WP
WP
WP
WP
WP
WP
WP

Chemistr
Inservic
Inservic
Curricul
Writing

Inservic
Inservic
Inservic
Inservic

Activit
Teacher
Summer

Courses
Researc
Compute
Worksho
Worksho
Worksho

Type entry or use 9 commands

EREHEETEREEEE

000098¢
000008¢
000008¢
000008¢(
000098¢
000098¢
000098¢
000098¢
000098¢

Acticle

Acticle

Paragraph

Journal of C -
Middle, High

Joan A. Mill}

Principle, 2
PSTA, for is -
School princ .
Principal, E
Principal, M
Principal, M :

9-? for Help

Figure 5. The Monitor Screen After Exiting The Help List.

d. Using the "Help" 1i(st options.

(1) Arranging the file.

(a) Place the cursor on the category you desire to

arrange.

(b) Press the OPEN-APPLE and the "A" keys at the same

time (see Figuite 6).
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File: DOC.LIBRARY.006 ARRANGE (SORT)> Escape: Review/Add/Change

Selection: All records

Wm:xs:m:asgm::zz:z:z=============S=====:==m

This file will be arranged on
this category: DOC. NO:

‘ Arrangement order: -
1. From A to 2 Tx
2. From 2 to A
3. From 0 to 9
4., From 9 to 0
Type number, or use arrows, then press Return 516K Avail.

Figure 6. The Arrange Menu.

(c) Select the type of arrangement you want to do on
the category.

(d) Press the RETURN key once. Figure 7 shows the
result of a rearrangement.

148

Sy
i
.




File: DOC.LIBRARY.006 REVIEW/ADD/CHANGE Escape: Maln Menu

Selection: All records

DOC N DOC T KEY WORD SUBJECT TITLE AUTHOR DATE DISK NO DoC. FORH DOC RCVR/US

00799 WP Inservlc Transcr Reque Schlen 89HA 000113( Letter Reglstrar, U ;
00798 WP FAIRS SCIENCE Scien Schlen 89MA 000008¢C Letter Doris Ellls
00797 WP Leadersh Science Eleme Halley 89MA 000113¢ Memo Princlipal, 2 .
00796 WP Leadersh Science Eleme Halley 89MA 000113¢ Memo Prihclipal, S
00795 WP Leadersh Science Eleme Halley 89MA 000113C Memo" Princlpal, K
00794 WP Leadersh Science Eleme Halley 89MA 000113¢ Memo “Brinclpal, K
00793 WP Leadersh Science Eleme Halley 89MA 000113¢( Memo Princlpal, B !
00792 WP Leadersh Science Eleme Halley 89MA 000113¢( Memo Princlipal Be i
00791 WP Leadersh Sclence Eleme Halley 89MA 000113¢ Memo Princlipal, A"
00789 WP ARTICLE Chemist Gener Schlen Y89M 000113C Letter Mcs Jean Wil
00788 WP Training Compute Exerc Schlen 89MA 000113C Letter ERIC .
00787 WP Inservic Geology Alask Schlien 89MA 000008¢ Letter Maynard Mill

00786 WP Tralning Compute Print Schlen 89MA 000113¢C List Seoul worksh -
00785 DB ACTIVITY Element Tooth Schlen 89MA 000113¢ Article SCIENCE ACTI

00784 WP ACTIVITY Element Using Schlen 89MA 000113¢ Article SCIENCE ACTI

Type entry or use 9 commands 9-? for Help

Figure 7. The Rearranged Flle.
(2) Copying part or all of the file.
(a) Press the OPEN-APPLE and the "C" keys at the same

time. The screen changes to appear llke the
example shown in Flgure 8.

-)“
N




0 g 7w ande e 0>

00799
00798
00797
00796
00795
00794
00793
00792
00791
00789
00788
00787
00786
00785
00784

g SO g by

el
-t

LR ]

Selection:

CEEEEEEEEEEER:

File: DOC.LIBRARY.006

All records

Inservic
FAIRS
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
ARTICLE
Training
Ingervic
Tralining
ACTIVITY
ACTIVITY

Transcr
SCIENCE
Sclence
Sclence
Sclence
Sclence
Sclence
Sclence
Sclence
Chemist
Compute
Geology
Compute
Element
Element

COPY RECORDS

Reque
Sclen
Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Gener
Exerc
Alask
Print
Tooth
Using

Schlen
Schlen
Halley
Hal ley
Halley
Hal ley
Halley
Halley
Halley
Schlen
Schlen
Schlen
Schlen
Schlen

89MA
89MA
89MA
89MA
89MA
89MA
89MA
89MA
89MA
Y89M
89MA
89MA
89MA
89MA

Schlen 89MA

Escape: Review/Add/Change ’

000113¢
000008¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000008¢
000113¢
000113¢
000113¢

Letter
Letter
Letter
List
Article
Article

Copy?

Current record To cllipboard

From cl ipboard

Fligure 8.

The Monltor Screen Showing The Copy Function.

(b>

(¢

The are three options.

RETURN (see Fligure 9).

10

With *Current Record, To
Clipboard" and, “From Cllipboard."

Highlight the, "To Clipboard" option and press

DOC. N DOC. T KEY WORD SUBJECT TITLE AUTHOR DATE DISK NO DOC. FORM DOC. RCVR/US'E

AR R R R R RSN ESESES === == K
Registrar, U’;
Doris Ellis
Prihclipal, 2 :
Principal, S
Principal, K :

-Principal, K:
Princlipal, B.:
Principal Be:
Principal, A:;
Mrs Jean Wil -
ERIC ;
Maynard Mill .
Seoul worksh :
SCIENCE ACTI -
SCIENCE ACTI .




00799
00798
00797
00796
00795
00794
00793
00792
00791
00789
00788
00787
00786
00785
007e4

CEEEEEEEEEEERELE:

. Flle: DOC.LIBRARY.006
Selection: All records

Inservic
FAIRS
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
ARTICLE
Training
Inservic
Training
ACTIVITY
ACTIVITY

Transcr
SCIENCE
Science
Sclence
Science
Science
Science
Science
Science
Chemist
Compute
Geology
Compute
Element
Element

COPY RECORDS

Reque
Scien
Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Gener
Exerc
Alask
Print
Tooth
Using

Schlen
Schlen
Halley
Hal ley
Halley
Halley
Halley
Halley
Halley
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen

000113¢
000008¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000008¢
000113¢
000113¢
000113¢

89MA
89MA
89MA
89MA
89MA
89MA
89MA
89MA
8IMA
Y8oK
89MA
89MA
89MA
89MA
89MA

Use cursor moves to highlight records, then

press Return

Escape: Review/Add/Change

DOC. N DOC. T KEY WORD SUBJECT TITLE AUTHOR DATE DISK NO DOC. FORM DOC. RCVR/US .

WWW .

Letter
Letter
Memo
Memo
Memo"
Memo
Memo
Memo
Memo
Letter
Letter
Letter
List
Article
Article

Registrar, U :

Doris Ellis
Principal, 2

Prifcipal, S
Principal, K -

“Principal, K :
Principal, B :
Principal Be
Principal, A |
Mrs Jean Wil
ERIC
Maynard Mill

Seoul worksh

SCIENCE ACiI
SCIENCE ArTI

516K Avall.

Figure 9.

d>

bott~:. of the screen.

RETURN key once.

The Monitor After Selecting The "To Clipboard “ Option.

Note the additional directions provided at the

1f you want to continue, use
the ARROW keys as directed and then press the

when data base records are copled

to the clipboard, they can be transferred from the
clipboard to another data base flle.

(e)

Press the ESC key once and then compare the screen
with the picture you see in Flgure 10.
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File: DOC.LIBRARY.006

Selection:

All records

DOC. N DOC. T KEY WORD

00799 WP
00798 Ww»?
00797 WP
00796 WP
30795 WP
00794 WP
00793 WP
00792 WP
00791 WP
00789 WP
00788 WP
00787 WP
00786 WP
00785 DB
00784 WP

Inservic
FAIRS
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
ARTICLE
Training
Inservic
Training
ACTIVITY
ACTIVITY

SUBJECT

Transcr
SCIENCE
Sclience
Sclience
Sclience
Sclience
Sclence
Science
Science
Chemist
Compute
Geology
Compute
Element
Element

REVI1EW/ADD/CHANGE

TITLE

Reque
Sclen
Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Gener
Exerc
Alask
Print
Tooth
Using

Type entry or use 9 commands

AUTHOR

Schlen
Schlen
Halley
Halley
Halley
Halley
Halley
Halley
Halley
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen

DATE

333333333343

DISK NO
000113¢ |

000008¢
000113¢
000113¢
000113(
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000008¢
000113¢
000113¢
000113¢

Escape: Main Menu

DOC.

Letter
Letter
Letter
List
Article
Article

FORM DOC. RCVR/US

Registrar, U .
Doris Ellis
Prihcipal, 2 -
Principal, 8
Principal, K
-Principal, K.
Principal, B
Principal Be:
Principal, A
Mrs Jean Wil -
ERIC
Maynard Hlll
Seoul workah”
SCIENCE ACTI .
SCIENCE ACTI

2-? for Help

Figure 10.

The Data Base File.

&P

Press the OPEN-APPLE and the "C" at the same time.

This time, we’ll copy individual records.

€M

With the "Current Record"

Press the RETURN key.

selection highiighted,
The monltor screen should
appear like the example shown in Figure 11.




L Files
' Selectlion:

{ 00792
L 3798
o 00797
) 00796
# 00796
00794
; 00793
§ 00792
’ 00791
00789
: 00768
/ 00787
: 00786
00785
00784

5%

CEEEEEEEREL L

DOC.LIBRARY.006

All recoras

DOC. N OC. T KEY WORD

AR REN AR

Inservic
FAIRS
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Lecadersh
ARTICLE
Tralining
Inservic
Training
ACTIVITY
ACTIVITY

SUBJECT

Transcr
SCIENCE
Sclence
Sclence
Science
Sclience
Sclence
Sclence
Sclience
Chemist
Compute
Geology
Compute
Element
Element

COPY RECORDS

TITLE

Reque
Sclen
Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Gener
Exerc
Alask
Print
Tooth
Using

AUTHOR
Schlen
Schlen
Halley
Halley
Halley
Halley
Halley
Hal ley
Halley
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen

Escape: Review/Add/Change

DATE DISK NO DOC. FORM DOC RCVR/US :

000113¢
0000908¢(
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000008¢
000113¢
000113¢
000113¢

33333383

3
2

33334

How many copies of current record? (Max 99>

Letter Reglstrar. U ,
Letter Dor'is Ellls
Memo Princlpal, 2.
Memo. Princlpal, S .
Memo -Princlipal, K
Memo Princlipal, K :
Memo Principal, B
Memo Princlpal Be '
Memo Principal, A
Letter Mrs Jean Wil .
Letter ERIC .
Letter Maynard Mill
List Seoul worksh

Acticle SCIENCE ACTI

Article SCIENCE ACTI

516K Avall.

