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Thank you for purchasing SchoolWorks. You will shortly find that you have
bought an extremely useful program. You will wonder how you ever did without
it. Besides the SchoolWorks: Teacher, the other two programs in this group are:

OFFICE containing:

Administrative Evaluations
Announcements
Bidlists

Daily Bulletin
Faculty

IRS Form

Ledger Accounts
Library

Machine Inventory
Monthly Calendar
MultiMemo

AND MORE . . . !

ATHLETIC DIRECTOR containing:

Athletes

Baseball Package
Basketball Games
Club Roster
Football Inventory
Gymnastics

AND MORE . . . !
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Night Classes
Period Lunch
Phone Message
Phone Numbers
Purchase Orders
Room Use
Salary Budget
Schedules
School Menus
Staff Evaluation
Student Records
Syliabus

Membership Cards
Number Tickets
Season Tickets
Sport Roster
Swimming

Trainer’'s Report



PREFACE

Welcome to the world of SchoolWorks. This program was designed to
work with AppleWorks and to make life easier for you - THE PRINCIPAL,
THE TEACHER, SCHOOL SECRETARY, AND ATHLETIC DIRECTOR. Over 100
useful ideas are designed on screen for beginning as well as
experienced AppleWorks users. With SchoolWorks, your school will
discover dozens of new uses for the Apple computer and promote a
cooperative and creative community within your school.

LICENSING

The SchoolWorks programs are protected by the United States copy-
right laws. It is illegal to make copies for resale or to give away. However,
the disks you receive are deliberately unprotected. You may make
unlimited copies for use in your own school building only. We believe
that a significant value of SchoolWorks lies in using it throughout the
school so that common information can be shared easily.

GENERAL INFORMATION

SchoolWorks was created by elementary and secondary classroom
teachers who have been computer coordinators, adult-ed and
teacher inservice instructors, computer programmers and workshop
presenters, who have written many articles for InCider Magazine.

The SchoolWorks templates are prepared forms to use in the School
setting with AppleWorks. Please READ YOUR MANUAL and use the
Apple Presents AppleWorks program to familiarize yourself with
AppleWorks if you are not already familiar with that program.

A documentation file (named with the letters DOC) for each template
is included on the same disk side as the template. It is recommmended
that you print out the documentation before working with the
template. Or you could load both onto the Desktop and toggle
between them (using Apple Q).

You may not save any time using some templates the first time around,
but if you keep track of the same book, room supplies, club students,
uniforms, student information, etc. again and again, you'll find it easy
to type information once and then change, update and manipulate it
the next time.
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EQUIPMENT

Although AppleWorks and SchoolWorks can be used with the standard
Apple I, the ideal setup would include a ic, lle or GS with extended
memory (128K or more). THERE ARE SOME TEMPLATES FOR WHICH YOU
MUST HAVE EXTENDED MEMORY AVAILABLE IN ORDER TO LOAD THEM
ONTO THE DESKTOP. Extra memory would also allow the user to have
several templates — a calendar, notes, grades, a test or letter-in-
progress, and a sales spreadsheet — “on the Desktop” at the same
time.

Extra memory beyond 256K would eliminate much of AppleWorks’
time-consuming disk accessing.

Similarly, Appleworks can work with one disk drive, but you really
cannot completely utilize its power until you have two disk drives or a
hard disk.

Of course, a printer is a necessity for making hard copies of the
documentation, your progress, and completed work.

To use the template with your own information you must load the
SchoolWorks file into AppleWorks, make your additions and changes,
and then save the file on YOUR OWN DATA DISK. YOU CANNOT
SUCCESSFULLY SAVE THE ALE BACK ONTO ORIGINAL SCHOOLWORKS
DISKS.

REPLACEMENT POLICY

K-12 MicroMedia Publishing Inc. guarantees its software. If your disk
does not boot up when you receive it, retumn it for a free replacement
disk. Should you damage your SCHOOLWORKS disk you can obtain a
new one by sending $8.00 to cover shipping and handling (no
purchase orders, please) to K-12 MicroMedia Publishing Inc., 6 Arrow
Road, Ramsey, New Jersey 07446.
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BASIC INSTRUCTIONS:
STARTING UP (USING 2 DISK DRIVES):
1. Insert Startup side of AppleWorks in Drive 1. Turn on the machine.
2. Insert Program side of AppleWorks in Drive 1. Hit Retumn.
3. Enter the day’s date as requested and hit Retumn.
4. Main menu will appear on the screen.
5. Put SchoolWorks disk into Drive 2.
6. Highlight (using amows) ADD FILES TO DESKTOP. Hit Return.
7. Highlight (using amows) THE CURRENT DISK. Hit Retum.

