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NOTICE
Davidson & Associates, Inc. reserves the right to make improvements in the product described in this
manual at any time and without notice.

WARRANTY

This program will perform substantially in accordance with the published specifications, the
documentation, and authorized advertising. Davidson & Associates, Inc., when notified of significant
errors within ONE YEAR of purchase, will at its option:

1) correct demonstrable and significant program or documentation errors within a reasonable

period of time; or
2) provide the customer with a functionally equivalent disk; or
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requirements or that the software will operate error-free or uninterrupted. Davidson & Associates, Inc.
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and all damage or loss from use, or inability to use the software.

Davidson & Associates, Inc. makes no other warranties, express or implied, with respect to this
manual or the software described in this manual. In no event shall Davidson & Associates, Inc. be
liable for direct or indirect, incidental or consequential damages resulting from any defect in the
software, even if Davidson & Associates, Inc. has been advised of the possibility of such damages.
Some states do not allow the exclusion or limitation of implied warranties or liability for incidental
damages, so the above limitations or exclusions may not apply to you.

The software and the manual are copyrighted. All rights are reserved. They may not, in whole or
part, be copied, photocopied, reproduced, translated or reduced to any electronic medium or machine
readable form without prior consent, in writing, from Davidson & Associates, Inc. The user of this
product shall be entitled to use the product for his or her own use, but shall not be entitled to sell or
transfer reproductions of the software or manual to other parties in any way, nor to rent or lease the
product to others without the written permission of Davidson & Associates, Inc.

ProDOS, ProDOS Disk Formatter, Apple II Desk Top Toolkit are copyrighted programs of Apple
Computer, Inc. licensed to Davidson & Associates, Inc. to distribute for use only in combination with
Homeworker. Apple Software shall not be copied onto another disk (except for archival purposes) or
into memory unless as part of the execution of Homeworker. When Homeworker has completed
execution, Apple Software shall not be used by any other program. Apple Computer, Inc. makes no
warranties, either express or implied, regarding the enclosed computer software package, its
merchantability or its fitness for any particular purpose. The exclusion of implied warranties is not
permitted by some states. The above exclusion may not apply to you. This warranty provides you
with specific legal rights. There may be other rights that you may have which vary from state to state.

The terms Apple and AppleWorks are registered trade marks of Apple Computer, Inc. The term
Homeworker is a registered trademark of Davidson & Associates, Inc.

Copyright ©1986 Davidson & Associates, Inc.
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CHAPTER 1
Welcome to Homeworker

What is Homeworker?

Homeworker is an integrated program designed to help students Homeworker provides you
4 fficientlv. It i 1 . lanni with six tools to help you
study more efficiently. Itis a tool for writing, planning, study successfully.

studying, scheduling, documenting and calculating.
Homeworker's functions are performed by these six modules.

o Textwriter is a tool for writing and revising. Use it to do all
of your written assignments quickly and accurately. It makes
editing less time consuming; rewriting can actually be fun.

¢ Outliner helps you plan papers and rewrite notes. Create an
outline to fit your individual needs, and easily change its
structure as your ideas develop. Outliner's zoom box allows
you to expand on ideas as you think about them. It can also
be used to rewrite your class notes in an organized format.

» Flash Card Maker assists you with memorization tasks.
Create flash cards on the screen to test your knowledge or
print them out for additional study.

» Calendar is an organizational tool which helps you manage
your time. Enter all important tests, assignments, and social
obligations on a calendar. With these dates in mind, you can
plan your study schedule more efficiently.

» Grade Keeper allows you to record and project your grades
based on weighted averages or total points. You can
determine how an individual grade might affect your final
grade so you can concentrate your efforts where they'll make
the greatest difference. It also computes your GPA.

Chapter 1 « Welcome to Homeworker 1



» Calculator helps you with mathematical computations and
conversions. It performs the basic functions of a pocket
calculator with multiple memory locations. A special feature
allows quick and easy conversions between units of measure.

Homeworker is an integrated program. This means that you can
transfer or copy information from one module to another using
the clipboard. The clipboard is a part of the computer's memory
that temporarily holds information that you've taken from one file
and want to place in another. This will decrease the time you
spend retyping and give you more time to create.