Figuce 11.

The Monltor Screen After Selecting The "Current Record*

Optlon.
(h)

With the cursor at the beginning of the record you

wish to copy, type the number of copies you wish to

make.

Figure 12 shows an example of the monitor

screen after you have complete this process.




File: DOC.LIBRARY.006 COPY RECORDS Escape: Erase entry

Selection: All records

DOC. N DOC. T KEY WORD SUBJECT TITLE AUTHOR DATE DISK NO DOC. FORM DOC. RCVR/US

00799 Inservic Transcr Reque Schlen 89MA 000113C Letter Registrar, U’

wP

‘00798 WP FAIRS SCIENCE Scien Schlen 89MA 000008¢C Letter Dorjs Ellis
00797 WP Leadersh Science Eleme Halley 89MA 000113C Memo Principal, 2 .
00796 WP Leadersh Science Eleme Halley 89MA 000113( Memo Principal, S -
00795 WP Leacersh Science Eleme Halley 89MA 000113( Memo- Principal, X -
00794 WP Leadersh Science Eleme Halley 89MA 000:13( Memo -Principal, K
00793 WP Leadersh Science Eleme Halley 8¥MA 000113C Memo Principal, B
00792 WP Leadersh Science Eleme Halley 89MA 000113C Memo Principal Be-
00791 WP Leadersh Science Eleme Halley 89MA 000113C Memo Principal, A
00789 WP ARTICLE Chemist Gener Schlen YF9M 000113C Letter Mrs Jean Wil
00738 WP Training Compute Exerc Schlen 89MA 000113( Letter ERIC .
00787 WP Inservic Geology Alask Schlen 89MA 000008( Letter Maynard Mill
00786 WP Training Compute Print Schlen 89MA 000113 List Seoul worksh
00785 DB ACTIVITY Element Tooth Schlen 89MA 000113¢ Article SCIENCE ACTI
00784 WP ACTIVITY Element Using Schlen 89MA 000113C Article SCIENCE ACTI
How many coples of current record? (Max 99> 10 516K Avall.

Figure 12. The Monitor Screen With The Number Of Coples Typed.
(1) Press the RETURN key once and examine Figure 13.

Notice that the record you wanted copied has been
copled as many times as you requested.
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File: DOC.LIBRARY.U06 REVIEW/ADD/CH&NGE Escape: Main Menu
Selection: All records

DOC N noc. T KEY WORD SUBJECT TITLE AUTHOR DATE DISK NO DOC. FORM DOC RCVR/US ;
00799 WP Inservic Transcr Reque Schlen 89HA 000113( Letter Reqlstrar. U i
00799 WP Inservic Transcr Reque Schlen 89MA 000113C Letter Registrar, U ;
00799 WP Inservic Transcr Reque Schlen 89MA 000113¢ Letter Registrar, U :
00799 WP Inservic Transcr Reque Schlen 89MA 000113¢ Letter Registrar, U
00799 WP Inservic Transcr Reque Schlen 89MA 000113C Letter Registrar, U :
00799 WP Inservic Transcr Reque Schlen 89MA 000113(¢ Letter -Registrar, U :
00799 WP Inservic Transcr Reque Schlen 89MA 000113(C Letter Registracr, U
00799 WP Inservic Transcr Reque Schlen 89MA 000113C Letter Registrar, U :
00799 WP Inservic Transcr Reque Schlen 89MA 000113C Letter Registrar, U
00799 WP Inservic Transcr Reque Schlen 89MA 000113( Letter Registrar,-U ;
00799 WP Inservic Transcr Reque Schlen 89MA 000113C Letter Registrar, U
00798 WP FAIRS SCIENCE Scien Schlen 89MA 000008¢ Letter Doris Ellis
00797 WP Leadersh Science Eieme Halley 89MA 000113¢ Memo Principal, 2
00796 WP Leadersh Science Eleme Halley 89MA 000113¢ Memo Principal, S .
00795 WP Leadersh Science Eleme Halley 89MA 000113C Memo Principal, K

Type entry or use 9 commands

2-? for Help

Figure 13. The Monitor Screen Showing Multiple Copies Of a Record.
(3) Deleting part of a file.
Ca) Place the cursor under the first letter of the
first duplicated record.
(b) Press the OPEN-APPLE and the "D" keys at the same

time (see Figure 14).
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File: DOC.LIBRARY.006

Selection:

00799
00799
00799
00799
00799
00799
00799
00799
00799
00799
00799
00798
00797
00796
00795

CEEEEEEEEEEEEEE

All records

DOC. N DOC. T KEY WORD

Inservic
Inservic
Inservic
Inservic
Inservic
Inservic
Inservic
Inservic
Inservic
Inservic
Inservic
FAIRS

Leadersh
Leadersh
Leadersh

SUBJECT TITLE

Transcr
Transcr
Transcr
Transcr
Transcr
Transcr
Transcr
Transcr
Transcr
Transcr
Transcr
SCIENCE
Science
Science
Science

DELETE RECORDS

Reque
Reque
Reque
Reque
Reque
Reque
Reque
Reque
Reque
Reque
Reque
Scien
Eleme
Eleme
Eleme

-~

Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen
Halley
Hal ley
Halley

AUTHOR
Schlen

89MA
89MA
89MA
89MA
89MA
89MA

Eacape: Review./Add/Change

000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113«
000113«
000113¢
000113¢
000008(
000113¢
000113¢
000113¢

e

Letter
Letter
Letter
Letter
Letter
Letter
Letter
Letter
Letter
Letter
Letter
Letter
Memo

Memo

Memo

DOC. FORM DOC. RCVR/US'

e —

Registrar,
Regdistrar,
Registrar,
Registrar,
- Registrar,
Registrar,
Registrar,
Registrar,
Registrar,
Registrar,
Registrar,
Doris Eillis
Principal, 2.
Principal, 8
Principal, K

NS

PP |

cocccccccaccca

Use cursor moves to highlight records, then

press Return

514K Avall.

amneamas

Figure 14. The Monitor Screen Showing The Delete Option Selected.

)

Follow the directions at the bottom of the screen,

highlighting the remainder of the coples of the
duplicated record.

(d)

16

Press the Return key once and examine Flgure 15.
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File: DOC.LIBRARY.006 REVIEW/ADD/CHANGE Escape: Main Menu :

Selection: Al) records

t

DOC N DOC T KEY WORD SUBJECT TITLE AUTHOR DATE DISK NO DOC FORH DOC. RCVR/US

B R R

Inservic Transcr Reque Schlen 89HA 000113( Letter Reglstrar. U*

Training Compute Print Schlen 89MA 000113( List Seoul worksh’
ACTIVITY Element Tooth Schlen 89MA 000113( Article SCIENCE ACTI°®
ACTIVITY Element Using Schlen 89MA 000113C Article  SCIENCE ACTI

- S D G IR P W ED D G4 G D CU T D D G T D GED T G D G D G G R CED G LA D R R D D S G GED AR R D R M D S G G SED D I GED W G S e

Type entry or use 9 commands ?@-? for Help

3 00798 WP FAIRS SCIENCE Scien Schlen 89MA 000008( Letter Doris Ellis
& 00797 WP Leadersh Science Eleme Halley 89MA 000113( Memo Principal, 2
i 00796 WP Leadersh Science Eleme Halley 89MA 000113(¢ Memo Principal, S:
i 00795 WP Leadersh Science Eleme Halley 89MA 000113( Memo Principal, K;
& 00794 WP Leadersh Science Eleme Halley 89MA 000113¢ Memo _ Pfinclipal, Kn
i 00793 WP Leadersh Science Eleme Halley 89MA 000113(C Memo Principal, B
3 00792 WP Leadersh Science Eleme Halley 89MA 000113C Memo Principal Be:
3 00791 WP Leadersh Science Eleme Halley 89MA 000113¢( Memo Principal, A"
; 00789 WP ARTICLE Chemist Gener Schlen Y89M 000113C Letter Mrs Jean Wll
00788 WP Training Compute Exerc Schlen 89MA 000113(C Letter ERIC
00787 WP Inservic Geology Aiask Schlen 89MA 000008¢C Letter Maynard Hlll
WP
DB
WP

Figure 15S. The File After Deleting The Records That Were Duplicated.
(4> Finding a record.
(a) Press the OPEN-APPLE and the *"F" keys at the same

time. Your screen will appear simllar to the
examp'e shown in Figure 16.
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File: DOC.LIBRARY.Q06 FIND RECORNDS Kauapet Reaview/Add/Change

Find all records that contain

i Type comparlison Information: 516K Avail.
Figure 16. The Monitor Screen With The Find Functlon Selected.

; (b) Type the word or words for which you want the

- computer to search. An example is shown in Figure

; 17. The computer will bring to the screen, all
! records containing the word or worde for which It
searched, or you will recelve the message shown in

.
: - Figure 17.

%

i

€

.

3

-

g

N

3

‘5.

{

N

[

‘.

e

4

[P

g,

&,

W

o

5 18
2

o ) .
B D 1 158

e




¥e1,
H

XSy
AN &’:‘.._w;ﬁﬂ-v

e 3. o R 32
__3.?.!,-&{@{”,“",;.»‘5{" \,"‘
\ S A0 N 2.

BB R o AN YA |ty
ST e AT, N
.

File: DODDS.LIBRARY FIND RECORDS Escape: Review/Add/Change
Find all records that contain XYZ

RSN EEENE N ER R R N R R N R S eSS SRS SEESNS RS EESREREST NSRS EEEEESESR

$
No records match your request =’
Press Space Bar to continue 478K Avall.

Figure 17. The Monitor Screen Showing That None Of The Records In The
Data Base Contain The Information Contained In The
Selection Rule.

(c) Press the SPACE BAR once.
(d) Press the ESC key twice to return to the data base.