8. Now Highlight (using amows) the SchoolWorks file you want to work with.
Hit Return.

STARTING UP (USING 1 DISK DRIVE):
1. Insert Startup side of AppleWorks in Drive 1. Tum on the machine.
2. Insert Program side of AppleWorks In Drive 1. Hit Return.
3. Enter the day’s date as requested and hit Retum.
4. Main Menu will appear on the screen.
5. Highlight (using amrows) ADD FLES TO DESKTOP. Hit Return.
6. Highlight (using amows) THE CURRENT DISK. Hit Retum.
7. Put SchoolWorks disk into Drive 1. Hit Retumn.

8. Now Highlight (using amows) the SchoolWorks file you want to work with.
Hit Retum.

9. Put AppleWorks Program disk into Drive 1. Hit Return.
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SWITCHING TO A FILE ALREADY IN MEMORY (ALREADY LOADED):
1. Use Apple-Q, highlight the file you want to work with.
2. Hit return.
STARTING A NEW FILE:
1. Highlight (Using the arrows) ADD FILES TO DESKTOP. Hit Return.
2. Highlight WORD PROCESSOR, DATA BASE OR SPREADSHEET. Hit Return.
3. Highlight the file you want to work with. Hit Retum.
TO SAVE:

1. Make sure your data disk Is in the drive.

2. Hold down the Apple Key and then tap the letter S. If you have only 1
disk drive, switch disks when the program tells you.

TO PRINT

All of the print formats have been successfully used with Epson or Epson
compatible printers. Make appropriate changes in Other Activities
under Printer Specification to suit your own print setup. Some templates
require extra printing capabilities to use expanded or compressed
print and underlining, and not all printers have these capabilities.

1. MAKE SURE THE PAPER IS IN THE CORRECT POSITION, THEN TURN THE
PRINTER ON.

2. HOLD DOWN THE APPLE KEY AND THE LETTER P.

3. HIGHLIGHT FROM THE BEGINNING FROM THE WORD PROCESSOR. HIT
RETURN. HIGHLIGHT ALL FROM THE SPREADSHEET. HIT RETURN. IN THE DATA
BASE CHOOSE A PRINT FORMAT, HIT RETURN. HIT APPLE-P.

4. HIGHLIGHT YOUR TYPE OF PRINTER. HIT RETURN. PUT IN THE DAY’S DATE IF
ASKED (SPREADSHEET OR DATA BASE).

5. INPUT THE CORRECT NUMBER OF COPIES. HIT RETURN.

TO RENAME A FILE ON THE DESKTOP
1. APPLE-N
2. APPLE-Y TO GET RID OF THE OLD FILE NAME
3. TYPE IN THE NEW NAME. HIT RETURN



TO QUIT
1. HIT THE ESCAPE KEY TO RETURN TO THE MAIN MENU
2. HIGHLIGHT QuUIT

TIME-SAVING HINTS

1. Encourage making AppleWorks and SchoolWorks a standard in your
school so that you can pass the personalized templates that handle
student data to another teacher or administrator in your building and
others can do the same for you.

2. Once a data base or spreadsheet template is set up with appropriate
protection (use Apple-L and Apple-V for the spreadsheet), an aide,
parent, volunteer or student can often safely enter data without
having to know everything about AppleWorks.

3. Print to the screen in the data base to test your layout before trying it on
the printer.

4. Use the right arrow to choose several files at a time to load, save or
remove from the desktop.

5. Use the arrows in the spreadsheet to enter data instead of the RETURN
key.

6. Use Apple-(1 to 9) to jump to different sections of your template.

7. Although you can use Apple-O plus other commands to set up
underlining and boldfacing. using Control-L and Control-B is much
faster.

8. If you press Apple-? while in the Main Menu, you will see some handy
commands not listed in the other Apple-? screens:

1. Apple-E (special editing with strike over)

2. Apple-Y or Control-Y (delete to end of line)

3. Apple-H (dump contents of screen to printer)
4. Apple-Q (switch to other programs on desktop)

9. Use Apple-Amows to skip through a line or to jump around on a page.

10. Reuse personalized templates from year to year; only replace
information that has changed.

Page 9



11. Always rename any template you plan to use and save it under that
new name on your own disk. That way the original will always be as it is
described in this manual and ready for another personalized applica-
tion later.

12. Always make backups of data disks and store them in a containerand
location separate from the originals.

13. Secretaries, athletic directors and teachers should load several
templates onto the "Desktop” in the morning, then use Apple-Q to
switch from one to another as needed. A secretary or athletic director
might load MULTIMEMO, PHONENUMBERS, PHONEMESSAGES and
CALENDAR, while a teacher might want GRADEBOOK, CALENDAR and
OUTLINE.

WORD PROCESSING ADVICE

1. MAKE SURE THE CAPS LOCK KEY IS UP (OTHERWISE IT'S ALL IN CAPS).
2. LOOK FOR THE CURSOR THAT SHOWS YOU WHERE YOU ARE IN THE FILE.
3. USE THE ARROW KEYS TO MOVE AROUND INSIDE YOUR FILE.