What Homeworker Will Do for You

Organization is an important part of being successful in school.
Homeworker will help you organize your time, your thoughts,
and even your assignments and study materials. You will have
the time to do more than "get by." In a single, integrated
software package, Homeworker gives you the tools to complete
polished, precise, and neat assignments. Your life as a student
will become less complicated when you take advantage of
Homeworker's organizational capabilities.

Included in the Homeworker Package

In your Homeworker package, you will find:

* a Homeworker disk — Program on Side 1 and
Sample Files on Side 2

 the manual you are now reading

« astudy skills guide, How to Study for Success

 astudent organizer, complete with accessories.

2  Chapter 1 » Welcome to Homeworker



What You Need to Use Homeworker

To use Homeworker you need:

 an Apple IIc or Ile with an extended 80 column text card

» amonitor (a TV set doesn't provide a clear enough picture
for Homeworker)

+ one disk drive (a second disk drive is optional)

* aprinter (optional, but highly desirable if you are going to
realize the true benefit of this powerful study tool)

+ aformatted disk on which to save your data files.

Homeworker’s Five Year Warranty

Davidson & Associates, Inc. provides a five year warranty on

this product and will replace, free of charge, any malfunctioning
or damaged disk. The exact warranty information is presented on
the inside front cover of this manual.

Registered Homeworker owners will receive announcements of
updates or enhancements of Homeworker as well as information
about how to obtain them.

Homeworker is a protected program and you will not be able to
copy it. However, if you wish to have a back-up copy on hand,
you may purchase one for $10.00 when you register your
product with Davidson & Associates, Inc.

About This Manual

This manual will help you use Homeworker as an effective study
tool. It contains a quick tour of all the modules (Chapter 2),
directions on how to use Homeworker's desktop interface
(Chapter 3), and detailed instructions on how to use each module
(Chapters 4 through 9). At the end of the manual is a Quick
Reference Guide to all Homeworker's commands.

If you have a single drive
system, you'll be pleased
to discover that Home-
worker requires only
minimal disk swapping.

Return your registration
card today for product
update announcements
and useful information.

Chapter 1 » Welcome to Homeworker 3



If you. . . See. . .
Want a quick overview of Chapter 2
Homeworker's six modules Quick Tour of Homeworker
Want to learn how to use Chapter 3
Apple's Desktop Interface Getting Acquainted with
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and save a file
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Want to use the word processor Chapter 4
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Want to prepare an outline Chapter §
Using Outliner
Want to make your own flash cards Chapter 6
Using Flash Card Maker
Want to record things on your Chapter 7
computerized calendar Using Calendar
Want to record grades or project Chapter 8
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Want to do some mathematical Chapter 9
calculations Using Calculator
Want to convert numbers from
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Want a quick reference to all Glossary
Homeworker’s commands Quick Reference Guide
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CHAPTER 2
A Quick Tour of Homeworker

This chapter will guide you through each of Homeworker's
modules so that you can see the scope of the program and the
benefits you can obtain from using it.

Starting Homeworker

To start Homeworker, follow these instructions:

 Insert the Homeworker disk into drive 1.

« Turn on the monitor and the computer or press
<Control> ¢ <Reset> at the same time.

 Enter the date in this form: day-month-year (i.e., 01-Nov-87)
<Return>. The first three letters of the month must be
entered. The Main menu screen will appear.

(" Current disk: Slot:6 Drive:1 1-Nov-87 )

Main menu 1

Homeworker uses Apple's

1. Add files to the desktop desktop interface.

2. Work with a file on the desktop S:Z’i’;;’oi ‘fisf‘s“‘:sf:i;"
3. Save desktop files to disk interface.

4. Remove files from the desktop

S. Other activities
6. Quit

\Use arrows to move through list.

Adding Sample Files to the Desktop

Next you're going to put some sample files on your desktop.

These are files you are going to be working with during this

quick tour of all six Homeworker modules.

» Select 1. Add files to the desktop <Return>. The Add
files menu will appear.