Your monitor screen again appears similar to the
example shown in Figure 18.
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00799
00798
00797
00796
00795
00794
00793
00792
00791
00789
00788
00787
00786
00785

Selectlion:

%%

S EEEEEEEEEE L

Flle: DOC.LIRRARY.Q0&

All records

DOC N DOC T KEY WORD

Inservlc
FAIRS
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
ARTICLE
Tralining
Inservic
Training
ACTIVITY

SUBJECT

Transcr

SCIENCE
Sclence
Sclence
Science
Sclience
Sclence
Sclence
Science
Chemist
Compute
Geology
Compute
Element
Element

REVIEW/ADD/CHANGE

TITLE

Reque

Sclen
Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Gener
Exerc
Alask
Print
Tooth
Using

AUTHOR

Schlen

Schlen
Halley
Halley
Halley
Halley
Halley
Halley
Halley
Schlen
Schlen
Schlen
Schlen
Schlen
Schlen

Encapet Main Menu

DISK NO DOC FORM DOC. RCVR/US

000113(
000008¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000008¢
000113¢
000113¢
000113¢

00784

ACTIVITY

Type entry or ugse 9 commands

P

Letter
Letter
Memo
Memo
Memo.
Memo
Memo
Memo
Memo
Letter
Letter
Letter
List
Article
Article

Registrar, 9%
Doris Ellls |
Prihcipal, 2.
Princlpal, 8.
Principal, K:
-Principal, K.
Principal, Bg
Principal Be:
Princlpal, A:
Mrs Sean Wil :

ERIC

A\

Maynard Mi11 ;

Seoul worksh,
SCIENCE ACTI -
SCIENCE ACTI -

9-? for Help

Figure 18.

(S)

The Data Base Flle

a

Inserting one or more additional records.

record before which you want to insert an
additional record.

(b>

time.

20
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Place the cursor under the first letter of the

Press the OPEN-APPLE and the "I* key at the same
Your screen should now appear like the
example shown In Figure 19.




File: DOC.LIBRARY.006 INSERT NEW RECORDS Emcape: Review/ddd/Change

Record 3 of 76

mum=m=mnmng=::m:z:z====szz====m -

m' N033 -

DOC. TYPE:: -

KEY WORD:: -
SUBJECT:: -
TITLB:: -~

AUTHOR:: -

DATE:: -

DISK NO:: -

DOC. FORM:: -

DOC. RCVR/USER:: -

Type entry or use @ commands 515K Avail.

Figure 19. The Monitor Screen With The Insert Option Selected.

(c) Press the RETURN key once or type information in
the first category and then press the RETURN key
once.

Press the OPEN-APPLE and the "2"' keys at the same
time (see Figure 20).
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File: DOC.LIBRARY.006
Selectlion: All records

AR G,
TR

DOC. N

DOC. T KEY WORD
5 00799

SUBJECT

: wP Inservlc Transcr
e 00798 WP FAIRS SCIENCE
' 00797 WP Leadersh Sclence
- 00796 WP Leadersh Sclence
= 00795 WP Leadersh Sclence
¢ 00794 WP Leadersh Science
: 00793 WP Leadersh Sclence
A 00792 WP Leadersh Sclence
. 00791 WP Leadersh Sclence
: 00789 WP ARTICLE Chemist

00788 WP Training Compute

00787 WP Inservic Geology

00788 WP Training Compute

00785 DB ACTIVITY Element

REVIEW/ADD/CHANGE

Type entry or use 9 commands

Eacape: Main chu)

DISX NO DOC FORH DOC RCVR/US

000113(
000008¢

000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000008¢
000113¢
000113¢

Letter
Letter Doris Ellis
Memo Principal, 2
Memo- Prcinclipal, S8
Memo - Principal, K:
Memo Principal, K
Memo Principal, B
Memo Principal Be.
Memo Princlipal, A
Letter Mrs Jean Wil-
Letter ERIC
Letter Maynard Hlll;
List Seoul worksh
Article SCIENCE ACTI.
9-? for Help

Reglstrar. U‘

Figure 20.
; (6)

a’

Changing the record layout.

(see Figure 21).

22
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The Data Base With A New Record Inserted.

Press the OPEN-APPLE and "L" keys at the same time
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Flle: DOC.LIBRARY.006

CHANGE RECORD LAYOUT Escape: Review/Add/Change

mmu:x:“x“m:-:“:mw“mazssn=======::s=uzm
-=> or <-- Move cursor
> 9 < Sw'tch category positions f
--> 9 <-- Ci:ange column width _
9-D De.ete this category
9-1 Insert a previously deleted category

00799 WP Inservic Transcr Reque Schlen 89MA 000113¢ Letter Reglstrar, U-
00798 WP FAIRS SCIENCE Sclien Schlen 89MA 000008¢ Letter Dorlis Ellls
--------------------------------------------------------------------- More --->
Use options shown above to change record layout 515K Avail.

Figure 21. The Monitor Screen With The Layout Option Selected.

(b) Alter the flle using the directlions provided
on the screen. A point to remember here Is
that no matter what actlion you take, llke
deleting the wrong category etc., the
information is not lost as long as the
computer remains energlized. In additlon, If
the original flle was saved on a data disk, it
is still there (see Figure 22).




File: DOC.LIBRARY.006 CHANGE RECORD LAYOUT Escape: Review/Add/Change

--> or <-- Move cursor .
> 9 < Switch category positions
-=-> @ <-- Change column width
9-D Delete this category . -
Insert a previously deleted category

DOC. N KEY WORD SUBJECT TITLE DATE: DISK NO DOC. FORM DOC. RCVR/USER:

00799 Inservic Transcr Reque 89MAY31 000113( Letter Registrar, University of
00798 FAIRS SCIENCE Scien 89MAY30 000008¢ Letter Doris Ellis

Use options shown above to change record layout S15K Avall.

Figure 22. The Monitor Screen Showing The Altered Data Base Flle.

(c) Press the ESC key once (see Figure 23).




File: DOC.LIBRARY.006 CHANGE RECORD LAYOUT Escape: Review/Add/Change

What direction should the cursor
go when you press Return? ¢

1. Down (standard)
2. Right -

DOC. N KEY WORD SUBJECT TITLE DATE: DISK NO DOC. FORM DOC. RCVR/USER:

00799 Inservic Transcr Reque 89MAY31 000113( Letter Registrar, University o
00798 FAIRS SCIENCE Scien 89MAY30 000008¢ Letter Doris E'lis

--------------- - ;e m e rmm e me e =ee———=~ MoOre --->
Type number, or use arrows, then press Return 515K Avalil.

Figure 23. Escaping The Alter Layout Process.

(d) Press the ESC key once (see Figure 24).

25




File: DOC.LIPRARY.006

Se'‘ection: All

records

DOC. N KEY WORD SUBJECT TITLE DATE:

WWW

00799
00798

Inservi
FAIRS
00797
00796
00795
00794
00793
00792
00791
00789
00788
00787
00786
00785

Inservi

Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
ARTICLE

Tralning

Training
ACTIVITY Element Tooth

89MAY31
89MAY30

Reque
Scien
Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Gener
Exerc
Alask
Print

¢ Transcr
SCIENCE

B9MAY30
89MAY30
89MAY30
89MAY30
89MAY30
B89MAY30
89MAY30
Y8oMAY2
89MAY26
B89MAY26
89MAY25
89MAY25S

Sclience
Sclience
Sclience
Sclience
Sclience
Sclence
Science
Chemist
Compute
c Geology
Compute

Type entry or

REVIEW/ADD/CHANGE

Escape: Main Menu

DISK NO DOC. FGRM DOC. RCVR/USER:

000113¢
000008¢

000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000008¢
000113¢
000113«

Letter
Letter

Memo
Memo
Memo
Memo
Memo
Memo
Memo
Letter
Letter
Letter
List
Article

Registrar, University o
Doris Elllis

Principal, Z2ukeran Elem
Principal, Stearley Hel
Princlipal,-Kinser Eleme
Principal, Kadena Eleme
Principal, Bob Hope Pri
Principal Bechtel Eleme -
Principal, Amella Earha
Mrs Jean Wilson JCST
ERIC

Maynard Miller

Seoul workshop attei.dee
SCIENCE ACTIVITIES

use 9 commands

9-? for Help

Figure 24.

7

The Monitor Screen Showing An Example Of An Altered File.

Moving records.

(a
time (see Figure 25).
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Press the OPEN-APPLE and the *“M" keys at the same




File:

Selection:

DOC.LIBRARY.006
All records

MOVE RECORDS

DOC. N KEY WORD SUBJECT TITLE DATE:

mmmmmw

00799
00798

00797
00796
00795
00794
00793
00792
00791
00789
00768
00787
00786
00785

Inservic
FAIRS

Leadi~rsh
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
ARTICLE

Tcalining
Inservic
Training
ACTIVITY

Transcr
SCIENCE

Science
Science
Science
Science
Science
Science
Science
Chemist
Compute
Geology
Compute
Element

Reque
Scien

Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Eleme
Gener
Exerc
Alask
Print
Tooth

89MAY31
89MAY30
89MAYI0
89MAY30
89MAY30
89MAY30
89MAYI0
89MAY30
89MAYI0
YBOMAY2
89MAY26
89MAY26
B9MAY25
89MAY2S

Escape: Review/Add/Change

DISK NO DOC. FORM DOC. RCVR/USER:

000113¢
000008¢

000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000008¢
000113¢
000113¢

Move records? To clipboard From clipboard

Letter
Letter

Memo
Memo
Memo
Memo
Memo
Memo
Memo
Letter
Letter
Letter
List
Article

Registrar, University o
Doris Ellis

Principal, Zukeran Elem
Principal, Stearley Hel
Principal.,-Kinser Eleme
Principal, Kadena Eleme
Principal, Bob Hope Pri .
Principal Bechtel Eleme .
Principal, Amelia Earha :
Mrs Jean Wilson JCST
ERIC

Maynard Miller

Seoul workshop attendee
SCIENCE ACTIVITIES

Figure 2S5.

(b>

c)

want to move.

>

The Monitor Screen After The Move Option Has Been Entered.

Select the "To Clipboard" option by pressing the
RETURN key once.

Using the DOWN-ARROW key, highlight the records you

Press the RETURN key once (see Figure 26).