4.TO DELETE, GET TO THE RIGHT OF THE WORD OR SPACE THEN USE THE
DELETE KEY.

5.WHEN TYPING PARAGRAPHS, HIT THE RETURN KEY ONLY WHEN THE
PARAGRAPH IS FINISHED.

6. Don't use original templates; rename using Apple-N and save on your
disk.

7. Make backups of personalized templates.

8. Use SchoolWorks to practice AppleWorks skills in moving, finding,
replacing, efc.

9. Delete sample data included with the templates with Apple-D and
highlighting.
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DATA BASE ADVICE

1. MAKE SURE THE CAPS LOCK KEY IS UP (OTHERWISE IT'S ALL IN CAPS).
2. USE THE ARROW KEYS TO MOVE AROUND INSIDE YOUR FILE.

3. TO DELETE, GET TO THE RIGHT OF THE WORD OR SPACE, THEN USE THE
DELETE KEY.

4.1F YOU HEAR A BEEPING, HITTING RETURN WILL PROBABLY HELP.
5. USE APPLE-Y TO DELETE TO THE END OF THE LINE.

6.USE APPLE-Z TO SWITCH BETWEEN SINGLE RECORD AND MULTIPLE
RECORD LAYOUT.

7.IN MULTIPLE RECORD LAYOUT, USE APPLE-" TO COPY THE INFO IN THE
CATEGORY DIRECTLY ABOVE THE CURSOR.

8. If you add or delete categories, you lose all of the current print formats.
Rename categories if possible when altering the templates. If it is
necessary to add or delete categories, print hard copies of format
screens using Apple-H to help reconstruct print formats later.

9. Don't use original templates; rename using Apple-N and save on your
data disk.

10. Test print formats by printing to screen and printer before changing or
using.
11. Make backups of personalized templates.

12.Use SchoolWorks to practice AppleWorks skills in sorting, moving,
finding, replacing, etc.

13. Delete sample data included with the templates with Apple-D and
highlighting. ‘

14. You cannot delete all records in a file. Make or leave a blank record at
the top.

15. Use Apple-L to rearange categories when you are zoomed out so that
the ones that are most important are displayed on the screen.
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SPREADSHEET ADVICE

1. MAKE SURE THE CAPS LOCK KEY IS UP (OTHERWISE IT'S ALL IN CAPS).
2. LOOK FOR THE CURSOR THAT SHOWS YOU WHERE YOU ARE IN THE FILE.
3. USE THE ARROW KEYS TO MOVE AROUND INSIDE YOUR FILE.

4.T0 DELETE, GET TO THE RIGHT OF THE WORD OR SPACE. THEN USE THE
DELETE KEY.

5. IF YOU HEAR A BEEPING, PRESS RETURN.
_ 6. IFYOUWANTTO PUTIN A DATE LIKE 1-12-86 or 1/12/86 STARTWITH A SHIFT-"
7.START ALL FORMULASWITH @

8. SAMPLES OF USEFUL COMMANDS ARE:  @SUM(A1...A18)
@AVG(A1...A18)
THE ... SETS UP A RANGE @MAX(A1...A18)
@MIN(A1 .. A18)
@COUNT(A1 ...A18)

9. IFYOU WANTTO ADD OR SUBTRACT SPECIFIC CELLS, START WITH AND END

WITH PARENTHESIS. EXAMPLE: (A1+B1—C1)
10. Don't use original templates; rename using Apple-N and save on your
data disk.

11. Test print options by printing to printer before changing or using.
12. If you hear a beeping, try hitting RETURN.
13. Make backups of personalized templates.

14.Use SchoolWorks to practice AppleWorks skills in sorting, moving,
finding, etc.

15. Delete sample data included with the templates with Apple-B(lank)
and highlighting.
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DISK CONTENTS
SCHOOLWORKS: TEACHER side 1

This is an alphabetical listing. On your disk, the word processing files will appear
first, in alphabetical order; then the data base files; followed by the spread-
sheet files.

ADDRESSES,
data base

File: AVDRESSES KEZ1EW ALD - CHAGE

Selection: All records

Keep track and

$$FIRST SLAST SSSTREET ssLlly SISIATE $821P

sort personal : - : : -
dd f" Dnmll :;:h ) 1516 E. Street. Big City IN 47200
Noe year KR 4 Nor th Pol IN 44444
O ress es’ Ronald Reagan 1900 Fenn. Ave o on 00001

Christmas card
lists, client lists,
employee lists.
Make mail labels,
mailmerge
addresses and
letters if you own
a mail merge
program.