Chapter 2 « A Quick Tour of Homeworker 5



(" Current disk: Slot:6 Drive:1 1-Nov-87

Main menu l

Add files L |

Get files from:

1. The current disk | FYE R a\CH
2. Another disk

Make a new file for:
3. Textwriter S.Flashcard 7.Gradekeeper
4. Outliner 6. Calendar

(Use arrows to move through list.

Remove the Homeworker Program Disk, turn it over so that
the Sample Files (Side 2) are on top, and reinsert the disk into

the drive.

Select Get files from:

1. The current disk <Return>.

Press the <space bar> to place a check next to Samplel.

Use the down arrow key to highlight Sample 2 <space bar>.
Continue to highlight and check each sample file until all five

sample files are marked, as shown below.

r

( Current disk: /SAMPLES 1-Nov-87
Main menu !
Add files L |
Select files L I
Name type size created modified

Y4SAMPLEY Textuwriter 12
v SAMPLE2 Outliner 11 1-2-87 1-3-87
v SAMPLE3 Flashcard 12 1-3-87 1-4-87
v SAMPLE4 Calendar 11 1-4-87 1-5-87

v SAMPLES Gradekeeper 9 1-5-87 1-6-87

LUse arrows to move through list. Use space bar to check. )

After selecting all five of the sample files, press <Return>.
The sample files will be added to the desktop.

6
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Previewing Textwriter

The first module on this quick tour is Textwriter, Homeworker's

easy-to-use word processor.

o Select2. Work with a file on the desktop <Return>.

 Use the arrow keys to highlight Samplel <Return>. The
Textwriter sample file will appear on the screen.

?unction: Enter/editCISAMPLE1 1-Nov-87 ss pp.1 free:3828
I.
L

Yelcome to Textwriter! Whether you are doing daily
homework assignments or writing an essay, Homeworker's
Textwriter will help you complete all your writing assign-
ments easily and efficiently. Let's practice using a few of
Textwriter's keyboard commands. Use the arrow keys to
make the screen scroll up and down as you read.

Textwriter's most useful features are those that allow
you to edit and rewrite your document quickly and easily.
Let's see how easy this is to do. Press the down arrow key
to move the cursor to the last line of this paragraph. Some
of the text that you have just read will scroll off the
screen. Don't worry. You can see it again simply by pres-

L Type entry or use & Commands G 2 For Help /

Textwriter's sample file is an on-screen explanation of some of

its keyboard commands. As you read through the file, you will

be asked to manipulate the text. This will demonstrate Text-

writer's capabilities.

« When you are finished working with the Textwriter sample
file, press <Esc> to return to the Main menu.

Previewing Outliner

Let's take a look at Outliner, so you can see its versatility and

usefulness as a pre-writing and organizational tool.

» Select2. Work with a file on the desktop <Return>.

+ Use the arrow keys to highlight Sample2 <Return>. The
Outliner sample file will appear on the screen.

Textwriter's commands are
listed on page 34,

Throughout Homeworker
you will see a prompt
line at the bottom of each
screen. Look here for
directions.

Chapters 4 discusses how
to use Textwriter.

Chapter 2 « A Quick Tour of Homeworker 7



Access the zoom box

by pressing open apple
and Z. Enter your ideas
and then press <Esc> to
return to your outline.

Outliner commands are
listed on page 44.

(Funcfion:OU'('Iiner O SAMPLE2  1-Nov-87 free:795?

Television advertising helps consumers make wise
choices,
l. TV ads inform
A. introduce new products
B. present many choices
C. call attention to issues or events
II.TV ads compare
A. use of products to non-use
B. products to generic product
C. products to other brand names

\_Type entry or use C Commands C ? For Help /

Outliner is an organizational tool that will help you plan your
papers and rewrite your notes. This sample file is an outline for ¢
paper about television advertising. It appears on page 49 of How
to Study for Success.

At the top of the screen is the thesis statement — Television
advertising helps consumers make wise choices.