File: DOC.LIBRARY.006

Selection: All records

REVIEW/ADD/CHANGE

DOC N KEY WORD SUBJECT TleE DATE

Escape: Main Menu

DISK NO DOC FORM DOC. RCVR/USER:

00799
00798

0Q797
00796
00795
00794
00793
00786
00785
00784
00783
00782
00781
00780

Inservic
FAIRS

Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Training
ACTIVITY
ACTIVITY
Training
Training
Training
Training

Transcr
SCIENCE

Sclience
Sclience
Sclience
Science
Sclience
Compute
Eiement
Element
Compute
Compute
Compute
Compute

Eleme
Print
Tooth
Using
Print
Using
Using
Using

BIMAY30
B9MAYZ2S
89MAY2S
89MAY25
B89MAY24
89MAY24
89MAY22

89MAY23

Type entry or use 9 commands

- - e

000113(

000008¢

000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113(

Letter
Letter

Memo
Memo
Memo
Memo
Memo

List
Article
Article
Letter
Letter
Paragraph
Paragraph

Registrar, Unlversity o
Doris Ellis
Principal, Zukeran Elem
Principal, Stearley Hel
Principal,-Kinser Eleme
Principal, Kadena Eleme
Principal, Bob Hope Pri
Seoul workshop attendee .
SCIENCE ACTIVITIES
SCIENCE ACTIVITIES
ERIC

ERIC

Seoul AM ES workshop at
Seoul AM ES workshop at

9-? for Help

Figure 26.

Been Moved To The Clipboard.

(e)

The Monitor Screen Showing The File After The Records Have

Move the cursor under the first letter of the first

in the record below which you want to move the
records you placed on the clipboard in the previous

step.

Note that the records do not need to be

reinserted in this data base file but can be moved
to another.

(£

time.

(g

RIGHT-ARROW key.

hd

Press the OPEN-APPLE and the "M" keys at the same

Highlight the *From Clipboard* optlion using the

Press the RETURN key and then compare ycur monlitor

screen with the example shown in Figure 27.
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File: DOC.LIBRARY.006 REVIEW/ADD/CHANGE Escape: Main Menu

Selection: All records

DOC. N XEY WORD SUBJECT TITLE DATE: DISK NO DOC FORM DOC. RCVR/USER.

00792 Leadersh Sclence Eleme 89MAY30 000113( Hemo Principal Bechtel Elemo
00791 Leadersh Science Eleme 89MAY30 000113(¢ Memo Principal, Amella Earha -
00769 ARTICLE Chemist Gener Y89MAY2 000113C Letter Mrs Jean Wllson JCST

: 00788 Tralining Compute Exerc 89MAY26 000113( Letter ERIC

: 00787 Inservic Geology Alask 89MAY26 000008¢ Letter Maynard Hlller

. 00799 Inservic Transcr Reque 89MAY31 000113( Letter Registrar,-University o .
00798 FAIRS SCIENCE Scien 89MAY30 000008¢ Letter Doris Ellis™

3

00797 Leadersh Science Eleme 89MAY30 000113C Memo Principal, Z2ukeran Elem .

00796 Leadersh Science Zleme 89MAY30 000113C Memo Principal, Stearley Hel *
00795 Leadersh Science Eleme 89MAY30 000113C Memo Principal, Kinser Zleme -
00794 Leadersh Science Eleme 89MAY30 0001137 Memo Principal, Kadena Eleme .
00793 Leadersh Science Eleme 89MAY30 000113( Memo Principal, Bob Hope Pri
00786 Training Compute Print 89MAY25 000113C List Seoul workshop attendee

00785 ACTIVITY Element Tooth 89MAY25 000113¢ Article  SCIENCE ACTIVITIES

Type entry or use 9 commands 9-? for Help

Figure 27. The Monitor Screen Showing The File After Moving Several
Filles.

(8) Changing file names. This is an extremely important
option because it allows you to change the name of a
file and store it without destroying the original flle.

(a) Press the OPEN-APPLE and the "N" keys at the same
time (see Figure 28).
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File: DOC.LIBRARY.006 CHANGE NAME/CATEQORY Encape’ Review/Add/Change

Category names
BMEEEESESNEEEREEEEREII=2RNE P 33 1 -1+ -+ 3+ 3 + +Q -2 22 22 2
DOC. NO:

DOC. TYPE:

KEY WORD:
SUBJECT:

TITLE:

AUTHOR:

DATE:

DISK NO:

DOC. FORM:

DOC. RCVR/USER:

R RS e R S REEEEERNEERER

Optlions:

Change fllename -
Return Go to.first category

Type filename: DOC.LIBRARY.006 515K Avall.

Figure 28. The Monitor Screen After Entering The Name Change Option.

(b) Alter the name by typing the new name of the flle
(see Figure 29).
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File: DODDS.LIBRARY CHANGE NAME/CATEGORY Escape: Review/Add/Change

Category names
mmsss===========a====scug===:===8mzssgssgs-======:======8===as==“
DOC. NO: |
DOC. TYPE:

KEY WORD:

SUBJECT:

TITLE:

AUTHOR:

DATE:

| Options:
|
|
|
|
|
DISK NO: i
i
|
|
i
i
i
i

H
Change filename .
Return Go to-flrst cgtegory

DOC. FORM:
DOC. RCVR/USER:

Type flilename: DODDS.LIBRARY 478K Avall.

Figure 29. The Monitor Screen After A New Name Has Been Typed.
(¢) Press the RETURN key once
(d) Press the ESC key once and then look at Figure
30. Note that the new file name has been entered

and now appears in the upper left corner of the
screen.
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File:

o
o
~
d
o4

DOC. N

DODDS. LI1BRARY

Selectlion: All records

REVIEW/ADD/CHANGE

KEY WORD SUBJECT TITLE DATE:

Leadersh
Leadersh
ARTICLE
Training
Inservic
Inservic
FAIRS

Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Tralining
ACTIVITY

Sclience
Sclience
Chemist
Compute
Geology
Transcr
SCIENCE

Science
Sclience
Science
Science
Science
Compute
Element

89HAY30

89MAY30
YB89MAY2
89MAY26
89MAY26
89MAY31
89MAY30

89MAY30
89MAY30
89MAY30
89MAY30
89MAY30
89MAY2S
89HAY25

DISK NO
000113(

000113¢
000113¢
000113¢
000008¢
000113¢
000008¢<

000113¢
000113¢
000113¢
000113¢
000113¢
000113«
000113(

Escape: Main Menu

DOC FORM DOC. RCVR/USER:

Memo

Memo

Letter
Letter
Letter
Letter
Letter

Memo
Memo
Memo
Memo
Memo
List
Artlcle

Type entry or use 9 commands

Prlnclpal Bechtel Eleme
Principal, Amella Earha
Mrs Jean Wilson JCST
ERIC

Maynard Miller’
Registrar, University o
Doris Ellis_

Principal, Zukeran Elem::
Principal, Stearley Hel .
Principal, Kinser Eleme
Principal, Kadena Eleme .

Principal, Bob Hope Prl
Seoul! workshop attendee
SCIENCE ACTIVITIES

9-? for Help

Figure 30.

»

The Monitor Screen Showing The File With The Name Change
Entered.

Selection rules for finding specific records.

This

option allows you to set up to three rules by which the
computer will search for a speciflic record.

a’

Press the OPEN-APPLE and the *R" keys at the same
time (see Flgure 31).
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File: DODDS.LIBRARY SELECT RECORDS Escape: Review/Add/Change

Selectlion:

m:z“:===================================8‘-‘=============m8m
1. DOC. NO:

2. DOC. TYPE: ,

3. KEY WORD:

4. SUBJECT: K
S. TITLE: - =
6. AUTHOR: T2
7. DATE:

8. DISK NO:
9. DOC. FORM:
10. DOC. RCVR/USER:

Type number, or usSe arrows, then press Return 515K Avall.

Figure 31. The Monitor Screen After Entering The Recerd Selection
Rule Option.

(b> Highlight the category that you wish to use for
compar ison by using the DOWN-ARROW key.

(c) Press the RETURN key once (see Figure 32).




Fiie: DODDS.LIBRARY SELECT RECORDS Eacape: Review/Add/Change

Selection: SUBJECT:

 EEEEEEERE R R s e s R R R L S R R S R R R emse=

1. equals

2. |s greater than !
3. Is less than -
4. |Is not equal to . =
S. Is blank -
6. Is not blank

7. contains

8. begins with

9. ends with

10. does not contain

11. does not begin with

12. does not end with

Type number, or use arrows, then press Return 515K Avall.

Flgure 32. The Monitor Screen After Selecting The Category To Be Used
To Locate A Record.

(d) Choose the type of comparison you wish to make by
highlighting that choice using the ARROW keys.

(e) Press the RETURN key once (see Figure 33).
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: File: DODDS.LIBRARY SELECT RECORDS Escape: Review/Add/Change

Selection: SUBJECT: contains

massm====:=mzzx======:=====:=8============== EENEEIRERESREERERER

- — > - v S0 D o o D D v - - D e T D D e v S D St S e D St et ks St D G D D s VAL S Y B By T D SV S > SR SV D e W D D D D L o S S S A0

Type comparison information: 515K Avail.

Figure 33. The Monitor Screen After The Type 0f Comparison
Information Has Been Entered In The Computer.

(f) Type the information for which you wish the
computer to search (see the example in Figure 34).




CAparE N Fhdeher S iy

File: DODDS.LIBRARY SELECT RECORDSI Exvape’ Eraae entey

S

Selection: SUBJECT: contains

mnmsas:zs::g.g=8==:==g====:==============================zzm=c:.

- — — - — T — - - . S - - T S e W S S e S e - T e S e W e S S e S R S S e e =

Type comparison information: CHEMISTRY 515K Avalil.

Figure 34. The Monitor Screen Showing The Information Typed.
(g) Press the RETURN key (see Figure 35).
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File: DODDS.LIBRARY SELECT RECORDS Escape: Review/Add/Change
Selection: SUBJECT: contains CHEMISTRY

ST RS T S T e L LTS o s L Sl S et
1. and
2. or

Type number, or use arrows, then press Return 515K Avall.

Figure 35. The Monitor Screen Showing The Comparison Information
Entered.

(h) Continue the process by highlighting "and, or,
through" and press the RETURN key or press the ESC
key to use only one rule.

(1) Press the ESC key (see Figure 36). The Figure

shows all records seiected using the rule drafted
above.
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File: DODDS.LIBRARY REVIEW/ADD/CHANGE Escape: Main Menu
Selection: SUBJECT: contains CHEMISTRY

DOC. N KEY WORD SUBJECT TITLE DATE: DISK NO DOC. FORM DOC. RCVR/USER:
e e T e Y
00789 ARTICLE Chemist Gener Y89MAY2 000113C Letter Mrs Jean Wilson JCST
00767 Activity Chemist Chemi 89MAY19 000113( Letter ERIC
00754 Article Chemist CHEMI 89MAY18 000113¢ Article  ERIC

Type entry or use 9@ commands 9-? for Help

Figure 36. The Monitor Screen After Escaping The Rule Drafting
Process.