Trpe entry or use 3 or cmds

BIBLIOGRAPHY,
data base

Files BI1BLIOGRAPHY REVIEW/ADD/CHANSE Escapes Main Menv

Selection: Al) records

This data base

AUTHOR TITLE PUBL ISHER-CITY PUBLISHER-CO. PUB. DATE R
e e S TN T T X and s com-

' ' panion word pro-
cessing file WP BIB
are designed to
be used for storing

research informa-
tion, printing out
source cards,
note cards and a
bibliography.

Type entry or use 2 or cmds -7 for Help
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BK.RPRT.
SECOND,
data base

Have high school
students record
their ratings for
books so that
other student can
search for the
type of book
they'dlike toread.

Files BK.RPRT.ELEM.

Selection: All records

READERS NAME TITLE

REV] EW/ADD/ CHANGE

Fries BK.RPRT.SECOND

Selection: All records

REVIEW/ADD/ CHANGE Escape: Main Menu

TITLE AUTHOR KIND

FOR WHOM THE BELL TOLLS

STEINBECK  FICTION

Type entry or use 3 or cmds

NUMBE CHARACTERS

3-7 for Nelp

BI.RPRT.ELEM,
data base

Escape: Main Menv

This is a very

WH

FRED SAMPLE

Type entry or use 2 or cads

DISKETTE FILES,
data base

Enter information
about the pro-
grams on your
diskettes. You can
then sort and
make printouts to
help you find a
specific type or
types of programs
quickly.

-2 for Help

Firie: DISKETTE FILES

Selection: All records

PROGRAM NAME TYPE

REVIEW/ADD/CHANGE

simple data base
for use with lower
elementary
students. By using
it to store their
book reports, you
can teach them
to use a data
base.

Escape: Main Menv

SUBJECT DISK NAME QUALIT DOS

Journey Gane
PoPlay CAl
Time Tracker Game
Oouble-Take Utility

Apple Presents Apple Tutorisl
Appievorks Integrated

Type entry or use 3 or cmds
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Adventure - Very 6 3.3
Language Arts - Very 6 3.3 8
Language Arts - Good  ProDOS -
Programming - Excel) 3.3 & Pro -
Computer use - Excel) 3.3
Business Apple EXcell ProbOS

-7 for Help




GENEALOGY,
7 data base

File: GENEALOGY REVIEW/ADD/ CHANGE Escape: Main Meny

Selection: All records

Keep track of

fom"y records LAST  1st MID BIRTH S HOSPITA BIRT DEATH FATHER SPOUSE ADDRESS CITY,STATE, 21
The real benefit of Smie o gl lmeC ot D g rw
having your Fvad MM TS oo - B orotordr N
family records in a ?:‘::Ia:. 312 p ::;: : 3:. : co:::::'o;"
Testor, Ohio - 1949 - Jin - Dalton, OW

data base is that Testor, Kemtwch - doras wtl ot A
you can arrange - B

the categories : oo T :
Ony WOy you Type entry or use 2 or cmds -7 tor Help
want. For
example, you
may want to sort out all the relatives who have college degrees, who have lived
in California, or who have the same first name. You also may want to arrange
relatives in chronological order by birthday or to sort out families and create
mailing labels for a family reunion.

GRADE POINTS,
spreadsheet
iz TEST conP Keep I’unning
T e R R H grade averages
"R, ke . using a weighted

JONES, KIM

grading system.
Your computer

must have
extended
€43 waten 3 memory o use
Trpe entry or use 3 or cnds 7 for Help this template.
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GRADESHEET,

spreadsheet
File: URADESHEET REVIEW- ADD/CHANGE Escape: Main Menu
== C: === ):2ckaas| accMeccNae
Record, calculate 157 SRROING PERIuL e "%
cnd repon HES PUSSIBLE: '45“"}' mznm;s

STUDENT 1

students’ grades stuoewr
for the teacher
who uses total
points. Total points
are added up, a 171

percentage For atues 19

grcde is com- Type entry or use 2 or cads 2-7 for Melp
puted, and room
is given for the
teacher to put in a letter grade. The template is set up to handle a large
number of students (35) with a large number of grades (70+ per student).

INVENTORY,
spreadsheet

Files INVENTORY REVIEW/ADD/ CHANGE Escapes Main Menu

Keep track of the

1CATALOG | TOTAL ONI TOTALINUMBER TO

number of text- . 11en \covm  IHANEER | WeoinEEoED!
books uniforms, HICINGTRUCT PAPER mGSORTIOREG MILLICPISS | a1
desks, bookstore T i

INVENTORY ONE,
spreadsheet

supplies, etc. i '

3301

Trpe entry or use 3 or cmds -2 for Help

Keep track of
book, uniform
and other equip-
ment rentals.

Files LESSON PLAN REVIEW/ADD/CHANGE Escape: Main Menu

Selections Al records

LESSON PLANS,

SUBJECT  TIME

data base TN
This data base is 11130
designed to allow e
orgenizing by T aTh 2130
subject; it also - §:78 oy
permits printing a : 10143 &8

doily schedule' Trpe entry or use 3 or cnds @3- tor Help
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LIFE LIST,
" data base

" Keep track of
animal sightings
and dates of
sightings.