Outliner gives you the option of writing a thesis statement at the
top of your outline. Below the thesis statement is the outline
itself. You can structure the outline to fit your own needs. The
box at the bottom of the screen is the zoom box. Use this box to
expand your ideas as you write your outline.

Let's examine the outline more carefully.

» Press the down arrow key to move to I. A. introduce new
products.

A sentence will appear in the zoom box. This sentence

corresponds to, and elaborates upon, the highlighted outline

topic. Whenever a topic or subtopic is highlighted, any

corresponding text which has been entered into the zoom box

will appear.

* Press the down arrow key to highlight I. C. call attention
to issues or events.

8  Chapter 2 « A Quick Tour of Homeworker
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Again, there is some corresponding text in the zoom box. As
you continue to look through the outline, you will see that some
topics have been expanded upon in the zoom box, while others
have not. As you create your own outline, use the zoom box as
much or as little as you want. Use the arrow keys to scroll the
outline so you can view all of it.

‘When you refer to the outline on page 49 of How to Study for
Success, you will notice that it contains an additional section.
Let's improve our sample outline by inserting the omitted section.
» Use the arrow keys to select I. C. call attention to issues
or events.
o Press ¢ I (for insert). You will be given a choice of four
hierarchical levels for your inserted topic.
» Look at the bottom of the screen. Use the arrow keys to select
I - X <Return>. A Roman numeral II will be inserted.
+ Enter the topic for I TV ads demonstrate.

o Press ¢ I (for insert).

» Select A — Z and press <Return>. An"A" will be inserted.
+ Enter the topic for A: show products in action.

o Press ¢¢ I (for insert).

o Select A — Z and press <Return>. A "B" will be inserted.
+ Enter the topic for B: show ways to use products.

o Press ¢ I (for insert).

» Select A — Z and press <Return>. A "C" will be inserted.
+ Enter the topic for C: show results <Return>.

Outliner also allows you to move entire sections of your outline.
For example, we can change our sample outline on the screen so
that all of the information under Roman numeral II (TV ads
demonstrate) comes before the information under Roman numeral
I (TV ads inform).

Chapter 2 * A Quick Tour of Homeworker
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Chapter 5 discusses in
detail how to use
Outliner.

Flash Card Maker’s
commands are listed on

page 50.

¢ Move the cursor to II. TV ads demonstrate.
e Press ¢¢ M (for move).

» Move the cursor to C. show results <Return>. This will
highlight the section to be moved.

* Now, move the cursor up to the second line of the thesis
statement: choices <Return>. The entire section will be
moved to its new position.

These are just some of the features that Outliner offers. As you
use it to create your own outlines, you will learn much more
about its capabilities. You will find it an invaluable tool for
writing your papers and reviewing your notes.

e Press <Esc> to return to the Main menu.

Previewing Flash Card Maker

As a student, you are often presented with material that needs to

be memorized. One effective way of doing this is to make flash

cards. Homeworker’s Flash Card Maker allows you to do this

easily and efficiently. Let's take a look at Flash Card Maker.

* Select 2. Work with a file on the desktop <Return>.

¢ Use the arrow keys to highlight Sample3 <Return>. The
first card of this sample file will appear on the screen.

(Function:Flashcard CISAMPLEZ 1-Nov-87 free:5973)

Card 1 of 60

Back

abeyance suspension; temporary
inactivity

L Type entry or use ¢ Commands € 2 For Help /

10  Chapter2 ¢ A Quick Tour of Homeworker
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Welcome to Flash Card Maker! As its title suggests, Flash Card
Maker will help you create your own flash cards to use when
memorizing important facts and details. This sample file contains
words and definitions which have appeared on past SAT's
(Scholastic Aptitude Tests). Use the arrow keys to look through
the cards. View both sides of the cards to learn the material; then
test your knowledge by viewing only one side of the card.

Follow these steps to review the cards on the screen.

o Press ¢ R (for review).

» Look at the bottom of the screen. Select review order:
sequential or random <Return>.

+ Select side to view: front or back <Return>. While only
one side of the card is showing, try to recall what is on the
other side.

» Press <space bar> once to see if you are correct; then
press <space bar> again to advance to the next card. Continue
to review the cards in the sample file until you feel com-
fortable with the procedure. Press <Esc> to return to the
Flashcard screen.