(J) Press the OPEN-APPLE and the "R" keys at the same
time. Your screen now appears like the example
shown in Flgure 37.




File: DODDS.LIBRARY SELECT RECORDS Escape: Review/Ado/Change
Selection: SUBJECT: contains CHEMISTRY

EEmE e e e e e e e e e e e e e e e e R S S T e e T S TS SR SR TR TSI SRS SSSSSSSSE=S

Select all records? No Yes

Figure 37. Step One In Returning All File Records To The Screen.

(k) Use the RIGHT-ARROW key tc highlight the "Yes"
Option.

(1) Press the RETURN key (see Figure 38).
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File: DODDS.LIBRARY REVIEW/ADD/CHANGE Escapet Main Menu

Selection: All records

DOC. N KEY WORD SUBJECT TITLE DATE: DISK NO DOC. FORM DOC. RCVR/USER:

EERTEREEEEESERERE

00792 Leadersh Scienc. Eleme S9MAY3C 000113¢ Memo Principal Bechtel Eleme
00791 Leadersh Science Eleme 89MAY30 000113¢ Memo Principval, Amelia Earha
00789 ARTICLE Chemist Gener Y89MAY2 000113¢ Letter Mrs Jean Wilson JCST
00788 Training Compute Exerc 89MAY26 000113¢ Letter ERIC -

00787 Inservic Geology Alask 89MAY26 000008¢ Letter Maynard Miller

00799 Inservic Transcr Reque 89MAY31 000113¢ Letter Registrar, Bniversity o
00798 FAIRS SCIENCE Scien 89MAY30 000008¢ Letter Doris Ellis

00797 Leadersh Science Eleme 89MAY30 000113¢ Memo Principal, Zukeran Elem

00796 Leadersh S.lence Eleme 87MAY30 000113¢( Memc Principal, Stearley Hel -
00795 Leadersh Science Eleme 89MAY30 000113( Memo Principal, ,Kinser Eleme
00794 Leadersh Science Eleme 89MAY30 000113¢ Memo Principal, Kadena Eleme
00753 Leadersh Science Eleme 89MAY30 000113¢ Memo Principal, Bob Hope Prl
00785 Training Compute Print 89MAY25 000113¢ List Seoul workshop attendee

00785 ACTIVITY Element Tooth 89MAY25 000113¢ Article SCIENCE ACTIVITIES

- - - — - - - — T — — - —— — ———— —— —— — ——  — — —

Type entry or use 9 commands 9-? for Help

Figure 38. The Screen After Exiting The Recor' Selection Process.
(10> Zooming in on one record.

(a) Place the cursor directly under a record that you
wish to examine.

(b) Press the OPEN-APPLE and the "2" keys at the same
time (see Figure 39).
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File: DGDDS.LIBRARY REVIEW/ADD/CHANGE Escape: Main Menu

Selection: All records

Record 3 of 76
mmmmmaza=ﬂ==asz===z=============:z:m
DOC. NO:: 00789

DOC. TYPE:: WP

KEY WORD:: ARTICLE

SUBJECT:: Chemistry .

TITLE:: Generating carbon doxide in elementary school chemistry -

AUTHOR:: Schlenker/Yoshida )
DATE: : YO9MAY25Sep 29 88 =
DISK NC:: 000:13¢Apple Computer) side 2

DOC. FORM:: Letter

DOC. RCVR/USER:: Mrs Jean Wilson JCST

- D A P W W - —- P AP AP - N W - —— D - D - — - ——— - A e P e o T —— S S D YT AP — D — . S E WD - = DA e e D I WD e e e

Type entry or use @ commands 9-? for Help

Figure 39. The Monitor Screen After Zooming In On One Record.

(c) Press the OPEN-APPLE and the "Z" keys at the samc
time See Figure 40).
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File:

DODDS . LI BRARY

Selection: All records

DOC. N KEY WORD SUBJECT

TITLE

REVIEW/ADD/CHANGE

DATE:

DISK NO

Escape: Main Menu

DOC. FORM DOC. RCVR/USER'

00789
00788
00787
00799
00798

00797
00796
00795
00794
00793
00786
00785
00784
00783

ARTICLE
Training
Inservic

Inservic
FAIRS

Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Training
ACTIVITY
ACTIVITY
Training

Chemlst
Compute
Geology
Transcr
SCIENCE

Science
Science
Science
Science
Science
Compute
Element
Element
Compute

Gener
Exerc
Alask
Reque
Scien

Eleme
Eleme
Eleme
Eleme
Eleme
Print
Tooth
Using
Print

Type entry or use 9 commands

YB9MAY2
B9MAY26
89MAY26
89MAY31
89MAY30

89MAY30
89MAY30
B89MAY30
89MAYI0
89MAY30
89MAY2S
89MAY2S
O9MAY2S
B89MAY24

000113¢

000113¢
000008¢
000113¢
000008¢

000113¢
000113¢
0U0113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢

Letter
Letter
Letter
Letter
Letter

Memo
Memo
Memo
Memo
Memo
List
Article
Article
Letter

Mrs Jean WIlson JCST
ERIC

Maynard Miller’
Registrar, University o
Doris-Ellis .
Principal, Zukeran Elem
Principal,
Principal, Kinser Eleme
Principal, Kadena Eleme
Principal, Bob Hope Pri
Seoul workshop attendee
SCIENCE ACTIVITIES
SCIENCE ACTIVITIES

ERIC

9-? for Help

Figure 40.

(11) Copying an entry.

The Monitor Screen After Returning To The All Recor-s
Formact.

This nption is used when you have one

or more successive entries in a category that are all
the same.

a)

Suppos« you have 10 successive records, all of

which have the same entry in the first category,
say the first category (the DOC. NO. category in
Figure 41>.
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File: DODDS.LIBRARY

Selection: All records

DOC N KBY WORD SUBJECT TITLE

REVIEW/ADD/CHANGE

DATE.

Egcape: Main Menu

DISK NO DOC FORM DOC RCVR/USER‘

00789
00788
00787
00799
00798

00797
00796
00795
00794
00793
00786
00785
00784
00783

ARTICLE
Tralning
Inservic

FAIRS

Leadersh
Leadersh
Leadersh
Leadersh
Leadersh
Training
ACTIVITY
ACTIVITY
Training

Chemlst
Compute
Geol ogy
Inservic Transcr

SCIENCE

Sclence
Sclence
Sclence
Sclence
Sclence
Compute
Element
Element
Compute

Gener
Exerc
Alask
Reque
Sclen

Eleme
Eleme
Eleme
Eleme
Eleme
Print
Tooth
Using
Print

Y89HAY2
B89MAY26
89MAY26
89MAY31
89MAY3C

89MAY30
89MAY30
89MAY30
B89MAY30
B89MAY30
B9MAY25
89MAY 26
B9MAY25
BOMAY24

000113(
000113¢
000008¢
000113¢
000008¢

000113¢
000113«
000113¢
000113¢
000113¢
000113¢
000113¢
000113¢
000113(

Letter
Letter
Letter
Letter
Letter

Memc
Memo
Memo
Memo
Memo
List
Article
Article
Letter

Type entry or use 9 commands

Hrs Jean Wilson JCST
ERIC

Maynard Miller
Regls.rar, Unlversity o
Doris .Ellis .
Princlipal, Zukeran Elem
Princlipal, Stearley Hel'
Principa:, Kinser Eleme
Principal, Kadena Eleme :
Princlpal, Bob Hope Pri
Seoul workshop attendee
SCIENCE ACTIVITIES
SCIENCE ACTIVITIES

ERIC

9-? for Help

Flgure 41,

(b>

The File Before Duplicating Blank Reccrds.

Duplicate 10 blank records as follows (this process

can be accompl ished also by inserting biank records
as described above):

i.

Zoom In on the recora so that it appears
simitar to the exampie shown in Figure 42.
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Flle: DODDS.LIBRARY REVIEW/ADD/CHANGE Escape: Main Menu

Selection: All records

Record 75 of 76

EEEENESEEEEE SRR R I I . I R e EEEEEE SRR ESEEETEEXEREN

DOC. NO:: 00725
DOC. TYPE:: WP

KEY WORD:: Training
SUBJECT:: Computers e
TITLE:: Printing data base files - =
AUTHOR:: Schlenker -
DATE: : 89MAY1S -
DISK NO:: 000098CAppleWorks: side 2

DOC. FORM:: Letter

DOC. RCVR/USER:: ERIC

Type entry or use @ commands 9-? for Help

Figure 42. The File Record After Z2ooming In On It.

ii. Move the cursor to the bottom category and
press the RETURN key. You’ll recelve the
message shown In Flgure 43.




File: DODDS.LIBRARY INSERT NEW RECORDS Escape: Revlew/Add/Change

Selection: All records

Record 75 of 75

mmgﬂsgsnnamsnu-ast:::===================:==sa:=t=zaa:s=stzasanm-

You are now past the last record
of your flle and can now start
typing new records at the end.

Do you really wan: to do this? No Yes

Figure 43. The Monitor Screen After Passing The Last Reccrd In The
File.

111. Highlight "yes" by pressing the RIGHT-ARROW
key.

iv. Press the RETURN key (see Figure 44).
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File: DODDS.LIBRARY INSERT NEW RECORDS Escape: Review/Add/Change

Record 76 of 7S
mm-acsx:zam:“m:mm--===:::=========.‘.'======n=======:--...
DOC. NO:: -

DOC. TYPE:: -

: KEY WORD:: - '

N SUBJECT:: -

TITLE:: - -

: AUTHOR:: - : :
s DATE: : -
:  DISK NO:: -

: DOC. FORM:: -

; DOC. RCVR/USER:: -

Type entry or use 9 commands 478K Avalil.

Figure 44. The Monltor Screen Showing A Blank Record.
v. Press the RETURN key once.

vi. Press the OPEN-APPLE and the "C" key at the
same time.

vili. Type the numeral *9* (see Figure 45).




File: DODDS.LIBRARY COPY RECORDS Escape: Erase entry

Record 76 of 76
mnuz::s:s::m:::=:======:======:====================:=z==sm
m. “03 s -

DOC. TYPE:: -

KEY WORD:: - :
SUBJECT:: -

TITLE:: - =
AUTHOR:: - . o
DATE:: -

DISK NO:: -

DOC. FORM:: -

DOC. RCVR/USER:: -

How many coplies of current record? (Max 99> 9 478K Avall.