File: LIFE LIST

Selection: All records

Common name

Kingdo Phyla

REVIEW/ADD/ CHANGE

Escape: Main Menu

Class Order Family Genus Species Date

CATBIRD ANIMAL CHORDATA
RED-BACKED SALA ANIMAL CHORDATA
COPPERHEAD ANIMAL CHORDATA
MILK SNAKE ANIMA  CHORDATA
CEDAR WAXMING  ANIMAL CHORDATA
GREAT BLUE HERR ANIMAL CHORDATA
AMERICAN GOLDF 1 ANIMAL CHORDATA
WESTERN RATTLER ANIMAL CHORDATA

AVES COLUMBI MIMIDA DUMETEL CAROLINE 1980
ANPHIB] CAUDATA AMPHIU PLETHOD CINEREUS 1980
REPTIL] SERPENT CROTAL AGKISTR CONTORTR 1941
REPTIL] SERPENT COLUBR LAMPROP DOLIATA 1974
AVES COLWMBI BOMBYC BOMBYCI GARRULUS 1983
AVES CICONI1 ARDEID ADREA  HERODIAS 1971
AVES COLUMB] FRINBI SPINUS TRISTUS 1921
REPTILI SERPENT CROTAL CROTALU VIRIDIS 1983

Type entry or use 3 or cmds

REV1EW/ADD/ CHANGE

-2 for Help

MATHDRILL,
spreadsheet

Escape: Main Menu
Jo:

File: MATHORILL
1"
21Math quiz game.

Ah-eeciees

S
SISETUPY ) 2> 1
n
BIPROBLEM> »>» 2200000
1

101
m
121
131
141
15

Enter a number between 1| and 11 to the right of SETUP)>.
31Then enter your answer and check for correctness below 1t

You
ANSUER
28 < (<( HERE

0 THIS NUMBER
MATCHES IF
CORRECT,

This spreadsheet
is designed to be
used in the
classroom for the
drilling of the four
basic math
operations.

Al

Type entry or use 3 or cmds

OUTLINE,
word processor

For setting up an
outline of a
medium size
writing assign-
ment. May help
students using a
word processor to
organize their
thoughts and not
have to worry
~about all the

-2 for

File: OUTLINE

REVIEW/ADD/ CHANGE Escaper Main Menu

_formatting involved with an outline.

o 17

Line 84 Column |

-2 dor Melp




PROGRESS

REPORT,
Files PROGRESS REPORT REVIEW/ADD/ CHANGE Escape: Main Menu
dOtG bose Selections All records
Make up Qnd I:nu Name First fr l-)rldt I-)nu fuhhc! t_’roonu t"th" fouunlor
hand out progress ittt And - Tt Normal . Jon) movben 1o ume
reports in half the A S UL Nommal e Jool Rabbin Hr bomn
Pride, Samue! 10 A- Jut Lt Super Mr. Joe! Robbin Mr. Dunn
ﬂme. Since YOU ) James, Tanmy 9 8- Normal  Mr. Joel! Robbin Mr.
can type faster
than you can
write, you might
even have timeto Trpe entry or use 2 or  cmds 2-> for Help
give encouraging

reports to every-
one in your class, not only to those who are in jeopardy of failing.

RECIPES,
data base

Keep, store, sort
and print recipes
in a home
economics class.

SPEC. ED. LIST,

data base
Filer SPEC.ED.LIST REVI EW/ADD/ CHANGE Escape: Main Menu
N N Selection: All records
This template is for
LAST NANE STUDENT  TEACHER PERIOD PREP CLASS PARENTS
the SpeCiOl Ed. STUDENT WR. ROBBINS S 15t ENGIISH Donny and Marie Par
fecChef WhO mUSf STUDENT Joe MRS, SMITH 1 Ist HISTORY -

STUDENT Joe MR. RORERTS 2 3rd P.E.

keep in frequent
contact with the
other teachers
and parents of
his/her students.
Have your report Tyoe entey or use 3 or cnds ’ T s e e
form already
duplicated and
simply attach labels at the top that list the other teacher, the class, and the
period. Make mailing labels for reports sent home. Make reference lists of
students and their classes.

This file would also be useful for counselors who must track the progress of
problem or special students throughout the school year.
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STATES,
data base

File: STATES REVIEW/ADD/ CHANGE Escape: Main Menu

Selection: Al records

This data base
WC]S designed fo STATE CAPITAL YEAR POPULATION NO. OF RE STRO AVE INCO STATE
be used with : S : . -
students leaming
about the United
States.