Let's try to create a few cards.

* Press ¢ | to move to the last card in the sample file.

» Use the down arrow to get to the next blank card.

o Press ¢¢ Z (for zoom). The front of the card will be
highlighted.

 Enter the text you wish to appear on the front of the card.

o Press <Esc>.

» Press ¢ Z (for zoom). The back of the card will be
highlighted.
* Enter the text you wish to appear on the back of the card.

* Press <Esc>.
* Press the down arrow key to move to the next blank card.

Chapter 2 * A Quick Tour of Homeworker
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Chapter 6 discusses in
detail how to use Flash
Card Maker.

Calendar’s commands
are listed on page 56.

Practice creating your own flash cards. You may enter your own
vocabulary words or use the words and definitions below:
supplant — to take the place of; to supersede
enjoin —to order or urge with authority
brandish - to exhibit in a threatening way

You can also print out your flash cards to use when you are away
from the computer. To print out the flash cards in this sample
file, press <Esc> to return to the Flashcard screen and move to

the beginning of the file by pressing ¢ 1.

o Turn on your printer and press ¢ P.

» Select Print to Printer at the prompt <Return>.
+ Select the printer slot number (1) <Return>.

The printed cards can be folded and cut so that the information
appears on both sides.

You'll find Flash Card Maker a very helpful tool when you have
many important facts and details to memorize.
» Press <Esc> to return to the Main menu.

Previewing Calendar
Homeworker's Calendar will help you keep track of your
academic and personal commitments as well as help you plan
how to spend your time productively.
» Select2. Work with a file on the desktop <Return>.
» Use the arrow keys to highlight Sample4 <Return>.

Calendar will appear on the screen.
When you access a Calendar file, the current month will always
be displayed. Let's move to October 1987 so that we can look at
the sample file. To move from month to month on Calendar, you

will use the ¢¢ key with the up or down arrow key.
» Press ¢ T (for previous month) or ¢ | (for next month)
until October 1987 appears on the screen.

12 Chapter2 ¢ A Quick Tour of Homeworker
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(" Function : Calendar CJSAMPLE4 1-Nov-87 free: 8079 )
------- ~[Oct 1987]------—-
Sun Mon Tue Wed Thu Fri Sat

n .2 3
14 15 6 .7 18 19 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

\_ Type entry or use & Commands G 2 For Help

As you can see, there are exclamation points and periods next to
some of the dates. A period indicates an event occurring on that
date and an exclamation point indicates an important event.
When you are creating your own Calendar file, you will decide
which events are most important and mark them accordingly.

Let's take a look at some of the entries in this Calendar file.

+ Use the arrow key to move to Thursday, October 1st. The
zoom box contains a description of the events for that day.

+ Use the arrow key to move to some of the other marked dates.
You will see that the zoom box entries change for each date.

Now let's try entering some events.

» Use the arrow key to move to Monday, October 12th.

» Press ¢¢ Z (for zoom).

+ Enter !Term paper due <Return>.

o Press <Esc>. An exclamation point (indicating an important
event) will appear next to that date.

» Use the arrow key to move to Tuesday, October 13th.

» Press ¢¢ Z (for zoom).

» Enter Student Council car wash <Return>.

o Press <Esc>. A period will appear next to that date.

Chapter 2 « A Quick Tour of Homeworker
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Calendar scans only for
events preceded by an
exclamation point.

Chapter 7 discusses in
detail how to use
Calendar.

Grade Keeper is a
multi-dimensional
spread sheet which
keeps track of your
GPA as well as your
grade in each course.

Calendar helps you schedule your time efficiently by scanning for

important upcoming events. Let's see how this works by

scanning for events in this sample file.

» Use the arrow keys to move the cursor to Thursday, October
1, 1987.

o Press ¢ U (for upcoming events).

» Press <Return> to accept the scanning dates at the prompt. A
list will appear specifying the number of days remaining
before these important events occur.