Figure 45. The Monitor Screen Showing The Numeral “9.*
viii. Press the RETURN key and examine the screcn.
Note that the number of records has increased

to include the 10 you have just added (Figure
46).
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Fite: DODDS.LIBRARY INSERT NEW RECORDS Encape’ Review/Add/Change

Record 76 of 85

mmmmmmmmzmzm==zmgm

SUBJECT:: -
TITLE:: - =
AUTHOR:: - . =
DATE:: - -

DISK NO:: -
DCC. FORM::

mo SER:. -

%

Type entry or use 9 comman is 478K Avalil.

Figure 46. The Monitor Screen Showing The Increase IN Records.

ix. Press the OPEN-APPLE and the "Z" keys at the
same time to change the format (sce Figure
47>,

?
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File: DODDE. LINRARY REVIEW/ARN/CHANGE Escapei Maln Menu
Selection: All records

KEY WORD SUBJECT TITLE DATE' DISK NO DOC FORM DOC. RCVR/USER.

Tralnlng

Type entry or use 9 commands @-? for Help

Figure 47. The Monitor Screen Showing The 10 Newly Added Blank
Records.

(¢c) Move the cursor, to the DOC. NO. category and place
it on the record directly under the category having
the information to be copied, by using the UP- or
DOWN-ARROW keys and if necessary pressing and
holding down the OPEN-APPLE key while the TAB key
is pressed several times, causing the cursor to
Jump back categories.

Press and hold down the OPEN-APPLE key and while
it is held down, press the " key 10 times. Your
file will appear similar to the example shown in
Figure 48.
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File: DODDS.LIBRARY REVIEW/ADD/CHANGE Escape: Main Menu

Selection: All records

DOC N KEY WORD SUBJECT TITLE DATB: DISK NO DOC FORM DOC. RCVR/USER

00725
00725
00725
00725
00725
00725
00725
00725
00725
00725
00725

Tralnlng

g
<
[ad
o

Prlnt 89HAY15 000098( Letter ERIC

Type entry or use 9@ commands 9-? for Help

Figure 48. The Monlitor Screen Showing The Results Of Duplicating The

Category Information.
(12) Moving to the beginning of the file.

(2) Press the OFEN-APPLE and the "1" at the same time
(see Figure 49).
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File: DODDS.LIBRARY REVIEW/ADD/CHANGE Escape: Main Menu
Selectlon: All records

DOC N KEY WORD SUBJECT TITLE DATE‘ DISK NO DOC. FORM DOC. RCVR/USER

00792 Leadersh Sclence Eleme 89HAY30 000113( Memo Prlncipal Bechtel Eleme
00791 Leadersh Science Eleme 89MAY30 000113C Memo Principal, Amella Earha
00789 ARTICLE Chemist Gener Y89MAY2 000113( Letter Mrs Jean Wilson JCST
00788 Training Compute Exerc 89MAY26 000113( Letter ERIC

00787 Inservic Geology Alask 89MAY26 000008( Letter Maynard Mlller

00799 Inservic Transcr Reque 89MAY31 000113( Letter Registrar,- University o
00798 FAIRS SCIENCE Scien 89MAY30 000008¢ Letter Doris Ellis™

00797 Leadersh Science Eleme 89MAY30 000113C Memo Princlpal, 2ukeran Elem

00796 Leadersh Science Eleme 89MAY30 000113( Memo Principal, Stearley Hel
00795 Leadersh Sclence Eleme 89MAY30 000113( Memo Princlpal, Kinser Eleme
00794 Leadersh Science Eleme 89MAY30 000113( Memo Principal, Kadena Eleme
00793 Leadersh Sclence Eleme 89MAY30 000113( Mcmo Principal, Bob Hope Pri
00786 Trainling Compute Print 89MAY2S 000113( List Seoul workshop at‘endee

00785 ACTIVITY Element Tooth 89MAY2S 000113¢ Article  SCIENCE ACTIVITIES

Type entry or uce 9 commands ?2-? for BHelp

Figure 49. The Monltor Screen Showing The Results 0f Exerclsing The
OPEN-APPLE-1 Optlon.

(13) Moving to the end of a flle.

(a) Press the OPEN-APPLE and the "9" at the same time.
The results of this actlor are shown in Figure S0.
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File: DODDS.LIBRARY REVIEW/ADD/CHANGE Egscape: Main Menu

Selection: All records

DOC. N KEY WORD SUBJECT TITLE DATE: DISK NO DOC. FORM DOC. RCVR/USER:

TR RNt EEEE SR RRRNERRES = — e e T TN RS EE SR EERERSEER

00729 Curricul Courses Respo 89MAYiS 000008¢ Memo Principle, Zama HS
00728 Inservic Summer Comme 89MAY1S 000008¢ Letter Joan A. Miller, SERI, Go
00727 Inservic Teacher Surme 89MAY1S 000008¢ Memo Middle, High and Unit s

00726 Chemistr Activit Testi 89lAY1S 000098¢ Article Journal of Coliege Scie
00725 Training Compute Print 89MAYiS 000098( Letter ERIC - =

00725 - - - - - - - -

00725 - -

00725
00725
00725
00725
00725
60725
00725

{J T T TR O N T N |
[ J T T T T B

[ U T T TR TR A B B
[ T T O T N B
T TR O T T R B B |

Type entry or use @ commands 29-? to:r Help

Figure S0. The Monitor Screen Showing The Results Of Exercising The
OPEN-APPLE-9 Option.

04. Additional Help. Additlional help with data base flles may be
obtalned from the AppleWorks Instructlion book.
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FIRST (}EIAUDG§ SCIENCE AND APPLES

Sarah J. Yoshida
Seoul American Elementary School

INTRODUCTIGN

John Dewey, early in the 20th century, stated that people R
learn by doing. Later, Piaget suggested concrete learaing .
experiences to be of great value in facilitating conceptual- :
jization. Gagne points out that we learn more about a topic, . E
process or combination there of if we deal with the phenorenon :
periodically, each successive time with an increasing degree of
sophisti¢ation. I have applied these ideas to first grade ,

..

w

A '
Sad A Aer 1L s Ay dvom Y

science as I help children gain experience using not only the
scientific method but also the computer.
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Q.

‘Part of tha scientific method involves data gathering,
organization and/or manipulation. This .activity involves data
gathering, organization, oxamination and crosses disciplines. The
organization portion of the activity requires use’ of the Apple II
GS (Apple IIe could be used) computer. The premise is that the
(- conputer is a tool used to gain greater understanding of the
T subject being studied more rapidly than is otherwise possible.
Farther, I promote this idea. The data bass pcrtion of the
AppleWorks program is used for data file dovelopmert, data storage
and subsequent data manipulation.

Children work in pairs as they gather the following data
about themselves: height, weight, eye color, hair color, and age.

Materials

1. Apple IIe or GS computer systen(s).

2. 1 floppy computer disk for data base file storage.

3. pencil and paper for each student. - -’

4. 1 meter stick for each pair of students - _

S. bathroom sosle(s) for tae class. (Kilogram scales if =
available. If measured in pounds divide by 2.2 to obtain
kilogranms.)

6. Several large pieces of butcher or other paper.

7. Masking tape.

8. 1 ruler for each group of students.

9. AppleWorks computer program (versions 1.2, 1.3 or 2.0 are

acceptable. :
1. MNeasuring 1. MHesasuring
2. Observing 2. Reading a scale
3. Data Gathering 3. Reading a meter stick

£ 4. Data Analysis
S. Data Manipulation

Computer Skills Yocebulary Development .
E 1. Data base file construction 1. Parallel
i 2. Data input 2. Centimeter
- 3. Keyboard Use 3. Computer
¢ 4. Pounds
S. Inches

?' 6. Data Beze
: 7. CateZory

: 1. Wall Paper. Tape several pieces of large paper slightly
higher than the heigggg of the students, at different
locations on the classroom wall.

: 2. Grouping Students. Divide the class into groups of 2
children each.




DAY 1

3. Supplying Materials. Give each student a piece of paper and a
pencil.

4. Supplying Materials. Give each group cf students a meter
stick and a ruler.

$. Writing Name. Have each student write his or her name on the
paper.

6. Teacher Demonstration. Demonstrate how children should
measure each other’s heights by having a student stand
straight with the back of his or her head against a piece of
paper taped to the wall. The second child places a ruler on
the first student s head and parallel to the floor and makes a
mark on the pasper (see Fig. 1). The height is then measured
with the meter stick. MNeasurements are made in centimeters.

7. Measuring Height. Have each student measure his partner’s
height and record it.

Figure 1. MHNeasuring Height.

DAY 2

8. Teacher Demonstration. Demonstrate how to read the weight

scule.
9. Weighing Students. Have each student determine his or her

partner’s weight and record the weight.

DAY 3

- ——

10. Building A Data Base. Build or have students build a data
base file which includes the following categories: namey -«
height, weight, eye color, hair color and age (See Fig. 2).




11. Teacher Demonstration. Semonstrate to students what is
required to enter their own jnformation in the data base file
(be sure to save the file on the floppy disk prior to having
children enter their datsa).

olass REVIEW/ADD/CHANGE Bscape: Main Menu

(7]
o
-
]
[+
P s
go
o
S
[
(S
L2
o
(¢}
5
Q.
7]
e

‘FIRST NAME AGE HT (cm) WT (kg) EYES HAIR BOY/GIRL ;

Type entry or use € comnands e-? for lep

Figure 2. Dsta Base File Prior ﬁo Entering Data.

? 12. Data Entry.. Have each student .enter his or hexr own data in
i the computer.
13. File Storage. Insure.that the file is stored following this

£ portion of the activity.

DAY 4

3 14. Creating a Report. Place the cursor at the beginning of the

" category you wish to arrange. Arrange the file using the

g Open-Apple and the A key at the same time.

) 15. File Printing. Print each different arrangement of the file.

X 16. Printouts. MWake.copies of the corputer printouts.