Type entry or use 9 or cmds 3-2 tor Help

STUDENT
INTEREST,
data base

File: STUDENT INTRST REV] EW/ADD/ CHANGE Escape: Main Menu

Selection: All records

NAME BIRTH DATE FAVORITE TV SHO FAVORITE SPORT FAVORITE BOOK

This data base
has been used to
help students see
how a data base
woOorks.

FRED SAMPLE Nov 18 86 MONDAY NITE FOO SOFTBALL WHITE FANG

Type entry or use 2 or cmds 3-7 dor Help

Page 19



SCHOOLWORKS: TEACHER side 2
ATTENDANCE,

spreadsheet
Frler ATTENIMNCE REVIEW/ADD/C WINGE Escaper Main Menu
weermezass=f=== = ran=P- LDEFB“IJK vZABCI JuL (2ARCDEF
You can auickly i I PIPTRTRTR P TRrL)
H STUDENTS TL "M‘ MTURF MTWI HIJRF 13 ¥
o oo
STUDENT
dance in your Stupwt
STUDENT
class or classes. swan
This template S1uoon
STUDENT
could also be stuoen
used to keep brarveer
"Gck Of do"y Type entry or use 2 or cmds 2-7 for Help

participation.

BAR GRAPH,

spreadsheet
File: BAR GRAPH REVIEW/ADD/CHANGE Escape: Main Menu
I T Make a simple
bar graph to
G1LEGEND » .
mes . illustrate lessons
oo 0 in your classroom
111USAGE
V31 NousTRY ; or to pre;enf
e information to
141 L1] aNene .
1”7 1 CLC T I LT T Comm'ﬂees_

181 - 1984 1989

011 (Value, Layout-F1, Protect-V) 14

Type entry or use 3 or cmds

BOOK ADOPT,
data base

File: BOOK ADOPT REVIEW/ADD/CHANGE Escape: Main Menu

Selection: All records

This template is

N PUBLISHER SCOPE AN TEACHER ENRICHME EXTRA MA STUDENT DRILL/PROB
used to assist your prrspp ; ‘
staff in the EEEE?::M MIFFLIN §
selection of HARPER ROuE '
HRY 1

textbooks. Items
may be scored.

Categories have
been make to e
store comments Tepe eates o wo 3 or cmas > i ety
as well.
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CALCULATOR,
spreadsheet

Load CALCULA-
TOR along with
your normal tem-
plates and use
Apple-Q to switch
to it when you
need to do some
quick figuring.

ESSAY TEST,
data base

You can make
and store essay
test questions in
a data base file
and then go in
and number or
renumber the
ones you want for
a particular test.
The printout will
already include

: CALCULATOR REVIEW/ADD “CHANGE kscape: Main Menu
== |2zezane

1 SUBTRACT DIVIDE
B T

PR
181T0TAL I
6111 (Value, Protect-U) |

Type entry or use 3 or «cmds / vor Melp

Filer ESSAY TEST REVIEW/ADD/CHANGE Escape: Main Menu

Selection: Al records

[}
1. WHAT IS THE MEANING OF LIFE>

2. IN THE NOVELS OF D. H. LAMRENCE, WHAT DO YOU CONSIDER T0 BE THE
3. What do you get when you fall in love?

Type entry or use 2 or cmds -2 dor Help

up to 7 lines where the students can write their answers.

Page 21



ESSAY TEST 2,
data base

Files ESSAY TEST REVIEW/ADD/ CHANGE

Selection: All records

Record | of 3

%1 1. 0.1 WHAT IS THE MEANING OF LIFE?
-y -
"
1"

[N
(5}
"

1

Type entry or vse 3 or

ESSAY TST2 LINE,
word processor

REU1EW/ADD/ CHANGE Escape: Main Menu
o= |u=rs |oese | [

|=eee |zr== |zzas awme |==os |ceas |emss farre (2w

Like the tem-
plate ESSAY TEST,
you can make
and store essay
test questions in
a data base file
and then go in
and number or _
renumber the Type entey or use 3 or cnds Line 3 Column 1 27 dor Help
ones you want for
a particular test,
Blank lines for student answers, however, are not included. You will print the test
first to the Clipboard, then put that information in the word processor so that
you can add whatever number of lines you wish (ESSAY TST2 LINE is a word
processing template of double spaced lines which you can copy to the
clipboard and then copy repeatedly to the test to avoid having to type all
those empty lines!).
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MATCHING,
data base

KEV1EW/ADD/ LHANLE

You can make
and store
matching
questions in a
data base file
and then go in
and number or
renumber the
ones you want for Tpe antey or u
a particular test.
The printout will
format the questions, allow a place for the student’s answer, allow a place for
instructions, classname, date, and the student’s name. The statements with
blanks and the answers can be printed on separate sheets and then taped
jogether, or the paper can be reversed in the printer and the answers can be
directly printed on the same sheet, ditto, stencil, etc. The template is already
set up fo handle up to fifty questions and answers.