Calendar allows you to view dates from the year 1800 to 2200.
You may find it interesting to see on which day of the week
certain historical events occurred. You can enter events from the
year 1901 to 2000. Thus, Calendar will help you keep track of
your obligations and allow you to enter events in the distant past
or future.

» Press <Esc> twice to return to the Main menu.

Previewing Grade Keeper

Part of being a successful student is always knowing your

present grade in each course. Let's take a look at how Grade

Keeper can help you do this.

» Select 2. Work with a file on the desktop <Return>.

» Use the arrow keys to highlight SampleS <Return>. The
Grade Keeper sample file will appear on the screen.

( Function:GPA  [IGRADES 1-Nov-87 )
Subject name W.A.® T.P. B T.P.earned Units Grade

84.0 0 0| 30 |3.00
Geometry 0] 740 222 30 |2.00
Biology 79.1 0 0 | 30 |250
French 0] 939 996 3.0 | 4.00
History 895 0 o | 30 |350
Art 88.0 0 0| 10 |350

0 .0 0 0 | .00

Grade Point Average 3.03

\_ Type entry or use ¢ Commands & 2 For Help /
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Grade Keeper will help you record and project your grades, as
well as keep a running Grade Point Average. This sample file is
an example of a student's recorded grades. Let's look through
the file so you can see how Grade Keeper will work for you.

The screen you are currently viewing is the GPA screen. It lists
the classes taken along with their corresponding units and grades.
The data in the Total Points or Weighted Average column is taken
from the individual subject screens. Each subject has its own
screen.

 Use the arrow keys to highlight English.

o Press ¢¢ Z (for zoom). The subject screen for English will

appear.
(Function:Subject  [ISAMPLES __ 1-Nov-87 )
Date Test/assignment Grade Yeight
Faulkner essay 92.00 12.00
20-Jan-87 Hemingway essay 86.00 12.00
27-Jan-87 Steinbeck essay 76.00 12.00
2-Feb-87 test 90.00 15.00
9-Feb-87 Frost essay 81.00 12.00
16-Feb-87 Stevens essay 79.00 12.00
23-Feb-87 poetry quiz 84.00 S.00
2-Mar-87 oral report 94.00 S.00
9-Mar-87 test 80.00 15.00
English Wtd. Average 84.0 Total Wt. 100.00
\_Type entry or use ¢ Commands € ? For Help /

It is easy to move around on Grade Keeper screens. Pressing
<Return> moves the cursor to the next column, and pressing

<Tab> moves it to the next row. Pressing ¢¢ « moves the cursor

one column to the left, and the up and down arrows move it up
and down. Try moving around on the subject screen for English.

You will notice that the grades on this particular screen are based
on Weighted Averages. Grade Keeper can also calculate grades
based on the ratio of earned points to possible points. Let's look
at how Grade Keeper handles this method of grading.

Grade Keeper's commands
are listed on page 62.

Chapter 2 » A Quick Tour of Homeworker 15



A recalculating message
will appear briefly when
you press <Esc>.

Press <Esc> to return to the GPA screen.
Use the arrow keys to highlight Geometry.

Press ¢¢ Z (for zoom). The Geometry subject screen will
appear.

rFunction :Subject C3SAMPLES 1-Nov-87
Date Test/assignment Actual Possible

homework 7 10
14-Jan-87 quiz 31 SO
15-Jan-87 homework 6 10
16-Jan-87 quiz 40 S0
19-Jan-87 homework 8 10
20-Jan-87 homework 8 10
21-Jan-87 quiz 39 S0
22-Jan-87 homework 6 10
23-Jan-87 test 77 100

Geometry Actual 222 Total pts 300 74%
Type entry or use ¢ Commands € 2 For Help /

Sometimes a teacher will use a total points system to calculate
grades. When you look at the Geometry screen, you can see that
this student earned 7 out of 10 possible points on the first
homework assignment. As you look through the grades, you can
see that the student's performance was fair in geometry. Let's
change a few of the grades and watch what happens.

Use the down arrow key to move to 16-Jan-87.

Press <Return> twice to move to the Actual column.