17. Student Materials. Give students copies of the printouts one
at a time. Have them identify other students who have the
same age, height, weight, eye color, hair color and sex. .,

18. A different printout is used to show ordered arrangement of
each category.
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File: oclass
eport: class report

AGE MT (cm) WT (kg)  EYES HAIR BOY/GIRL

6 123 18.15 BLACK BLACK GIRL

6 128 29.48 BROWN BLACK BOY

6 118 18.60 HAZEL BROWN GIRL

6 115 18.05 BLACK BLACK GIRL

6 122 22.23 BROWN BROWN GIRL

6 117 20.41 BLACK BLACK GIRL

S 121 18.50 BROWN BLACK BOY

6 123 20.87 BLACK BLACK BOY

S 117 24 .48 BLACK BLACK GIRL

6 126 23.13 HAZEL BLORDE GIRL

6 131 26.76 BROWN BROWN BOY .
7 128 22.68 BROWN BLACK BOY

7 126 25.40 BLACK BLACK GIRL _
6 118 21.32 GREER BLOND BOY - =
7 118 20.41 BROWR BROWN BOY -

6 120 22.68 . BROWN BLACK GIRL =
6 125 28.58 BROWN BROWN GIRL

6 120 20.41 HAZEL  BROWR GIRL

6 133 26.31 BROWN BLACK BOY

S 117 21.32 BLACK BLACK GIRL

6 124 29.48 BROWN BROWN GIRL

6 118 20.87 BLACK BLACK GIRL

8 118 18.15 BROWN BRO'N GIRL

6 113 18.15 BLACK BLACK BOY

6 117 25.40 HaZEL BLOND BOY

7 128 24.04 HAZEL BLONDE BOY

Figure 3. Dsata Base File After Data.Has Been Entered.
DAY §

18. Question and Answer Session. Ask students to describe what
the computer did that allowed them to find out who had the
same eye color and so on as they.

,.
r




STUDYING THE EHEMISTRY OF FIRE, AIR COMPOSITION
AND ATMOSPHERIC PRESSURE USING A COMPUTER
DATA BASE

Richard M. SchlenKer
INTRODUCTI ONN

@dir is composed of a cloud of atoms and molecules called a aqas.
It is not a single gas actually but a collection of qases. One of
those molecules, occupying approximately 21% of the total air volume,
is a colorless, oderless gas called oxygen (its molecular formula as

it exists in air is 02), When a material burns (or oxidizes), after
reaching kindling temperature, oxygen combines chemically with the
burning substance. Burning continues as long as the material is above
the Kindling temperature and oxygen is present. As a material bHurns
the new moiecules that result from the oxidation process often produce
other colorless gases called carbon monoxide(CO) and carbon dioxide
(302). Those molacules occupy much less space than do the exygen
molecules. This is the principle around which the activity degcribed
below is designed. -

The atmosphere above us applies pressure to all things on earth’s
surface. Pressure is measured using several scales. Some of those
are pounds per square inch (psi), millimeters of mercury (mmhq) and
millibars (mb). The pressure can be used by us to extrapclate
regarding that portion of the air which is oxygen. In this activity,
students participate in a “hands-on" experience gathering data and
computerizing it as they try to determine the composition of air which
is oxygen. Students work in research teams then pool their data,
develop computer AppleWorKs data base files as they try to develop a
model of the earth’s air mass based upon data arrangements provided by
the computer. Conclusions regarding the oxygen portion of the air
mass composition are sought following students examination- of data
base file printouts. Teachers electing to use the computer portion of
the activity should Know how to create, store, printv and arrange
ApplelWorks data base files. The activity, however, may be conducted
without using the computer portion by arranging the data in several
data tabies.

PRESENTATION

When something burns in a closed system, oxidation continues oniy
until all of the oxygen supply is depleted. One such system is shown
is Fiqure 1. The system functions as follows: the candle is 1ighted
and the glass jar placed over the burning candle (see Figure 2). As
oxygen combines chemically the volume of air in the jar decreases and
the water (Hp0) level in the jar rises in direct relation to the
atmospheric pressure. The level continues to rise in the jar until
all of the oxygen has been used. The final volume change should be
equivalent to the volume occupied by the oxygen in the jar when the
candle was first covered. Sinne the air composition inside the jar in
the beqinning was the same as that of the surrounding air the percent
change in air voiume between the beginning and the end of the—™ *
oxidation i€ the percent of oxygen in the surrounding air (the candle




volume must be takKen into-account in the derived percentage is to be
as accuprate as possible).,

pd
]
(4]

%
Water
‘Surface
H
Pan =
! IR RRRD E:E eseesesss RERRRERERT
o i Seesedssisiats
Fiqure 1. Example of the Closed System.
{' Grade Level. 6rade 3 through College
Science Skills Math Skills .
: f. Observing. 1. Computing volume
4 2. Measuring. (V= roh)y,
i 3. Hypothesizing. 2. Measuring.
§ 4. ©Drawing Conclusions. 3. Subtraction,
: S5S. WVolume determination, 4., Multiplication.
: Computer Skills Vocabulary
i 1. Program Loading. 1. Variable.
¢ 2. Disk formatting. 2. Volume.
H 2. Datxa Base File 3. Burns,
{ Construction, 4. Oxidizes.
¥ 4. File Storage. S. Carbon Moncoxide.
5 S. File Printing. 4. Carbon Dioxide.
4. File Arrangement., 7. Oxygen.
€. Molecular Formula.
. 0Bas.
10. Centimeter (cm),
Partial List of Variables
1. Atmosphzric Pressure. - -
2. Jar size.
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however, are usually ?ross, allowing for the possible introduction
of experimental error).

14. Approximately 2 liters (L) of water for each class of 24 students.
15, Water containers.

16. 1 centimeter ruler for every 4 research teams.

17. 1 small container of food coloring for each class (any color),

Procedures

1. 0Orouping Students. Divide the class in research pairs.

2. Materials Handout. Handout all of the materials to students
except the water,

3. Equipment Setup. Describe the equipment setup to students and
draw a picture of the setup on the chalkboard (see Figure 12.

4, Candle Setup. Have each group setup their candle in their dish
or pan. This can be accomplished by allowing a few drops of wet
wax to fall on the spot where the candle is to stand and then
place wet wax.

Jar or Beuket;—.,j, =

“W
Grease Water
- (Xl Surface
Pencil aried -
" Mark - 5
e
| Ratyet s .
e e R e

Figure 3. MarKing the Jar,

S. Water. Pour approximately 3 cm of water in each dish or pan.

6. Food Colorinqe Add i1 or 2 drops of food coloring to the water
in each pan.

7. MarkKing the Jar., Cover the candle with thz jar and, using the
grease pencil mark the jar, at the top of the water (see Figure
3.

8. Jar Volume Computation Methods.
a. Compute the volume of the air in the jar above the water.

surface (U = pi X ropy,




Method 1. Use the formula for the volume in the jar between
the grease pencil mark and the jar bottom.

b. Method 2. Fill the Jar with water to the grease pencil line,
then pour the water into the measuring cup or graduated
crlinder, recording the volume.

AIR WITHOUT

X OXYGEM Jar or Beaker—3,
( )
\ (___VOL UME water Water
AFTER Surface Surface’
- After '(_CUZ) Final
ATMOSPHERIC Water X Qutside
PRESSURE Surface A Jar
Before(V1)

Figure 4. Marked Jar after the Candle Goes Out.
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Candle Yolume Computation. Although the candle may be small
(activity works with a birthday cake candle) students should be
helped to see that we must taKe all factors into account if we are
te be exact.

&. Methond 1. MaKe a grease pencil mark on the candle xt the
water top, then compute the candle volume above the mark using
the volume formula provided above.

. Method 2. Place & Known volume of water in the graduated
cylinder (S0 milliliters (mL), then place the candle in the
crlinder and gently push it below the surface using the
pencil. Now read the new volume. Subtract the first volume
trom the second volume. The volume change is the candle
volume.

Final Air Volume Computation EBefore Oxygen is Used. Subtract

the candle volume from the air volume of the jar. The resulting

figure is the volume of air actually remzining in the jar when the

burrning candle is cov2red.

Lighting the Candle. Remcove the jar, light the candle and

replace the jar over the burning candle,

Jar Marking. After the candle goes out, mark the jar at the top

of the water (see Figure 4),

Yolume Computation Following the Use of Oxygen. Compute the

volume of air remaining in the jar followina extinction of the

candle zs follows:

a. Compute the volume of the space remzxining above the zecond
arease pencil mark using either method described in #2. .

b. Flace the candle next to the jar, lining up the greace pencil

201




mark on the jar (first mark) and that on the candle.
Make a second mark on the candle.

Subtract the candle volume from the jar voiume to determine

the actual volume of gases remaining above the water surface.

14, Change in Voluyme Computation. Subtract the second gas volume
computation (#12) from the first computation. The answer is the
change in gas volume caused by using oxygen in the oxidation
process. This volume is the volume of the oxygen in the air prior
to oxidation.

15. Data Sharing. Allow a period during which every stuaent gathers
all data thus far collected by all research teams.

16. Compute Percent. Compute the percentage volume changqe:

,,\wwmuan
R
kY . -~ '

vi-y2 x 100
V1

17. Disk Formatting. Format the bland data disks. The task is
accomplished by choosing option #S from the AppleWorks, "Main.
Menu* followed by option #5 from the, "Other Options” menu and
then following the directions presented on the screen. -

e

AT AR Ay By
b . N

Fiie: FIRE.CHEMISTRY. REVIEW/ADD/CHANGE Escape: Main Menu;
Selection: All records ?

A e Shmreme et S

JAR.NO OR.JAR.VOL OR.CANDLE.VOL Vi F.JAR.VOL F.CANDLE.VOL V2 V1-v2/V1x100.

St sy s e ot e s e
- =

. - SEEmmmsmsEs

¢

% 1 500mL 50mL 450mL 400.5 45mL 355.5 21%

% 2 - - - - - - -

; 4 - - - - - - -

i Type entry or use @ commands 2-? for Help

Figure 5. Example Data Base File.

18. Data Base File Conctruction. Have each student construct-—-ane
ApplelWorkKs data base file (see Fiqure 3).
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i 3. Altitude at which thevactivity is conducted.
35 4. Candle volume.

Air including Oxygen —;

£ =
; .

YOLUME
BEFORE —

ATMOSPHERT
FRESSURE

.
-

WHATER LEVEL
BEFORE

Figure 2. Example of the Closed System Prior to Lighting the Candcle.

Materials

t. 1 jar for each pair of students. Jars should be straight sided .
and of differing sizes (have students bring old jars from home - -
large peanut butter and mayonnaise jars work well),

2. 1 small candle (the candle must be short enough so that it can be
covered by the jar and space will still be left above the candle
in the jar for the flame) for each research team (pair of
students). Candle size is related to jar size.

3. 1 book of matches for every 4 research teams.

4. A quantity of water for each research team.

S. 1 dish or pan for each research team. The dish or pan should have

: sides approximately Scm high.

: é. 1| grease pencil for each research team.

7. 1 centimeter ruler for each research team.

g 8. 1 pencil for each student.