fceovbDeosoensnsn
BNNGL VUL BLWWNN-—

MULT CHOICE,
data base

Files MULT CHOICE REV] EW/ADD/ CHANGE Escapes Main Menu

Selections All records

You can make
and store multiple

1.
Choice fest 1 IN THE QUEST OF THE NEW WORLD, WHAT WERE THE NAMES OF THE SHIFS USED BY

N N =1 CHRISTOPHER COLUMBUS.
questions in a :

Record 2 of ¢

A. NINA
n 8.
nec

o

. ALL OF THE ABOVE

data base file B

and then go in ek
and number or

renumber the
ones you want for Troe entry o use 3 or coas
a pariicular test.
The printout will
format the questions, allow a place for the student answer, allow a place for
instructions, classname, date, and the student’s name.
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OUTLINE

PRCSSR1,
File: OUTLINE PRCSSRI REV I EW/ADD/ L HsoibE tecape: Main Menu

doto bose Selection: Al) records
With this outline .
processor youcan L, iNTRoDUCTION e
quickly make an : THESIS STATENENT
outline and 3 Iota DeveL ot 5
reamrange your 1 ooy PamhaPn
points as you go 3 wioce 1

¢ 3 boen
along by simply 3 ol 2
renumt)eﬁng fhe Type entry or use 3 or cmds 3-2 for Help

statement and
sorting. Great for
thinking, processing and reamanging without the formatting and move-
commands in the word processor. Right now the Outline Processor contains the
structure of a five paragraph essay. Your students can use this template (or your
edited version of it) to help organize those papers you assign them.

QUICKGRADER,
spreadsheet

File1 QUICKGRADER REVIEW/ADD/ CHANGE Escape: Marn Menu
Jaw=a

% SCORE  WEIGHT TOTAL  AVERAGE

% SCDH(- WEIGHT TOTAL  AVERAGE The temp‘Qte ccn
be a substitute for
a term grade cal-
culator if you use
percentages for
scores and then
weight them.

[]
0
0
0
0
o
0
0
[}
0
[
0
0

D): (Label, Protect-N» WEIGHT

Trpe entry or use 3 or  cmds 2-2 for Help
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RAW.
PERCENTAGE,
spreOdSheef File: RAW.PERCENTAGE REVIEW/ADD/CHANGE E‘E”“ Hl.m Menu

" RAM SCORE  PERCENTAGES
.

21 TYPE
You can quickly ko 0w
calculate and .
print out the Tl
percentage : ’?
value of raw o
scores from tests
and projects. Or ! 2
you can throw out R,
the top score
before you print to

create a simple “curve.”

READING LIST,
data base

File: READINS LIST REV] EW/ADD/ CHANGE Escaper Main Menu

Selection: All records

Keep your own
reading list to

Record ) of 2

CODE NO.: 1 €D. VALUE: theme, symbolism

hand out to TPELFICIO  crimgbie FECORDUAT 0N, 1. LI assuc.
students on any P TawinG ST e M Y

d | I M 1' RATE 1 70 10: 10 2)t Moves too slow. --Erin
gro e level. 0S Tﬁzl'éﬁvtf‘éﬁ{.':.m SCHOOL UP 3;1":"::::: 1t --Jim Edwardson
of fhe informofion smowfls' A vcun?.nutmrl‘b gqu'lc:ru‘lnn :r:;nmu‘u: "ur;nnnng

"3 t a town’s negative reactions to er lawyer ather s defense o
" t of a Black man wrongly accused of raping a white girl.

can be gained Y
from books, book v
reporfs and Trpe entry o use 3 or cads 27 for Help

educational
magazines, then
typed in by students or yourself.
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REPORTPOINT,

data base
Filesr REPORTPOINT REVIEW/ADD/ CHANGE Escape: Main Menu
Selection: All records
Tr"s femp'Ofe NWE ) % I8 2n 3r 4t St 4t 7t Bt Pt 19 GR ABIL ATTIT WORK COUNSELOR
produces pro- - - -
gress reports for SR BERRZURRG YL o b
those keeping oILL, arT 8o, sy - - 1 o
fh N d HARDIN, MARY 93, 85 90 10 95 10 °2 10 9 - - - Ir . ann
eir grades on
the GRADEPOINTS
spreadsheet
template. It will
G"OW you io puf Type entry or use 3 or cmds

all of the names,
averages, and up
to ten grades per student from a class on your spreadsheet and transfer them
to a data base for printing out.

SEATINGCHART,
spreadsheet

File:r SEATINGCHART REVIEW/ADD/ CHANGE Escape: Main Menu
=eeupn - -

Type names into
the blank tem-
plate to make
printouts that will
help you keep
frack of seating
for all classes and
study halls. It will
hold up to 360
names if first and
last names are
needed and only one student is seated at a station (desk or table location). If
only last names are needed and students are seated on both sides of a table,
720 names are possible. Since you only print the portion of the chart you need,
it eliminates having to draw up different boxes and charts when you have
different sized rooms during the day. It is also much easier to add, delete or
change seating when you need to.