Enter 49 to change the quiz grade from 40 to 49 <Return>.
Use the ¢ « and then the down arrow key to move to the
Actual column for the test on 23-Jan-87.

Enter 89 to change the test grade from 77 to 89 <Return>.
Press ¢ = (for calculate) to see how the changes will affect
your average so far. You will see that the grade has changed

from 222/300 points (74%) to 243/300 points (81%). This
might mean getting a B instead of a C.
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Let's go back to the GPA screen and see how this change will
affect the student's cumulative Grade Point Average. It is impor-
tant to remember that you must adjust the grade column on the
GPA screen when you change grades on the subject screen.

o Press <Esc> to return to the GPA screen.

¢ Press <Return> twice to move to the Grade column.

» Enter 3 to change the 2.00 to 3.00 <Return>.

o Press ¢¢ = (for calculate) to see how the changes will affect

the cumulative Grade Point Average. The GPA has
changed from 3.03 to 3.21. This change could make a differ-
ence if a student is applying to college or graduate school.

Chapter 8 discusses in

Having your current GPA at your fingertips will be a great detail how to use Grade
convenience. Grade Keeper will be very useful when you want Keeper.
to record and project your grades.
Previewing Calculator
Calculator can be accessed from any Homeworker module. For I::Iomewor ker's handy

. alculator pops up from
example, if you are using Grade Keeper, and you wish to do any module.

some quick computations or conversions, you can access

Calculator easily.

o Press ¢¢ 3 or ¢ # to access Calculator. Calculator will

appear on the screen.

(" Function: GPA [ISAMPLES 1-Nov-87 h Because Calculator
pops up in any module,
M1 ( 0.) the border you see on
| | M2 ( 0.) the screen reflects the
I M3 ( 0.) module you were in
: when you accessed
M4 ( 0.)
[71[81[9]1[+1[M ] . Calculator.
MS ( 0.)
[4]1[S]1[e][-] M6 ¢ 0.)
[11[2]1[3]1[X]1[Ms] )
_ M7 ( 0.)
[o1l[=1[.1[/1[MR] M8 ( 0.) Calculator commands
[+/-][CLEAR(C)] [B][ CE ] ey 0.) are listed on page 70.
Conversion Tables (T) MT ( 0.)
\_ Type entry or use C Commands € 2 For Help /
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When your assignments require mathematical computation or
conversion, you can use Homeworker’s Calculator. In addition
to performing all the functions of a typical pocket calculator, it
provides on-screen memory locations and conversion tables.

The memory locations are very useful when you are working
with large, cumbersome numbers. You can save numbers in
memory and then retrieve them to use in other problems. To
practice using the memory locations, try working out this
problem:

ProTech needs to purchase:

3 printers @ $167.95/printer

4 monitors @ $349.99/monitor

5 disk drives @ $154.95/drive

How much will the company spend altogether?

First, use Calculator to do the multiplication. If you make a

mistake when entering a number, press <Delete> to clear that

entry.

o Enter 3 X 167.95 = on the keyboard.

 Save this product in the first memory location by typing
M1S. The number will appear in M1 at the right of the
calculator.

* Type C to clear.

o Enter4 X 349.99 =.

» Save this product in the second memory location by typing
M2S. The number will appear in M2.

» Type C toclear.

« Enter5 X 154.95 =.

 Save this product in the third memory location by typing
M3S. The number will appear in M3.

» Type C to clear.
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Now add these products to find the total amount.

» Retrieve the number in the first memory location by typing
MI1R.

e Type +.

+ Retrieve the number in the second memory location by typing
M2R.

o Type +.

» Retrieve the number in the third memory location by typing
M3R.

o Type=.

Your answer should be 2678.56.

» Type MC to clear memory locations and C to clear window.

The Conversion Tables include English and metric measurements
in these categories: length, area, volume, distance, and time. To
practice using Calculator and the Conversion Tables, try working
out this problem:
Jean and Gayle want to buy carpeting for their dorm
room. They measured the room and discovered that it is
twelve feet by eleven feet. How much carpeting will they
need to buy?

First, use Calculator to find the area of the room.

o Enter 12 X 11 = at the keyboard.