Y. Several pieces of paper for each team.

10. At least Apple Ile or GS computer with printer for each class.

11. 1 blank data disk for each computer.

2 12. 1 AppleWorks program for each computer (Versions 1.2, 1.3, 2.0

: and 2.1 may be used. V2.0 and 2.1 generxlly are used only with

the Apple IIGS Computer).

A 100 ml graduated cylinder for each research team (other size

crlinders will workK - if cylinders are not available in lower

grades, a measuring cup could be used - graduations on such cups,
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Each team is a sample“and each sample has § record in the file.
The file name could be the students 'ast name.

19. File Storage. Save the file on the data disk. This can be
accomplished by pressing the OPEN-APPLE and the *“S" Keys at the
same time.

20. File Printing. Print the file. This can be accomplished by
pressing the OPEN-APPLE and the “P* Keys at the same time and
following the directions provided on the screen

21. Data Entry. Enter all data in the file.

22, File Storage. Save the file on the data disk.

23. file Manipulation. Manipulate the data base file on each
category by pressing the OPEN-APPLE and the “"A" Keys at the same
time and following the directions provided on the screen.

24. File Printing. Print the file each time it is rearranged.

25. Printout Examination. Allow a period where students examine the
printouts, looking for data trends.

H

26. Class Discusgion. Conduct a class discussion where students_gre
led to the conclusion 1that the volume of oxygen in the air gample
ic/was 217%. -

Curriculum Extension.

1. Do the same activity using a spreadsheet. If the spreadsheet cell
formulas are set up correctly, decimai figures will automatically
appear when cateqgory entries are made.

2. Have students write a report about the activity using the word
processing portion of the AppleWorks program.

3. Heve students write a letter to a friend describing the activity
they have conducted.

SUMMARY

Students conducting this activity investigate the percent
composition of earth’s atmosphere made up of oxygen. While
accomplishing this task, they are also studying the effect of earth’s
atmosphere on the environment. Although the effect of the air mass
cannot generally be felt directly by Human Beings, its effect is seen
when the water | v2l rises in the jar in response to oxygen depletion.

When investigations 1ikKe this one are conducted, student
researchers make use of the scientific method; research teaming and
pooled data. Pooled data are especially important because they help
rule out the possibility that the effects we s2e are caused by some
random intervening and otherwise unknown variable.

As students examine their computer printouts they do not
necessarily see immediately see that a 21/ oxygen composition. Some e
teams may have higher figures while others may have lower figurec.
These differences are, in part,s caused by experimental error.
Investigators must extrapolate from the data to derive & fiqure close
to 214, A fiqure a bit smaller or larger should not be viewed as a
failure of the activity. Rather, teachers should view it a«s point of
depar ture for further discussion and or student research. —_ .
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ﬁ;NTRODUCTION

Carbon dioxide (CO2) e*ists in our environment mostly as the
produc . of chemical reactions 1like the combustion of hydrocarbon
fuels. While we don‘t often think about it, COz is used extensively

in our everyday 1lives. We've all seen dry ice. Well, dry ice is

" gimply frozen COz or CO2z in the solid state. While carbon dioxide is
a gas at room temperature, if we cool it enough, it becomes solid. It
aleo is used in soft drinks, such as 7-Up. When a bottle cap is
removed from 7-Up, we see the CO2 bubble to the surface. The gffect§
of carbon dioxide are seen when baking soda is added to a cake battgy é
and the cake rises as it bakes (i% is in packaged cake mixesi. COg_is
also used in some fire extin‘uiéhers. When an acid, such as, wvinegar
is mixed with baking soda, CO2 is produced. >
Carbon dioxide ié also extremely important to our existance.
Plants use C0O2 in photosynthesis as they manufacture sugar. This

process helps to maintain the environmental CO2 and so 1limit the

"greenhouse” effect. ; =

PRESENTATION

Students who participate in this activity generate carbon dioxide

using vinegar and baking soda. They find that the CO2, generated as a 1
result of mixing the chemicals together, requires more room than is E
available in the container where the reaction takes place and so +the !
container bubbles over. As a method of showing students that the gas 1
builds up a pressure when it cannot expand, we have them cap the test ‘

tube (pill bottle and pill bottle cap) where the reaction takes place.

The gas pressure created by the reaction then blows the top off the 5
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\ SR 1 " Teachers who use the computerized report writing

:1éﬁg§éétion listed below in the “"Curriculum Exteneion" section should

knpv how to set up, print, and save AppleWorks word processing files.

Grade Level. Grades 3 - 8 (this activity is suitable for use in
college level elementary science education methods

courses).

;4 Time Requirements. About 20 minutes for the main
activity.

1. Observing. " 1. Carbon dioxide. ) -__:
2. Predicting. 2. Dry ice.
3. Mixing Chemicals. 3. Reaction.
i 4. Measuring. 4. Chemical.
f 5. Hypothesize. 5. Gas.
fgl 6. Estimating. 6. Solid.
i‘ 7. Format.
;5 8. Store.
g{ 8. Word processor.
‘gi; 1. Metric Measuring. 1. Disk formatting.
?; 2. Estimating. 2. WHord processor file
?i construction.
gé‘ 3. File ;finting.
g; 4, File storage.
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Yoéu -may wish +to have studente bring pill bottles from

’ home, in which case, time must be included for planning.

1. 1 large pill bottle with snap on cap (test tube). If a bottle
with a snap-on cap cannot be located, any straight sided small
diameter bottle with a snapon cap will work. Caution, bottles
with screw-on caps should not be used.

2. 1 teaspoon. é

3. 1/2 of the pill bottle (test tube) full of vinegar.

4. 1/4 of 1 teaspoon of baking soda.

5. 1 piece of 8 1/2" x 11" paper for each student.

6. 1 cardboard tray or a flat piece of cardboard (30cm x 40cm). .

-—

. ]
By trdrntatnsts 10

7. 1 eye dropper and bottle.

s
wiheds

8. 1 metric ruler for student.

MBS

' 9. 1 pencil for each student.

Yikie 4 A

INSERT FIGURE 1 ABOUT HERE

AT F R s
e H
«

10. Materials for the computer curriculum extension activity.

a. 1 Apple IIe or GS computer with printer for each

class.
é:‘ b. 1 copy of the AppleWorks program (versions 1.2, 1.3, 2.0 and

2.1 will work - V2.0 and 2.1 are generally used only with the

GS computer).

c. 1 blank data disk for each computer. Disk size depends upon

disk drive size.

AT
Y

Procedures.
1. Materials Handout. Give each student the materials listed

26
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»Eapgx_ﬂaaanxing_and_ﬂn&ifhg. Have each student measure and cut

a square piece of paper (12 cm on a side).

Paper Folding. Fold the paper in half with a light crease (See
Figure 1).

Measure Brking Soda. Place approximately 1/4 oi a teaspoon of
baking soda on the folded piece of paper.

Tegt Tube Filling. Fill the pill bottle (test tube

approximately 1/2 full of vinegar using the eye dropper.

Trav and Materials. Place all materials to be used in this '

experiment on the cardboard tray. - -
Discovery Period. Allow a brief period during which students_=
are encouraged to see what they can discover using the materials
that have been provided.

Class Discussion. Conduct a class discussion during which
students are told abocut the chemicals they have and asked to
hypothesize regarding what will be the outcome of mixing the
chemicals together. Hypotheses should be written on a chalk board
or ilipchart.

Additignal_Baking_ﬁgda_and_y;nggan. ¥here necessary, provide
students with additional baking soda and vinegar.

Pouring Raking Soda. Pour the baking soda into the test tube

(Sze Figure 2).

INSERT FIGURE 2 ABOUT HERE

Capping The Test Tube. Cap the test tube (pill bottle cap) and

watch. As the chemical reaction proceeds, the gas pressure builds
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ggggde‘tﬁé ééhéginer and causes the top to pop (See Figure 3).

tup§
12. Class Discussion. Conduct a class discussion during which
students are asked to describe their observations. They should be

asked why the top blew off the test tube.
Curriculum Extension.

1. Report HWriting. Write a report about the activity using
AppleWorks word processing as follows:
a. Program Loading. Load the AppleWorks into the computer.
b. Formatting. Format the blank data disk. This can be
accomplished by selecting.option #5, “Other Activities” froq:'

the "Main Menu"” and then option #5 from the "Other Activities"”

' L+
s s

menu.

bt s v 21 ko5 s om

INSERT FIGURE 3 ABOUT HERE

c. File Construction. Open a new word processing file and

write the report. Student’s last names could be used as
computer file names (see Figure 4).

d. File Saving. Save the file by pressing the OPEN-APPLE and
the "S" keys at the same time.

e. File Printing. Print the file by pressing the OPEN-APPLE
and the "P" keys at the same time and following the
directions on the screen.

2. Volcanos. Have students build a paper mache volcano around
their large pill bottle (test tube) and then mix vinegar and

baking soda in the test tube to simulate an eruption. If you want

N S A L T

them to paint the volcano, you’ll need tempra paints and brushes.
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" If you want to colo the vinegar, you'1ll need food coloring.

* 3. Letter Writing. Write a Yletter to a friend describing the

activity. Use the word processor when writing the letter.

;- 4. Handbook of Chemistry and Phveics. Have older students look up

the formula for baking soda or sodium hydrogen carbonate ( its

chemical formula is NaHCO3)

INSERT FIGURE 4 ABOUT HERE

SUMMARY

For most people, chemistry seems mysterious and confuéing,_ vet

-—

those who begin to study the subject at an early age find it not so
mysterious and very exciting. Why not have your students discover j
this excitement by conducting this experiment? Your students will
have a chance to observe the results of a chemical reaction which they

have caused by mixing two of the correct chemicals together. In

VN, O b M A

addition, they wiil come away from the activity with a better

ror

4 A

understanding of gases. If your children do not have the pill bottle
or some sort of student chemistry set, you can still conduct the

experiment using a pop bottle, cork, vinegar and baking soda.
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Placing The Baking Soda In The Test Tube.

Figure 2.
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Figure 3.

% <% R oo S
i G NIy e . T A AT T R R

.
s

L

PR bt skl A8

[ o e f s
. SN ® L. :
N T AL

RN
N -

3 IS
R R N e S A T

et a B

3
e Tk
~ HRAET




ARMIEET T MRTIA AerIae Tl % Y TN 0o

BEES

FETPPRLTI Y Moy
P N

ey “;x/{

’

P R T

,Type entry or use @ commands Line 1 Column 1 @-? for Help

Figure 4. Fxample Blank Word Processing File.
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