Type entry or use 9 or cmds -2 for Help
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SEMESTER
AVERAGES,
spreadsheet

Use the template
to figure percent-
ages for six-weeks
or semester
grades. If the
examples do not
suit your break-
down of weights
for the different
categories,

i SEMELTERAVERALE

KEV I EW/ADD/ CHANGE Escape: Main Menu
¢ cpescasan-|a saa

1 |

PERLENTAGES - - 25%1 5071 v 1y
HUMEMORK | TESTSI
GRADE AVERAGES- %1 881
' '

' ]
PERCENTAGES --) 10.0%1 23.30 33.3
HOMEWORK!  GUI22ES) usrsm.m TESTI
GRADE AVERAGES- 901 901 m I
1 1 | |

| ] | |

PERCENTANGE - 2571 2% 2571 2570
lsl TERM I2ND TERM 13RD TERM 15EM. TESTI

GRADE AVERAGES- 01 71 82 enl

€231 (Value, Protect-Vv) 67

Type entry or use 3 or cnds

2 tor Help

change the formula in the last cell of the “"grade averages” row.

TRUE.FALSE
TEST,
dato base

You can make
and store true/
false test quest-
ions in a data
base file and then
go in and number
or renumber the
ones you want for
a particular test.
The printout wiill

File: TRUE.FALSE TEST REV] EW/RDD/ CHANGE

Selections All records

Escapetr Main Meny

ANS REF

. GEORGE WASHINGTON WAS THE FIRST PRESIDENT OF "ﬁ UNITED STATES.
2 IN THE QUEST OF THE NEW WORLD COLUMBUS USED 4 SHIPS.

Type entry or use 3 or cmds

T
1

4-2 for Help

format the questions, allow a place for the student answer, allow a place for
instructions, classname, date, and the student’s name.
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OTHER RECOMMENDED APPLEWORKS ACCESSORIES

FontWorks (SoftWare Touch) Add flair to your AppleWorks printouts
with these 15 attractive type styles. You can even print sideways and
customize type faces. $49.95

FontWorks Font Disk 25 new fonts for use with FontWorks $29.95

Visualizer lle (PBI Software) Creates six graph types directly from
AppleWorks spreadsheet files or within the program. Shares the
familiar AppleWorks menu/folder, so it's easy to learn and
use. $89.95

AutoWorks (Software Touch) The perfect SchoolWorks companion,
AutoWorks lets you create powerful, time-saving macros, reducing
long. complicated key sequences to a single keystroke. Also
provides useful mail merge and fine organizing features. $49.95

AppleWorks for Librarians (Libraries Unlimited) Clearly written intro-
duction to AppleWorks uses 51 templates on accompanying disk to
demonstrate relevant school library applications. $39.95

AppleWorks for Educators (ICCE) Similar to AppleWorks for
Librarians, this popular introduction explains AppleWorks step by
step, using real-life applications on an accompanying disk to
illustrate, demonstrate, and motivate. $18.00

Using AppleWorks in the Classroom (Addison-Wesley) Twenty
high-interest, clearly presented leaming activities for grades 6-10
help fit AppleWorks right into your curriculum. An invaluable
resource for computer application classes. $60.00

Webster’'s New World Spelling Checker (Simon & Schuster)
Program checks spelling in seconds, contains a database of over
110,000 words and it's easy to use. $59.95

Call 1-800-922-0401 for further information.
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SPECIAL BACKUP DISK(S) OFFER

Thank you for purchasing K-18 MicroMedia Publishing
software. If you are an educational institution, you may
purchase unlimited additional copies of the program at a
specially reduced price of $8.00 per disk. Now you can afford
to use individual copies in your computer room or cost-
effectively order an appropriate number of copies to meet
your specific teaching needs.

Just sign the agreement below, enclose a copy of your
invoice showing the title(s) purchased, and attach a purchase
order or pre-payment for as many copies of the program disk
or manual that you need.

Please note that this is a one-time only offer and that this
~certificate (and not a copy) must be attached for your order to

be valid.

Backup Agreement

The undersigned agrees that backup copies being pur-
chased are for use only in the individual school building.

Signed

Name School

Address

(Street) (City) (State) (Zip)

Title #disk(s)________ x$8.00=

Title #disks)_________ x$8.00=

Title # User manual x $5.95=

K-18 MicroMedia Publishing software is warranteed for 90
days. Disks may be replaced anytime thereafter for $8.00
each. Send the damaged disk with payment (no purchase
orders, please) to:

Diskfix, K-18 MicroMedia Publishing, 6 Arrow Road,
Ramsey, NJ 07446 (201) 825-8888.