The answer is 132. The floor is 132 square feet. Since carpeting
is sold in square yards, use the Conversion Tables to change
square feet to square yards.

+ Type T (for Conversion Tables).

« Use the down arrow key to select Area <Return>.

» Use the down arrow key to select square feet <Return>.
You can see that 132 square feet is equivalent to 14.666667
square yards. We can round this off to 15 square yards. Jean
and Gayle will need about 15 square yards of carpeting for their
room.

Calculator’s Conversion
Tables eliminate the need
to calculate when you
change from one unit of
measurement to another.
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Chapter 9 discusses in
detail how to use
Calculator.

Let's experiment with some other conversions.

» Press <Esc> to return to the Calculator screen.

 Enter any number and type T (for Conversion Tables).
» Select a category of measurement <Return>.

 Select a unit of measurement <Return>.

Try several different categories of measurement to become
familiar with using Calculator's other conversions.

» Press <Esc> several times to return to the Main menu.

Now that you have completed your tour of Homeworker, you can
see some of the ways Homeworker can help you become a better
student. The following chapters in this manual will teach you
how to put this powerful productivity tool to work for you.
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CHAPTER 3
Getting Acquainted with Homeworker

Using the Desktop

The new files you create will be placed on the desktop — the
random-access memory (RAM) of the computer. You can also
load previously created files onto the desktop. You can have up
to twelve files on the desktop at one time. It's like having twelve
file folders out on a real desk. But on this desktop, you can only
open one file at a time. When you're finished, you can take them
off the desktop and save them permanently on the disk. That's
like putting your files back into the file cabinet.

Your files will disappear from the desktop and the computer's
memory when you turn off the computer. That's why it is
important to save your files to the disk before you turn off your
computer.

Using the Open Apple Commands

An open apple command is a combination of the ¢¢ key and
another key that will execute one of Homeworker's special
functions. For example, pressing ¢¢ and S at the same time will

save your file; pressing ¢¢ and P will print your file.

To use the open apple commands, hold down the ¢¢ and press the

other key lightly. In most cases, these commands are the same
regardless of which module you are using. The keys that are

used with the ¢ are easy to remember because they often start

with the first le;ter of the command. You can use either apple key
on the keyboard for the open apple commands.

See pages 76-77 for
a complete list of
Homeworker's
commands.

Chapter 3 * Getting Acquainted with Homeworker 21



Selecting Menu Options

Begin by selecting an option from the Main menu.

¢ Use the up and down arrow keys <Return>, or press the
corresponding number to select an option.

Choosing Files from Lists

Sometimes Homeworker will present a list of files for you to

choose from.

» Use the up and down arrow keys to highlight your
selection(s).

» Press the <space bar> to place a check next to your selection.

¢ Place checks by as many files as you wish <Return>.

Entering and Editing Text

When entering and editing text in Textwriter and the zoom boxes,

you need to be aware of Homeworker's two cursors.

 The blinking bar is the insert cursor. When you see this
cursor, whatever you type will be inserted at the cursor
position. The characters to the right of the cursor will be
moved farther to the right as you type.

» The blinking rectangle is the overstrike cursor. When you see
this cursor, whatever you type replaces the character under the
cursor.

When you start Homeworker, you will see the insert cursor.

Change between the two cursors any time by pressing ¢¢ E
(for edit).

To delete material, use the <Delete> key (in the upper right hand
corner of the keyboard). Each time you press <Delete>, a
character to the left of the cursor will be deleted.
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Homeworker's Zoom Boxes

Outliner, Flash Card Maker, and Calendar have on-screen zoom
boxes which are simply smaller Textwriter windows. There-
fore, the commands used in the zoom boxes are the same as those
used in Textwriter (exception: you cannot print or save from the
zoom boxes). These zoom boxes have different purposes

depending on the module; they are accessed by pressing ¢¢ Z.

Using the Escape Key

The Escape key <Esc> is Homeworker's bailout key. Use it to

get out of a place where you don't want to be; it will return you to

the previous screen.

« If the Add files menu is on the screen, <Esc> will return you
to the Main menu.
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